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Objective

Welcome Aptify’s End User training. This course introduces the Aptify system and covers
how to access common features and functions. By the end of this course, students will have a
solid foundation for using Aptify.

Users will learn how to:
* Navigate Aptify
¢ Locate, create, and work with records
*  Create and manage views of data
* Generate reports
» Use Contact Logs, Cases, and Committees
* Create and order Products, Memberships, and Subscriptions
*  Apply Payments

e Track Meeting Information

1.1



Introduction to End User Training Introduction to Aptify

Introduction to End User Training

The following chapters and sample exercises will guide users through the various functions
available in Aptify and how it should be used.

This course provides an overview of Aptify’s basic features and will familiarize users with
core functions of Aptify. It offers a solid background for users to become acquainted with the
system as it introduces the basic Aptify framework, using a fictitious association's database to
gain experience with a wide variety of system applications and creation of data views.

With step-by-step directions, users learn how to navigate the system as well as enter and view
data by partaking in sample, hands-on exercises. The focus of this End User course and
manual is learning the applications by using the system.

The overall goal of the course depends on its audience. For Implementation training of newly
signed clients, Subject Matter Experts (SME's) representing a particular department within an
organization will gain the knowledge to move into the Discovery phase of the Aptify imple-
mentation process in a more efficient and effective manner. For existing clients the course
provides step-by-step directions and best practice instruction on the modules of Aptify that
they can leverage in their departments. For this reason, the manual was constructed not just to
support the class, but to to be utilized as a reference for Aptify users in their workplace.

Upon completion of the course, users will have learned the best practices regarding how to
use Aptify for their needs and the Aptify terminology. For example, Aptify users learn that
"persons" records are any person in their database, "products" are anything that can generate
income, including a virtual product such as membership, a class or meeting, and physical
products like publications.

Note that this course is conceptually divided into two parts: The first half of the course
focuses on Aptify navigation, terminology, becoming familiar with record types and
creating multiple view types. The second half focuses on creating, ordering, and using
products such as Memberships and Meetings. Users will continue using views to report
and communicate data.

Document Conventions:

In this manual bolded text are keyboard keys, e.g., Esc or Enter, and items to click or
select from menus, for example, “Select New Groups Record and click OK”.

Object names are in regular type and the first character is capitalized; for example, “The
form includes the Name field.

1.2 Aptify End User Training Manual
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Log in to Aptify

This exercise and those on the next several pages familiarize the user with the Aptify home
screen and components.

Begin by logging in to Aptify and learn how to navigate to primary interface elements.

1. Double-click the Aptify Web shortcut on your desktop.

2. Click on the Authentication Method dropdown and select Untrusted|SQL Security.

»  This User represents a SQL Training DB user; a typical user would not get the
Authentication screen but would directly display the Login screen.

3. Click OK.

Select Authentication Method

Authentication Method:
Untrusted

Domain | Windows Integrated Security

Untrusted | SOL Security

4. Click LogIn.

*  The Baseline login info previously populated/saved in Google Chrome.

ity

Baseline

LOGIN

5. The Aptify Home screen displays.

Aptify End User Training Manual 1.3
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Navigating Aptify

1.4

Aptify is designed to display data from multiple departments and/or funtions in one database.
When set up and used correctly, Aptify should be relatively simple and easy for each
department to interface with on a daily basis.

Aptify should be navigated by using the Home dashboard, Quick/Global Search, Favorites,
Dashboards, and Views. Users will always enter Aptify via the Home Dashboard and can then
to navigate to the data using the other components mentioned above. When desiring to find
large groupings of data, users should utilize Prompted List Views. When entering new data,
users should employ focused Wizards tied to Dashboard buttons. When finding just one
record is desired, users should use the Universal Search.

For a typical Aptify end user, the desired data should be no more than three clicks away. This
structure is designed to make Aptify both flexible in its deployment and configuration and
focused in its final design.

How Aptify Works

Aptify is Customer Relationship Software (CRM) designed for Association-based clients
built around the following hierarchy:

* Applications
*  Services

* Records

*  Views

e Favorites

¢ Dashboards

Aptify End User Training Manual
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Aptify Terminology & Hierarchy

Aptify helps organizations quickly access and manage their data by organizing it in a hierar-
chical fashion, with similar types of information grouped together. The following pages cover
the main terms every Aptify user should know.

Initial Aptify Display

When Aptify opens, users automatically land on a Home Dashboard. The Home dashboard
serves as a consolidated functional/viewing area that reflects the user’s main tasks and the
data they need to interact with regularly. The Home dashboard should be configured, via the
users profile, to mirror users’ department/functions within the database. For many, the Home
dashboard and 2-3 additional dashboards (applications), will be all the access needed. For
example, in addition to the Home dashboard, membership management users could lever-
agethe Membership and Orders application and their dashboards. These dahsboards would
contain buttons to open new Persons records, apply payments, create orders, and perform
functions such as run the New Member or New Order wizards.

Home should have a Button Bar tied to it that reflects main operations needed. For instance,
a Customer Service Representative’s Home could have a New Order, New Member, and a
New Contact Log button. In contrast, an Accounting user’s Home Dashboard might have
New Order Batch and New Payment button.

Home should also have multiple, embedded Views that reflect the users’ most important daily
functions. A Customer Service Representative might have views titled, Orders Taken Today
and/or Payments Taken Today. An Accounting user might see a view of Past Due Balances
over the past 30 Days or Batches Scheduled for Today.

Favorites, located on the Menu Bar, will display no matter where the user navigates. They
contain frequently used views that enable users to interact quickly/variably with data.

ity

@ Home-Baseline X

w M
Al v
N —
R 2 W C & Morev
= D SHIPTOCOMPANY SHIPTONAME BILLTOCOMPANY BILLTONAME ORDERTYPE  ORDERSTATUS ToTAL BALANCE
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1.6

Applications

Applications are areas of Aptify that group conceptually-related services under a single
heading. They are listed alphabetically by default and users can designate which Applications
to display. Clicking on an Application provides a drop-down menu of available Services.

For example, the Customer Management Application groups several services, including
Persons and Companies, which are focused on customer information. A user can access a
service by first selecting an Application and then clicking one of the services it contains.

mtify' =
X Home

Spaces

Accounting
Campaign Management
Case Management

2 Committee Management

*

Composite Engagement Score

Customer Management

e-Business

o

Education

= Meeting Management

Membership
W QOrder Entry -

fe Product Maintenance
&% Shipping

Subscription Management

Note that a service can be listed under more than one Application. The Persons service is
found under both Customer Management and Membership Applications. Also be aware that
administrators can create their own Applications and change which services are associated
with an Application.

A typical user will only have 2-4 Applications that are used regularly and should be
displayed, unlike the list shown in the screenshot above.
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Dashboards

A user always land on the Home dashboard.However, once an Application is selected from
the Applications menu, the area to the right will display that selected Application’s dashboard
- the Home dashboard location will then be selectable from a separate tab. A dashboard is an
interactive display that provides access to common functions and information aiding the user
in daily activities. Application dashboards typically feature two main areas:

Buttons that perform frequently used functions:
*  Creating records
*  Launching wizards
Views that summarize or provide tasks:
* Data for a given time frame/status
* Records assigned to the logged in user
Dashboards can also include Web Browsers and embedded Reports.

Users can switch between applications to access different dashboards.

NEW MEETING WIZARD [| ORDER WIZARD

Future Meetings

A2 B i C & M-
D MeETNGTME START DATE en0DATE oy STATE | coUNTRY CooRDNATOR TOTALREGISTRANTS ToTALWATLST
~ o xzvesng ozt 2zt vrstior R Unteg stses JonSamuels o

12/07/206 120000 12/07/2016  0100:00
P M

N 62 XYZSession| Homestexs L United States Jonn Samuels 0

1 1-90ftems (¥
Meeting Registrations Last 30 Days
V2 BT C @ Mo
o (ORDER DATE MEETING NAME ATTENDEE ID NAME ATTENDEE STATUS NAME SHIP TO NAME SHIP TO COMPANY BILL TO COMPANY ARRIVAL DATE
10142 0171472016 Golf Toumament Baldwin, Aiesha/Danube Partners. Registered Hannah Taylor Gemstone Solutions Group Gemstone Solutions Group 01/01/1%00
10141 0171472016 Golf Toumament ‘Taylor, Hannah/Gemstone Solutions Group Cancelled Hannah Taylor Gemstone Solutions Group Gemstone Solutions Group 01/01/1%00
1 1-1200120ems
All Meeting Speakers (BASE VIEW)
A2 B 0 C @& Mo
n MEETING TITLE MEETING PRODUCT NAME DATE MEETING SPEAKER STATUS
17 Golf Toumament Golf Toumament AM Zagreb, y/ &1 Accepted
5 $Sampco 2007 Annual Conference $Sampco 2007 Annual Conference 05/14/2007 05/17/2007 Garcia, Kaitlyn/N.G.N. Derived Industrial Products Corp. Accepted
125 s 1250t 13items (¥

The Dashboard displayed above is for the Meeting Management Application. It contains
two buttons: New Meeting Wizard and Order Wizard. These buttons enable a Meetings user
to perform data entry efficiently. Below the button bar are three views: Future Meetings,
Meeting Registrations Last 30 Days, and All Meeting Speakers (BASE VIEW). These three
views serve to display data that is core to the function of a user concerned with Meetings.

Dashboards can be edited to fit departments and groups needs by an administrator. A different
Home dashboard can be created for any identified department or function.
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Wizards

A wizard is a step-by-step guide that helps users enter information or perform a task. They are
usually tied to dashboard buttons for easy access. Wizards are divided into several screens, or
pages, where the user selects an option or adds a value before advancing to the next page.

New Meeting Wizard 8

‘Welcome to the New Meeting Wizard!

Thig wizard walks you through the process of adding a new meeting to Aptify.

If you want 1o use a copy of an existing meeting as your starting point, select a record using the Copy
Existing Meeting link box and click Mext. Otherwise, to start with a blank meeting, just click Next.

Copy Existing Meeting Q,

e CANCEL BACK NEXT

Wizards save time by presenting all the steps of a task in a single location. Conversely, if a
user opened a new record directly from a service (not using a wizard) to enter data, they
would often have to navigate through multiple areas to enter the required data. Wizards vastly
simplify this process.

Benefits of wizards:
*  Speed
* Data Integrity
* Consistency of which data entered, required
* Ease - no jumping from tab to tab

Wizards can easily be built by Developers, and placed on Dashboards by Administrators, to
simplify data entry.
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Services

A Service represents a specific type of record and its related functions. The Persons Service is
the collection of all Persons records, while the Companies Service is the collection of all
Companies records. Each record in a Service follows the same format and contains the same
type of information. For example, every Persons record has a First Name field but does not
contain the Company Type field; the Company Type field is only found in Companies
records.

The term, Service, also refers to a location in Aptify from where these records can be
accessed. A user would navigate to the Persons Service, or area of Aptify, to create Persons
records and employ persons-related features. Services are most commonly accessed from the
Applications menu.

From a technical perspective, a Service is known as an Entity, which is a database table and
its related objects. These tables and objects are where the actual data is stored.

i Customer Management

Companies
Contact Log
Persons
Tasks

Member Types

The screenshot above displays the Services associated with the Customer Management
Application: Companies, Contact Log, Persons, Tasks, and Member Types. As with Applica-
tions, a typical user might have different Services displayed based on their original profile.
The displayed Services can be changed by clicking on the gear button in the upper-right hand
area of Aptify.
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Views
A View displays a specified subset of the records from a service. Persons are the most
frequently viewed service in Aptify since that service contains an organization’s members.
Examples of typical Persons views:
e Persons with Memberships expiring in 30 Days
*  Persons with outstanding balances on their account
*  Persons belonging to a particular committee

The most commonly used type of View is the List View, which shows a summary of each
record’s most important information in a row-and-column format. The View name appears
above the grey, data control bar.

Persons - With Committees (BASE VIEW)

. -

) Vs H i ¢ More ¥

1D NAME/COMPANY COMMITTEENAME ~ TERM TERM MEMBER STAR.. TERMMEMBEREND.. TERM.. = ADDRESSLINE1 cITy

Baldwin, Aiesha/Danube Pariners Audit Committee 2012:2013 Audit Committee 01/01/2012 12/31/2013 910 Southwest Union Avenue Palo Alto

Standards 2012-2013 Standard:

1 Baldwin, Alesha/Danube Pamers ancer VTR Standards ov012012 123172013 310 Southwest Unian Avenue Palo Afto
Committee Comminee

1 Baldwin, Aiesha/Danube Partners XYZ Committee 2015XYZ Committee Term 01/30/2014 01/29/2015 910 Southwest Union Avenue Palo Alto
Standards N

5 Yukon, Dacey/Polyhedron Power Devices ° s 2014 Standards Committee. 01/01/2014 12/31/2014 8383 North Colombo Street. Milpitas

ommittee

15 Wade, Pamela/Galeria del gastronomo Audit Committee 2008 Audit Committee. 01/01/2008 12/31/2008 Member  Rambla de Catalufia, 23 Tokyo

15 Wade, Pamela/Galeria del gastronomo Audit Committee 2002 Audit Committee. 01/01/2002 12/31/2002 Member  Rambla de Catalufia, 23 Tokyo

15 Wade, Pamela/Galeria del gastrnomo Audit Committes 1999 Audit Committee. 01/01/1999 12/31/1999 Member  Rambla de Catalufia, 23 Tokyo
5 5 20122013 513

34 Carter, Gary/Clingstone Welding Supply Group, Inc. Standarcs 01z Z_M Standards 0012012 12/31/2013 289 East Castillon Street Lincainshire
Committee Commities

48 Jackson, Wainwright/Let's Stop N Shop XYZ Committee | 2015 XYZ Committee 01/30/2014 01/01/2017 Member 87 Polk St. Suite 5 San Francisco

65  Tate, Odessa/Océano Atiantico Lida Audit Committee 2012-2013 Audit Committee 01/01/2012 12/31/2013 Ing. Gustavo Moncada 8585 Piso 20-A Buenos Aires
Standards 2012-2013 Standard:

83 Lewis, lan/Rancho grande ancer 2012013 Standards o012 1273172013 Av. delLibertador 500 Buenos Ares
Committee Commities

90 Byrd, Quillan/Cottonwood Taping Systems XYZ Committee | 2015 XYZ Committee 01/30/2014 01/01/2017 Member 8991 Monet Street San Francisco

150 Pintaro, Yale/Spécialités du monde Audit Committee 1997 Audit Committee 01/01/1997 12/31/1997 Member 25 rue Lauriston Paris

150 Pintaro, Yale/Spécialités du monde Board of Directors 1999 BOD 01/01/199% 12/31/1999 Member 25, rue Lawriston Paris

Users can double-click a row to open a specific record.

Users can also control which data displays in a View by changing it’s filters that are
configured via its properties (See Chapter 4 for more details.

Views do not just display data, they are used to generate reports, perform operations, contact
individuals, bulk update specific records, etc.

Views be created in other formats than a List view such as Charts, Calendars, Pivot Grids,
Card, and Maps.
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Records

Records

A record is a collection of information and may contain details about a particular Person,
Company, Order, Product, Meeting, Payment, etc. The information a record contains is
divided into sections and stored in fields. A Persons record, for example, lists a person’s
name, contact information (address, phone number, etc.) and other relevant data about a
specific individual. A Companies record, in comparison, lists a company’s name, contact

information, the number of employees, and any other relevant data. Record layout and fields
are covered in greater detail in the Managing Records chapter.

Two types of Aptify records, Persons and Companies, initially display a landing page when

accessed. The landing page contains a summary of the record’s information as well as

functions related to that record.

CONTACT INFORMATION

Danube Partners

Aiesha Baldwin

Danube Partners

910 Southwest Union Avenue
Palo Alto, CA 94301

United States

Aiesha Baldwin@demodata aptify.com
(650) 750-9187

Aiesha Baldwin
Marketing Senior Director
Danube Partners

NOTES/LATEST UPDATES
XYZ Meeting

60 MEMBERSHIP TIMELINE

| from | Last 3Monmths

40
20 / \ &0 All Activities
0 \ 100 W Orders Total $475.00

oY onaeme

CES Score: 30 M
10210135 XVZ Meeting
ACTIONS
SR W Orders Total $250.00

200 2M XYZ Membership Duss
Add Contact Log A
ID:10131

Add New Membership
View Full Record W Orders Total $80.00
L
1B:10132 roduct

1

MEMBERSHIP STATUS
Individual Membership: Member
Company Membership: Corporate Member

Dues Information

v

Stats:Shipped W Orders
01/14/2016
1D:10139

Status : Shipped W Orders
01/13/2016
1010129

Status:Tsken e Memberships
TES-
ID: 1921

KEY DEMOGRAPHICS

Voting District: CA
Certification Expiration:

Total (§100.00) Status : Shipped
XYZ Meeting
Total $250.00 Status : Shipped

XYZ Membership Dues

XYZ Membership Dues Status : Active

1-17cf171ems

If a user desires more in depth information regarding one of those two records, they can click
the View Full Record button in the lower-left hand corner of the landing page to display the

entire record. Users may in turn navigate to different areas of that record by clicking the

selection drop-down that defaults to Contact in the center of the record.

B R B © C

Title | Marketing Senior Director

Company | Danube Partners
Member Type: Member
Company Member Type: Corporate Member
CES Score: 30

More -

Narme ~ || aiesha J Baldwin ~

Contact~
ES Contact = nMembership s2: Committees
/& Details w Functions wN Analysis
General ¢-. Contact Log Contact Count By Year/Cate
Personal Incomplete Sales By YearQuarter
Education Complete CES Score
Companies w Orders & Awards
Relationships Orders & Pictures
Lists
Quotations = Comments
Topic Codes .
All Linked Orders
@& Attachments
Saved Payment Methods . =
= Subscriptions
Person Tax Exempt Codes
== Meetings
Primary Email ~~ | Aiesha Baldwin@demodata.aplify.com
Phons ~
1 |eso | 7509187 *
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Objective

In this chapter, users will learn the basic layout of Aptify by:
e Understanding Basic Aptify Terminology
* Adding and Removing Applications
* Adding and Removing Services
*  Working with Favorites

*  Viewing the Exception Log

2.1
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Aptify Display

Overview of Initial Aptify Display

The main Aptify screen, or workspace, is divided into several areas, The Top Tool Bar, a left-
side Menu Bar of Applications and Favorites, and the largest portion- the Dashboard. The
following is an overview of these primary Aptify areas.

Top Tool Bar

Aptify’s browser-based interface includes a tool bar that runs the length of the browser
window. This tool bar remains in place to provide persistent navigation features" or
"navigation features that are always visible.

The tool bar includes the following functions and information, left to right:

0

Expansion button: On the left side of the Search bar, the square, 3 lined button enables users
to display or contract the Applications.

Quick Search, Global Search and Search History: The Search function enables users to
search across multiple services in Aptify or across client linked sources. Search results
display in card format. Clicking on an item opens it in a new tab.

Spaces Alert Indicator (Bell): When a user is tagged in a Spaces thread, this icon flashes an
alert.

Favorites Menu (Star): Users can create their own Groups of Favorited Views. Extremely
useful for shortcutting repeatedly accessed Views.

Settings Button (Gear Button): Enables the user to configure their screen's appearance by
hiding and showing applications, closing tabs, viewing exception logs, etc. This button will
be covered in greater detail later in this chapter.

User Login Status (Online of Offline) (Circle) : Indicates whether the user is currently
connected to the Aptify database and can work with records or view information. Green
indicates an online states, orange is disconnected. Clicking the text by the circle when offline
will attempt to refresh the connection.

Under the far left dropdown arrow:

*  Community Site (Aptify A): The Aptify Community Site provides access to dis-
cussions, documentation and e-Learning videos, and facilitates cooperation with
other organizations utilizing Aptify.

*  Messenger Icon: When selected will display a messaging box that enables users
to quickly text each other while online.

*  Logout button: Used to exit Aptify.
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Applications

Applications

The left side of the Aptfiy workspace contains a menu containing all selected Aptify Applica-
tions. When the downward facing arrows are expanded next to each Application, they display
that Applications associated Services.

This tab may be hidden or displayed by default, but can be unpinned to enable more screen
workspace by clicking on the circled icon in the upper right hand side of the section.

it S

/X Home

Spaces

Accounting M

B Campaign Management
Case Management

sax  Committee Management
%7 Composite Engagement Score
™ Customer Management

e-Business

[l

o

Education

Meeting Management

Membership

i |

Order Entry
k% Product Maintenance

Shipping

:

Subscription Management
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24

Favorites

Favorites are links that enables users to open frequently used views or records with a single
click. They are useful for quickly accessing important data. Favorites should be part of a user-
profile and based on the profile's department/function.

The Favorites menu is accessed by clicking the Favorites button (with a star icon), from the
far, upper right hand button menu. Users can mark a view as a favorite using the More
dropdown and selecting Add to Favorites. This option is located on every displayed View.
Once chose for a view or record, that item will under the Home Group, under the Favorites
Star. Clicking on a favorited View from a Group opens that View.

Creating a Favorite Group
1. Click the Favorites button (star).

»  Users will observe several pre-existing Favorites Groups and Favorites.

[y, creaTE GrOUP )

Customer/ Member Searches
Find Person
Find Company
Find Persons - Join
Date/Membership

Contact Log

Orders

Payments

Membership
Meeting/Events

Campaigns

2. Click the Create Group button.

3. Inthe Group Name field, enter My Favorites. A Description, Icon and Rank can be

entered, but for now, leave these fields blank.

4. Click Save.

5. The group name appears in the Favorites column.
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Favorites

New Favorites Groups Record 8

More »

General =

Mame My Favorites

Description

leon

Rank 9999353

Adding a Favorite

L.

In the Quick Search, enter Find Payments - Click Find Payments view that displays.

o}
View Type
Entity

All Owner

Q All~ Find Payments

My Views - 5 records shown out of 6 matches

m Find Payments

18268

List View
Payments
BaselineAdmin

More v

Record History

Export to Excel

Reports

Add To List

Add View To Favorites,
Auto-Resize Columns

Messaging

Entity Bulk Operations Wizard

Add Persons To Committee Wizard

Add Persons To Campaign

Click the Favorites button.

Click the Favorites group, Home, to see the Find Payments view.

Click the view to open it.

Aptify End User Training Manual

From the view, click the More button. From drop-down, click Add View to Favorites.
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Moving a Favorite
Items default to the Home Group, but can be moved to another Favorites Group.

1. Click the right side of Find Payments. When the Move button appears, click it.

Accounting
Sales Force
Home
Find Paymen

2. On the Select Group screen, enter My Favorites, click Select.

3. Refresh the Browser window - this is necessary to cache the new Favorite.

4. Click My Favorites to see the Find Payments view.

Displaying/Not Displaying the Applications Menu

Favorites makes it easy to quickly find a particular record or view no matter where a user is in
the system, as the Applications Menu bar will remain visible unless hidden using the Display
button. When clicked to hide, it frees up screen space to display dashboards and other data.

5. On the right side of the Applications menu, click the display button (once, not double-
click). The panel slides to the left.

tify =
/X Home

Spaces

B Accounting

B Campaign Management
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Settings Button

Settings Button

The Settings (gear) button displays menu enabling users to control various Aptify functions.

1. Click the Customer Management application.

2. Click the Settings button from the upper right corner of Aptify display.

3. The following menu displays:

Server: .

Build Version: 5.5.5.283
ii% Configure Applications
Configure Case Management

Server: Indicates the server the user
logged into.

X Close All Tabs

. . . % Close All But Active Tab
Build Version: Indicates the current ver-

Sion number Of Aptlfy /1 Open Tab In New Window

Configure Applications: Adds/removes | [ ciear rending chances
Applications from the Menu Bar.

o Clear Exceptions

Configure Customer Management:
Opens the Application the user has cur- | © Reset#pplcaton
rently accessed (Customer Manage-

ment). This option only appears when an Application is selected in the Menu bar.

Close All Tabs: Closes all open tabs.

Close All But Active Tab: Closes every tab except selected one.

Open Tab in New Window: Opens the current tab in a new browser window;
useful for comparing data side-by-side.

Clear Pending Changes: Undoes pending changes that have not yet been saved.
Clear Exceptions: Removes all items from the Exception Viewer.

Reset Application: Closes all tabs, refreshes Aptify, & returns to Home
Logout: Exits Aptify.

4. Click the dropdown arrow to the right: an auxilliary menu displays:

Baseline !

_/A’- Connect to Aptify Community

o Messenger

| Logout

Connects to Aptify Community: User can access Aptify’s online Community
Messenger: Enables user to communicate directly to any other Aptify user.

Logout
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Managing Settings

Managing Applications

Users can add and remove which applications display in the Applications menu to simplify
the list. Removing an application from the list does not delete any data, just the availability
from the display screen. (After “go-live” time frame, most users will not need to employ this
feature as their account should already contain all necessary items). Users can return to the
Home dashboard at any time by clicking the Home item at the top of the menu.

1. From the Settings button, click Configure Applications. Scroll to see the list.

* Applications are added/removed by selecting/de-selecting the Application name
from the menu.

*  Those that appear in gray are currently displayed on the user’s screen and those
in white are available, but not currently visible.

2. Click the Chapter Management Application to select. It now appears as gray.

3. Click to de-select Product Management and Shipping.

I Aptify Applications I
SELECT ALL [l UNSELECT ALL CANCEL

< Accounting (28)

Description: Accounting Application

O y Advertising (56)
Name: Advertising Management
Description: This application contains the entities associated with Aptify Advertising.

O e Authorizations (78)

Awards (59)
Mame: Award Management
Description: Aptify Award Management Application.

Campaign Management (29)

Description: Campaign Management

4. Click OK.

* Note the change in Applications displayed in the left side screen Applications
column.
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Managing Services

Services can be added or removed from displaying within Applications to save space and
provide ease in locating them. The process is similar to managing application display.

In this exercise, add the Functions service to the Customer Management application.
5. From the Menu bar, click Customer Management to make it the active application.
6. Click the Settings button. The Application now displays in the settings column.

7. Select Configure Customer Management.

Server: .

Build Version: 25428

=i Configure Applications

M Configure Customer

Management

o Close All Tabs

8. From Application menu, click the Education Levels service to add.

9. Click OK.
Lopaionsenes |

o Account Manager Functions (1016)
Description: Tracks the different functions an account manager can have in servicing a customer or member. Used in
‘the PersonA agers and CompanyAs agers entities.

Companies (897)

Description: All Companies - Members, Prospects, Govemment Institutions, Press Organizations, and Competitors

Contact Log (1103)
Description: Contact Log is used to track phone calls, faxes, emails, in-person meetings, and any other contact with
people

O % Education Fields (1075)
1L Description: Used to track standardized fields of study such as "Business”, "Law”, "Engineering” etc to structure the data
s0 it can be searched consistently regardless of the institution that issued the degree having varying names for the
field.

Education Levels (1067)

10. Education Levels service appears listed under Customer Management Application.

Aptify End User Training Manual
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Quick & Global Search

Quick Search

Aptify enables users to find records, views, wizards, attachments, etc. by using the Quick
Search feature. Quick Search is an effective tool for immediately locating records as it:

* Always remains visible at the top of the Aptify interface
» Initially returns the first 5 records of any type of record
* Can be targeted for specific types of records
e Provides the user with a total number of available records
* Is linked to the Global Search by use of the More button
Use the Quick Search feature to locate Aiesha Baldwin’s Persons record.
1. Click in the Quick Search box at the top of the screen.
2. Type Baldwin.
* Do NOT select Enter or Tab

I Q, aIv Baldwin |

3. Results appear in Card format:

=~ Persons - 5 records shown out of 40 matches m
Aiesha Baldwin (1)
Marketing Senior Director
Danube Partners
b Aiesha Baldwini@:-demodata.aptify.com

Alexandra Baldwin (2478)
Mo Phote Information Technology Associate
Available Rattlesnake Canyocn Grocery

Baldwin_Alexandra@demodata aptify.com

Athena Baldwin (1161)
No Photo Information Technology Senior VP
Available Centro comercial Moctezuma

Athena. Baldwin@demodata.aptify.com

Brooke Baldwin (558)
No Photo Executive VP, Sales
Availak Baugur Group

Carlos Baldwin (29)
L Senior Director, Sales
Hanari Carnes

Carlos Baldwini@demcdata.aptify.com
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Quick Search

Narrowing Search Results

Search Results can be narrowed by using the drop-down list to the left.

1.
2.
3.

Click the arrow next to the search bar to open a drop-down list.

Select Companies to search only within the Companies service.

Click in the search box and enter American.

* A list of matching Companies records appears.

X

- Baseline

st Name: | cFirst Last

Py

m C 4
DATE ST... CONTA

O\ Companies Americad

[ Companies - 3 records

Mo Photo

Aovailable

Mo Photo

Aovailable

Mo Photo

Aovailable

American International Group, Inc. (195)
Company Type: Aerospace and Defense
Member Type: Non-Member

Anglo American plc (310)
Company Type: Construction
Member Type: Corporate Member

The American Red Cross (253)
Company Type: Not For Profit
Member Type: Corporate Member

To search and select a particular view:
Click on the All dropdown on left of Quick Search box.

1.
2.
3.
4.

Scroll to click Views.

Enter 25 Random People.

From results click the view name to run the view.

Search using “Contains”

Including a percentage sign,”%”, before your search text queries for results using the

“contains” parameter.

Users should limit their use of the contains operator since doing so can increase the time it
takes to return search results.

Aptify End User Training Manual
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Global Search

More comprehensive searches can be conducted using the Global Search option.

Global Search enable users to:

e Return ALL results for search criteria, not just the first five of Quick Search

»  Filter the Search results by recognized Categories

*  Page through results
1. In the Search field, enter Sampco.

2. Ignore the Quick Search results.

3. Click on the Magnifying Glass button to the left of the Search box.

I: ; Al sampco |

4. Note the various Categories which are included in the returned information.

sampco

. Employees -

23 records

#| 57 Organizations

Lewis Oppenheimer (21)
Director, Sampco Education
Sampeo University

lewis.openheimer@education. SaMPCo.com

6 records
#| g FProducts
29 records
-—
| *% Meetings = Sampco 2014 Annual Conference
7 records D 41
MeetinglD 41
Group By Catego
P 9o PreductlD 9925
Product Sampco 2014 Annual
Conference
Start Date  12/01/2074
End Date 12/05/2014
Description Sampco 2010 Annual
Conference

Search History:

Users can also access their Search History and re-run those queries.

* Click the Magnifying Glass with the Clock button, located to the right of the search box.

The search history will display the previously selected search results in a new tab.

sampco
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Most Recently Used Records and Views

Located to the right of the Favorites column, the Home dashboard includes a Most Recently
Used records component, which by default, displays all the most recently opened records or
views. Administrators can modify each department Dashboard's most recently used
component to only display certain types of records. In addition, administrators can specify the
number of records shown before newly opened items replace the oldest items listed.

Note that the icon shown to the left of an item can be used to identify whether the item is a
view or a record from a particular service.

All L

Find Person
aram Baldwin, Aiesha/Danube Partners
Persons - With Committees [BASE VIEW)
Committees & Persons (BASE VIEW)
wram Usar, End/Danube Partners
E Danube Fartners
wram Wade, Alexandra/sU. Hardwick Physics AB
E Gemstone Solutions Group
wam Taylor, Hannah/Gemstone Solutions Group

wam Lambert, Baka/Ottoman

Clicking an entry in the Most Recently Used records opens the item, and is a quick and useful
way of accessing data.

1. Click the drop-down arrow to the right of All.
2. Note the icon for the type of items in the list.
3. Click to select Views.

Aptify End User Training Manual 2.13



Tabs

Aptify Basics

Tabs

2.14

Whenever a user opens a record, view, or dashboard, it displays under its own tab.

If multiple items are opened, each new item’s tab will appear next to the previous tab, similar
to the way multiple websites appear when using tabs in a web browser.

The currently selecte tab displays with a red underline.

e Home - Baseline X e Baldwin, Aiesha/Danube Pa... (ID: 1) X
CONTACT INFORMATION MEMBERSHIP STATUS
Danube Partners Individual Membership: Member
Aiesha Baldwin Company Membership: Corporate Member

Danube Partners

910 Southwest Union Avenue

Palo Alto, CA 94301

United States
Aiesha.Baldwin{idemodata. aptify.com

(650) 750-9187

Dues Information

Aiesha Baldwin NOTES/LATEST UEDATES
Marketing Senior Director XYZ Mesting.

Danube Partners

Users can close a tab by clicking the “x” located in a tab’s upper-right corner and open
another by clicking on the name. Users can switch to an extisting tab by clicking in a separate
browser window to more easily compare data.

1. Click the X to close the Home-Baseline tab.
2. Click the Settings button to display the drop-down menu.
3. Observe the Tab options:

*  Close All Tabs

* Close All But Active Tab

* Open Tab in New Window
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Summary

* Applications and Favorites can be configured by the user.
* The Menu bar and Settings button are used to navigate Aptify and change settings.

e Quick Search is the most effective method for locating records, views, attachments, etc
in Aptify.
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Objective

Records represent a basic block of information in Aptify.
In this chapter, users will learn how to:

¢ Read, edit, and save a record

* Create Persons and Companies records

* View Record History

¢ Add a record to Favorites
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Record Management

Records

3.2

Overview

In Aptify, a record refers to a specific set of information, while a record’s form is the display
of that data and accompanying buttons for the user interface, such as Save and Delete. All
record forms follow a common format and employ similar features.

Record Areas

Once records are saved - usually with a Name, Address, or other minimally required fields -
they are stamped with a unique SQL Row ID and all of the Record Areas: tabs, fields, and
functions become available. All records contain the following features:

Record Name and ID: Each record in a service has a name and a unique ID within that
service. Records in other services may use the same number. When saved, a record is
given the next sequential ID number which displays in the new tab.

Button Bar: Every top-level record contains a row of buttons above its information that
is used for saving the record and accessing other common functions.

Fields: Includes any area where the user can input information. Fields are covered in
greater detail later in this chapter.

Sections: Records may display multiple areas that organize a record’s information into
categories. Sections typically contain additional fields or views of related records. They
are accessed through a section heading bar that displays the name of the currently visi-
ble section.

More Dropdown

Each record contains a More drop-down menu. The More drop-down menu allows the user to
access the following features and functions:

Changes - Displays the changes made since the record was last saved.

Print Record - Opens the Report Wizard which allows the user to generate and export
reports that contain the record's data.

Add To List - Adds the record to a designated List, which is a static collection of re-
cords from a particular service

Record Cloning - Clones the record with an temporary designation of (ID:-1). Enables
users to quickly create an identical copy of the record initally opened. Useful for simi-
lair Contact Logs, Cases, Classes, etc.

Open in New Window - Opens the record in a new browser tab, which in Chrome, can
be dragged into a separate window. This can be useful for comparing the record side-
by-side with another record.

Add To Favorites - Adds the record to the Favorites area for ease of access. This be-
comes a Remove From Favorites on a record that has been previously Added.

Load from Template - Enables users to add records with predetermined information
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Data Control Bar
Displays across top of all records. The Data Control Bar contains the following functions::

Save: Saves the record and keeps the record open.
Save and Close: Saves and closes the record.
Save and New: Saves the record and opens a new record in its place.

Delete: Deletes the record. This option only appears when the user has been given the
appropriate permission. If a record has dependencies (records that link back to the cur-
rent record) the delete function will notify the user that the record cannot be deleted.

View Record History: If enabled for the service, displays a log of the changes made to
the record.

Refresh Record: Undoes changes done to the record since initially opened.

Record Field Types

Users enter data into record fields, which are typically empty rectangular areas that can accept
text, dates, numbers, or pre-determined list options. Fields can also display as check-boxes.

Some fields may be required to be completed before a record can be saved. Fields may also
contain "validation" where the data entered must meet certain criteria.

The following are some of the most common types of fields:

Text Field: Accepts standard letters and numbers. Some text fields may allow users to
include multiple lines or HTML formatting. Text fields can also contain email addresses
or websites.

Numeric Field: Accepts integers or if specified, decimal values.

Date Field: Stores either a date, or a date with time. These fields have an adjacent Cal-
endar button that enables users to select a date from a calendar display, rather than typ-
ing in the value.

Drop-down List: Stores a selection of values for a user to choose from a list. These
fields sometimes allow a user to type in their own value.

Check box: Can be clicked to select or un-select to indicate a choice.

Link Box: Connects the currently opened record to another service’s record. For exam-
ple, a Persons record often links to the Companies record they work for.

*  Clicking a linked field with a value opens the corresponding record.

*  Clicking a linked field with a blank value creates a new record and, if saved,
enters the new record into the linked field.

»  Users can search for an existing related record and populate the field with it.
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Creating a New Record

A new record can be created from several locations:
*  From a Dashboard Button
*  From a Service
*  From an Existing Record

The New button will be indicated by the following text (Persons example) and is located on
the right hand side of every Service:

NEW PERSONS

Persons and Companies

Persons and Companies are the two most commonly used record types. They represent the
individuals or businesses with which an organization has a relationship.

Persons: Represent any individual for whom your organization needs to store and track infor-
mation. Most persons records might be members and store membership information, but can
also represent vendors, points of contact, government officials, etc.

Companies: Most commonly represent members’ and customers’ business contact infor-
mation, but can also include vendors, suppliers, contractors, or other businesses.

* A Persons record can be linked to Companies record to show association with the
company. A Persons record can also exist independently of a company.

* Both the Persons service and the Companies service can be accessed from vari-
ous applications, most commonly via Customer Management application.
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Record Landing Page

When a previously created Persons or Companies record is opened, it displays a landing page.
Landing pages are currently available for both Persons and Companies records. Landing
pages provide a variety of information in non-editable, summary form. They also enable
quick access to commonly used functions under an Actions menu on the left side.

The landing page provides an optional Photo location along with Contact Information,
Membship Status, and Key Demographics information across the top. Each of these areas
contains underlined, linked fields which provide further information when the mouse cursor
is hovered over the link. Users can also click the link to open the specified record.

The middle section contains Notes/Latest Updates. This displays the latest changes to the
record.

The third section contains an interactive Membership Timeline where users can filter by All,
Orders, Contact Logs, Subscriptions, or Membership records related to the record. Users can
search records over Last 3 or 6 Months, Last 1 or 5 Years, or enter a desired Date Range.

Underneath the Photo section is a CES (Customer Engagement Score) indicator. CES will be
explained later in the course but it represents an aggregate “score” of the member’s activity.

Below that is an Actions section containing buttons that enable users to Send Message (via
email), Create Order, Add Contact Log, Add New Membership, and to View Full Record.

CONTACT INFORMATION MEMBERSHIP STATUS KEY DEMOGRAPHICS
Danube Partners Individual Membership: Member Voting District: CA
Aiesha Baldwin Company Membership: Corporate Member Certification Expiration
Danube Partners - .
910 Southwest Union Avenue Dues Information
Palo Alto, CA 94301
United States
Aiesha.Baldwin{@demodata. aptify.com
(650) 750-9187
Aiesha Baldwin OTES/LATEST URDATES
Marketing Senior Director XYZ Meeting
Danube Partners
40 60 MEMBERSHIP TIMELINE
20 / \ =0 All Activities | from | Last 3 Months v
0 \ 100 W Orders Total $475.00 Status: Shipped W Orders Total ($100.00) Status : Shipped
01/14/2016 01/14/2016
CES Score: 30 i i
1D: 10135 XYZ Meeting 1010139 XYZ Meeting
ACTIONS
Ert=mm W Orders Total $250.00 Status: Shipped || ¥ Orders Total $250.00 Status : Shipped
= =
SISO 7 Membership D e vz Membersip D
- A Membership Dues - Membership Dues
‘Add Comtact Log 7.00 AM ID: 10129
ID: 10131
Add New Membership
- .
View Full Record W Orders Total $80.00 Status: Taken e Memberships xyz Membership Dues Status : Active
01/13/2016 vz Pro I RETT
ID: 10132 roduet 1D:1921
1 1-170f17items
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Create a Companies Record

3.6

In this exercise, users will create a Companies record which will be used throughout the
remaining exercises in this manual.

1. Click the Home dashboard tab.
2. Click the New Companies button.

MEW COMPAMNY

* A new Companies record opens in another tab.
3. Inthe Name field, enter a fictitious company name.
* Required fields are indicated by the red border.
4. From the Company Type drop-down list, select Not For Profit.

5. Under the Contact heading, enter fictitious Address Information including the street,
city, state and zip code.

6. Under the Main Phone drop-down list, enter a fictitious Phone Number.

B B B c More ~
MName XYZ Corporation
Parent 0\ :
Company Type | Other For Profit il
Account Manager 0\ :
Contact
Street Address W

Line 1| 1500 Demo Drive
Line2
Line 3
City, State ZIP | Salt Lake City uT | 90152
County
Country | United States v Bad Address
Pref. Bill Addr. | Street Address v
Pref. Ship Addr. | Street Address b

Main Phene v
1| |215) | 2521111 b

Main Emi... s

WebSite

=B80.

Billing Contact Q,

7. Click Save.
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8. Click the Contact heading to open the record’s Section menu as shown below:

Contact
[:5] Contact = Membership ,_‘3:,, Committees
/X Details <= Persons , Analysis
Organization *:- Company Browser Contact Count By Year/Category
Account Managers ¢. Contact Log Sales By Year/Quarter
Relationships Incomplete Fersons By State
Tax Exempt Complete Persons By Country
Product Codes
w Orders ~ | Comments
Lists o
Orders General
Divisions/Subsidiaries
Cuotations Cther
Topic Codes
P All Linked Orders @ Aftachments
Saved Payment Methods
& Subscriptions

9. Under the Details heading, select the Organization menu item.
* A new section appears and the Contact section is hidden.
10. From the Credit Status drop-down list, select Approved.

* This enables any Person linked to the company to use Purchase Order Payment
Method when placing an order.

11. In the Credit Limit field, enter 2000.

e This sets the maximum amount that can be purchased on credit.

Details = Organization
Credit Status | Approved w

Credit Limit | $2,000.00

12. Click Save.
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Create a Persons Record

In this exercise, create a Persons record from the Companies record so that it will be linked to

the company.

1. From your Companies record, click the Details > Organization heading.

2. Select Persons.

3. Under the Persons heading, click the New record button:

Persons -

Persons at XYZ Corporation

L

al More «

4. A new Persons record appears under a new tab.

e Observe the Company field and address information are already completed;
Aptify populates a Person’s business address using their company’s information.

»  Users can also create a new Persons record directly from the Persons service.

In the First Name and Last Name fields, enter a Name.

Click Business Address to show the other available address fields.

5
6. In the Title ficld, enter a Job Title.
7
8

Select Home Address.

Contact =

Account Manager

Lime 1

Line 2

City, State ZIP

Business Address
+" Business Address

Billing Address

PO Box Address

N

9. Enter a Fictitious Home Address.

10. Click the square Address Options button next to the Address Selector drop-down list.

3.8
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11. From the drop-down list, select Add New Address.

8 verity Address

I_: Preview Address Label

E View Address On Map

Setup Default Addresses And Date Ranges

[E 4dd New Address

12. In the Aptify Address dialog that appears, enter Vacation.

Aptify Address @

Enter the new name for the address
Vacaticn
m CANCEL
13. Click OK.

* A blank Contact area of your Persons record displays.
14. In the address fields, enter a fictitious Vacation address.
15. Click Save.
16. Click the Address Selector drop-down list.

*  Once the record is saved, a check mark appears next to any addresses that have
information entered.

17. Click the square Address Options button.

Vacation v
« Business Addreszs

" Billing Address

Home Address
FO Box Address

" Vacation

18. Select Setup Default Addresses and Date Ranges.
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19. For the Vacation Address, enter the following settings:
*  Address Type: Vacation
*  Setting: Date Range

e Start Date: 06/1/20xx (where xx is the current year)

* End Date: 08/31/20xx (where xx is the current year)

Address Defaults Settings

ADDRESS ADDRESS TYPE SETTING START DATE END DATE
Business Address Name v Never A\

Billing Address Name v Never v

Home Address Name v Never A\

PO Box Address Name v Never v

m CANCEL

20. Click OK.
21. Click Save.
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Address Options

Address Options Button

The Contact section of a Companies or Persons record stores all the addresses for a company
or person. These addresses are available when selecting a Ship To or Bill To address from an
order. Clicking the Address Options button accesses additional address-related features:

[ erify Address

I ! Preview Address Label

E_ View Address On Map

[P . . N -

[z] Setup Default Addresses And Date Ranges
[E 2dd MNew Address

m Rename Current Address

?ﬁ- Delete Current Address

*  Verify Address: If an integrated third-party address verification system, such as
Melissa Data, is installed, Aptify will check the accuracy of the address entered.

*  Preview Address Label: Shows how the address will look when printed.
*  View Address On Map: Displays address in separate tab using Google Maps.

e Setup Default Addresses And Date Ranges: Opens a menu where users can
specify when an address should be used automatically.

¢ Add New Address: Creates a new address location.

* Rename Current Address: If a user-created address is selected, this option
appears and allows the user to rename the address.

¢ Delete Current Address: If a user-created address is selected, and the user has
delete permissions, this option appears and allows the user to delete the address.

Bad Addresses

An address can be labeled as inaccurate using the Bad Address check box.

Users can create views of records with bad addresses and contact the company or person to
obtain the correct address.

City, State ZIP ¢

County

Country  United States o Bad 4ddress
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Assigning Credit Available
For a Persons or Companies record to utilize a Purchase Order payment to order a product
they must have credit designated on their Person or Companies record.

1. From the persons record, click the Contact heading and then select General under the
Details heading.

* A new section appears and the Contact section is hidden.
2. From the Credit Status drop-down list, select Approved.
3. In the Credit Limit field, enter $1,000.00.
» This sets the maximum amount that can be purchased on credit for orders.

4. Click Save.

Details » General -

Mickname
Department
Supervisor

Assistant Name

Referred By O\
Referral Type N Credit Status | Approved b
GL Order Level | Regular W Credit Limit | §1,000.00
GL Payment Level Regular £ Credit Currency | US Dollar 0., m
Pref. Communication | Phone L AP Vendor
Preferred Currency | US Dollar 0\ m
Old 1D
Old Company 1D
Ranking 4 . 2
o 3 10
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Review Record History

Record History allows a user to see a record’s former values, the changes that have been
made, when they were made, and the user who made the changes. In this exercise, use the
Record History feature to view previous versions of a record.

1.
2.

9.

o Nk

Open your Persons record, if not already opened.

From the Contact section, at the bottom of the record, change the Phone drop-down list
to Cell Phone.

In the Cell Phone field, enter 1 555 555-5555

Cell Phone bt

1 555 | 555-5555 x

Click Save.
Using the Phone drop-down list, enter a Fax number of 123- 123-4567.
Click Save.

From the Data Button bar at the top of the record, click the Record History button.

Observe the record history window that displays displays, which shows when the record
was changed, who made the change, and the details of the change..

History of Persons Record ID: 1 [Baldwin, Aiesha/Danube Partners]

DATE UPDATED 'WHO UPDATED CHANGES
12/08/2016 01:17:21 PM BaselineAdmin Pref. Bill Addr. changed from Business Address to Billing Address
12/08/2016 01:16:59 PM BaselineAdmin Home Address Record created US Congress changed from (Blank) to 05
11/21/2016 06:50:56 PM BaselineAdmin Pref. Mail Addr. changed from Billing Address to Business Address
11/21/2016 06:50:26 PM BaselineAdmin Pref. Mail Addr. changed from Business Address to Billing Address

Relationships Record ID:1
e e e - . First Name changed from Captain to Alexandra

1-16 of 16 items c

Users with Admin rights in the system can also click on a prvious Updated row, and click
the Restore button to revert a record it’s previous saved data.

10. Click X to close the record history window.
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Record Management

Add a Record to Favorites

Favorites enables a user to quickly access any record in Aptify. In this exercise, add a Persons
record to Favorites, close the record, and re-open it using the Favorites menu.

1.

Open your Aiesha Baldwin’s record, if not already opened.

2. From the Data Control bar, click the More button.

3. From the drop-down list, select Add To Favorites.

B B B © C 4

Narme » | Alesha
Title | Marketing Senior Director
Company | Danube Partners

Member Type: Member
Company Member Type: Corporate Member
CES Score: 30

Contact+

More -
Changes

Print Record

Add To List
Record Cloning

Open in New Window

< Add To Favorites >

4. Close the record.
5. From the Menu bar, select Favorites.

6. Click the Home group from under Favorites.

CREATE GROUP

Membership
Meeting/Events
Campaigns

Committee Management
Products

Education

Case Management

Expo Management
Accounting

Sales Force

Home

& Baldwin, Aiesha/Danube

7. Click your Persons record to open it.

selecting Remove From Favorites.

3.14

The Aiesha Baldwin’s record is automatically added to the Home group.

Users can remove a record from Favorites by clicking the More button and
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Cloning Records

The Clone Records feature makes an exact copy of an existing record’s top-level data. This is
useful when users need to create multiple records that share many of the same values, except
for a few minor changes, thus reducing data input time and preventing errors. Subtypes linked
to the record will be cloned but linked records will not.

Follow the steps below to clone a record:
1. Enter Service Request in the Quick Search field.
2. Double-click on the first returned record: Service Request Finance.

3. Click the More button at the top of the record, then select Record Cloning.

More «
Changes
Print Record

Add To List

I Record Cloning

Dpen in New Window
Remove From Favorites

Load from Template

4. The new record (clone of the original) opens.

Note: The original record is replaced with the cloned version of the record, indicated by
the "(ID: -1) in the record's tab. The record is assigned its actual ID once it is saved.

5. Save and close the record.

. Service Request Finance (ID:-1) X

B & E; -|T|- O C Fey More =

Title Service Request Finance

Parent

Status | Assigned v Priarity | High
Categery | Finance v Type | Service Request
Company | PJNE Electronics Co. Lid. 0\ ]

Contact | Hill, Rabea/PJNE Electronics Co., Lid. Q\ ]

Summary  Summary of case Service Request Finance
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Wizards

Creating new records can be accelerated and simplified by using Wizards. Wizards can be
accessed via Dashboard buttons for each access. Base Aptify includes many wizards for
common tasks, such as creating new orders or memberships, and Developers can create
additional wizards as desired..

Wizard Benefits:
*  Speed
* Ease of use
* Data integrity
1. From the Home dashboard, click the New Order Wizard button.

| NEW ORDER WIZARD MNEW PAYMENT NEW COMPANY M NEW MEMBERSHIP CONTACT LOG WIZARD

2. Observe:
*  Steps to enter information are designated across top of the window.

* Next and Back buttons are located on the bottom of the window.

New Order Wizard @

Order Date  01/19/2016 v Order Party : N/A
Order Type Regular (v Order Source| Walk-In v
Ship To Q, Bill To
Ship To Company Q, Bill To Company
Billing Same as Shipping Customer Type: Not Available
Currency Type US Dollar ~
Order Addresses
&.‘J e Ship To Address £ L
Line1
Line 2
Line 3
City, State ZIP W
County
Country | United States v Bad Address
Ship To Phone v
1 X
o CANCEL BACK NEXT

3. Click Cancel - users will complete this wizard in the Orders chapter.

3.16 Aptify End User Training Manual



Record Management Handling Duplication in Aptify

Handling Duplication in Aptify

The Conflict Warning

Within Aptify, two users may work with the same record simultaneously. However, it is
possible that the changes made by the users to the record may conflict with each other.
Therefore the Conflict message below will launch automatically whenever one user attempts
to save a record that has been modified by another user since the form was opened.

Aptify Persons

The record has been changed by another process since it was loaded and
may not be changed without first reloading.

Users can then consult the Record History of the record to see what the other user has
changed.

History of Persons Record ID: 1 [Baldwin, Aiesha/Danube Partners]

DATE UPDATED WHO UPDATED | CHANGES

03/22/2017 01:27:16 PM  BaselineAdmin ﬁ';:“::;::':ﬂ:;?ﬂg‘i’;;;‘:" (@ Home Address Fhane I
12/08/2016 01-17:21 PM  BaselineAdmin Pref. Bill Addr. changed from Business Address to Billing Address

12/08/2016 01-16:59 PM  BaselineAdmin Home Address Record created US Congress changed from (Blank) to 05

11/21/2016 06:50:56 PM  BaselineAdmin Pref. Mall Addr. changed from Billing Address to Business Address

11/21/2016 06:50:26 PM  BaselineAdmin Pref. Mall Addr. changed from Business Address to Billing Address

J 1-17of 17items C

The User will then have to reload the record and make the changes again to the record.
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3.18

Resolving Duplicate Records

An organization can customize Aptify to check for possible duplicates when users save
new records. This helps avoid a situation where the same person has multiple records
within the system.

By default, Aptify provides a duplicate checking component for the Persons service. This is
provided for demonstration purposes so an organization’s developers can create their own

duplicate-checking components as necessary.

When a message is received about a possible duplicate, choose one of the following options:

Aptify Persons Duplicate Record Warning

A potential match was found. (Record 1D: 30)

Click Cancel Save te not save the record and not view the potential matches.
Click Save Record to save the record and not view the potential matches.
Click the View Duplicates button to view the records that match this form.

SAVE RECORD CANCEL SAVE VIEW DUPLICATES

Save Record: Click to save the new record without seeing the potential match.

Cancel Save: Click to return to the record without saving.

View Duplicates: Click to view the record or records that may be duplicates of the record a
user is attempting to save. If only one potential duplicate exists, the matching record will

open. If more than one duplicate exists, Aptify will display a view that lists the matching
records. If duplicate records exist, a user can merge them into single record - see next page.
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Merging Records

If duplicate records are detected already in the database, an administrator level user can
merge the records. Merging has the followin characteristics:

* A user can specify which record and fields should survive the merging process

* Any dependent records are automatically linked to the surviving record in chron-
ological order

* A user may not have the ability to merge records, since this is often configured by
a system administrator

* Can vary from service to service and from user to user

Follow these steps to merge records:

1. Create a view that contains all of the records that a user wants to merge.

2. Select the records to merge by clicking the checkboxes to the left of the desired records.

|:\ 308 43 Christina 3NN Aaronson ABB Ltd.
|:\ 35 1 David 69-36-80-80 Aarcnson Accor

Edward Aaronson

Lander Corp

Edward 750-9187 Aaronson Danube Partners

3. Click on the Views More dropdown and select Merge Records.

4. By default, the Merge Tool only shows the fields that have different values across the
records selected. To show all of the fields in the record, click the Show All Fields button.

Aptify Merging Tool

E (=

FIELD NAME

Phone Area Code
Phans

Title

Address Line 1
City

Courty

State

Zi

‘ []) Show All Fields

MERGE RESULT

Research Manager

Palo Alto

Santa Clara

MD

21044

RECORD ID#2508 (75)

Rescarch Manager

Columbia

Howard

MD

21044

RECORD ID#2053 (19)
650

7500187

Manager, Sales

910 Southwest Union Avenue

Palo Alte

Santa Clara

CA

94301

I T
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Merging Records Record Management

5. Drag and drop the desired fields from the existing record columns to the Merge Results

column.
B =

FIELD NAME MERGE RESULT RECORD ID#2508 (75) RECORD ID#2053 (19)
Phone Area Code 650
Phone 7509187 7509187
Title Research Manager Research Manager Manager, Sales
Address Line 1 910 Southwest Union Avenue 910 Southwest Union Avenue
City Palo Alto Columbia Palo Alto
County Santa Clara Howard Santa Clara
State MD MD cA
Zip Code 21044 21044 94301

J Show All Fields -

: [ #w meroe | © cance |

6. Click on the Merge button.

7. Click OK on the success message.
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Record Management Summary

Summary

* Record information is organized into sections and fields.

» Persons and Companies are the two most frequently used record types.
e The Quick Search can find any record, view, or wizard.

* Record History shows all changes that have been made to a record.

» Favorites allow users to quickly open a record.

* Records can be created by creating a new one from a service, linked field, dashboard but-
ton, by cloning, or by using a wizard.

» Users can avoid duplication by utilizing the Conflict Message, Duplication pop-up, and
the Merging tool
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Objective

In this chapter, users will learn how to:
* Create and Edit Views
* Sort and Arrange Data in Views

» Understand different types of Views
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Understanding Views Working with Views

* Use Views to Compose Bulk Messages

* Manage Views

Understanding Views

4.2

Views are the single most important function for finding, analyzing, and communicating data
in Aptify. They enable users to locate and display desired groupings of data by creating
filtered lists of records. Views are similar to reports in that they display a subset of data, but
unique because they are interactive and dynamic. Intertactiv in enabling users to open records
and edit/update the data. Dynamic because each time they are run they display the most
updated data.

A view can be created and saved in every service and they represent subsets of the records
contained in a service. When records in an existing View are updated, the view information
reflects the changes.

A user defines filters which narrow the data shown in the view. Once created, views are saved
within each user's profile and can be run again by selecting the view. Any view that is
valuable to a user should be included as a Favorite and possibly as a part of a Dashboard. One
of the fastest ways to access a view is by typing its name into the Quick Search bar and then
selecting the result.

Views should be managed through Shared Folders that are owned and maintained by a
Department/Function Administrator. Users within the department should connect to the
Administrator’s Shared Folder to access those views. By having a single user own and
maintain the views, each user does not have to keep personal copies of the views they use.
Following this best practice reduces duplicate views in the database and makes it easier to
locate and update each view.. Members of the department should meet periodically to update
the folder via the Administrator. Users should NOT be discouraged from creating their own
views but should use the folder structure to contain/share the most frequently used views of
thier department/function.

See Appendix G - User Profiles for more details on Profiles and Shared Folders.

IMPORTANT NOTE: A user may edit - through Properties - ANY View owned by that
user. A user may NOT edit any view they have connected to through a Shared Folder.

To create a basic view:

1. Navigate to the service that contains the records you wish to view.
2. Provide a unique Name and Description for the View.

3. Specify Filters to narrow which records are included in the results.
4

Identify which reocrd Fields to display, and in which order.
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Other options available will be explained in this chapter.
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Major View Types: Working with Views

Major View Types:

List Views
*  Alist of records, formatted using columns and rows tod display results
»  Users can message, create reports, and bulk update the view results

*  Most commonly used type in Aptify

Base Views

*  The most flexible and widely used type of View — enables users to combine
record data from several different services into one location

* Initially created by Administrators to become available List views for end users

Chart Views
*  Group data based on specified criteria and displays as a chart or graph

*  Excellent for inclusion in dashboards, especially at the executive level

Calendar Views
*  Organize records using time data, and displays them on a calendar

* Helpful for date-based functions —Meetings, Committees, Education, etc.

Additional View Types:

Card View
» Displays record details in a summarized business card-like format

e Users can interact with linked details from results
Pivot Grid

*  Option that provides interactive reports to summarize large amounts of data

» Table information expanded/collapsed depending on level of detail desired.
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Working with Views Creating List Views

Creating List Views

Aptify lets users locate specific information within their database by employing filters to
show only records based on specified criteria.

Follow the steps below to create a filtered view that displays only the following records:

1. From the Application menu, click the Customer Management drop-down arrow.

2. Select the Persons service.

fﬁﬁfy =
A Home

Spaces

B Accounting -

B Campaign Management v
Case Management -
2 Committee Management v

%r Composite Engagement Score «

" Customer Management

Companies
Contact Log

Functions

Persons Il

3. On the right side of the screen , click the More Actions button.

4. From the drop-down list, select Create View.

*  The default record type displayed in the view is determined by the currently
selected service, in this case, Persons.

Connect To Shared Folder
Create New Folder

Create View

y

Delete Views
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Creating List Views Working with Views

5. In the Name field, enter Persons in CA; click the Tab button.
6. Add additional information in the Description field.

*  Aptify recommends updating the description once the view has been completed.
This helps ensure that the description is accurate.

7. For View Type, leave the default as List View.

View Properties @

Name | Personsin CA

View Type | List View v
General =

Perscnsin CA

8. Aptify provides default data fields to display in a view, which can be customized.

9. To specify which data fields to filter, display and sort, click the General heading to dis-
play a drop-down menu.

General =

. General

o) Filters
(™| Fields
A | Sorting
' Scheduling
. Advanced
Configuration
Paging
Auto Refrash
S0L
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Working with Views Using View Filters

Using View Filters

Filters are the most commonly configured part of a view. Filters are constructed by creating a
logical rule that uses the following elements to select only specific records:

a) Field
b) Operator
¢) Value

10. From the General drop-down menu, select Filters.

General =

General

J‘T Filtars

™| Fields

A | Sorting

11. Click the green Add (+) button to add a filter.

e A list of the selected service’s fields display

e The Persons service is the default — Base Views can show multiple services
12. Select State from the list by using one of the following methods:

*  Scroll to State and click to select

*  Begin typing the word "State." Aptify narrows the list of possible matches as the
letters are entered. Once state appears, click it to select it.

Filters -

(&=

State
Service Field

.
o= Persons
DETAILS

“% persans  Billing State
Billing State

DETAILS

@~ persans  Home State
Home State

DETAILS
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Using View Filters

Working with Views

13. Once State is selected, the user is taken to the Operator column.

14. Select Exactly Matches from the Operator drop-down list.

15. The next column displaysl. Users can then:

16. At the top-right of the Create View window, click OK to run the view.

Filters «

(8=

aa Persong | | State

Exactly Matches

Contains

Begins With

Ends With

Does Not Comtain
In List

Is Blank

Is Mot Blank

Between

*  Type CA (in capital letters) to automatically scroll to the matching drop-down

value. Users must then select the value from the list.

*  Scroll through list to find CA and click it to select it.

Filters -

(O3

&4 Persons || State

Exactly Matches || C4

MO
M.

OR

M
MT
Tachira
ON

FL

AR

NOTE: Even though the Field designation above reads “State”, it actually using the person’s
Work State, which is the Person’s service default address. A Persons’ home state would be

designated by the filter field, “Home State”.

4.8
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Working with Views Using View Filters

Persons in CA
2B W & More
1D FIRST NAME LAST NAME COMPANY TITLE MEMBER TYPE
Alesha Baldwin Danube Partners Marketing Senior Director Member

3 Athena Scott Akebeno Cryogenics Incorporated Marketing VP Nen-Member

5 Dacey ‘Yukon Polyhedron Power Devices Research Associate Non-Member

6 Emily Robinson VC Osaka Technologies Group, Inc. Research Asscciate VP Non-Member

8 Habika Harris X.E. Awaken Components Limited Research Executive VP Corporate Member
7 Rabea Hill PJNE Electronics Co., Ltd Sales Manager Ingividual Member
19 Sarah Burgess Tester Sales Senior VP Non-Member

20 Tadako Cross EK Techno Business Inc. Sales VP Individual Member

21 Tracey Lewis Toadstool Interface Technology Inc 123 Senior Director, Advertising Student Membar

22 Valerie Rodriquez Ponderosa Physics Senior Director, Censulting Services Individual Member

23 Xis Robinson Joist Packaging Technologies Corp. Senior Director, Customer Support Non-Member

25 Abraham Rodriquez MJG Technology Incorporated Senior Director, Finance Student Member

32 Francois Hale N Porterhouse Filtration Management AB Senior VP, Customer Support Non-Member

17. Observe the View Name.
18. Add Persons in CA to Favorites menu

*  Click the More button; Add View to Favorites)

From the view results display, users can:
*  Sort the results by clicking on a column (field) header
*  Observe the number of records returned in the lower-right corner
* Page through the results in the lower-left corner
*  Double-click on an individual record to open

» Utilize the More button’s functions in top-left
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Display Fields Working with Views

Display Fields

By default, a view displays the fields that are selected under the Fields section in the view's
properties. The fields included by default are determined by the system administrator.

The fields section (are we calling them sections or tabs) also controls the order of the fields
that are displayed. Remember that shared views can only be edited by the view's owner.

1. From the currently open view’s button bar, click the Properties button.

Persons in CA

2. From the View Properties Screen, click the General button, then select Fields.

General -

|=) General

Filters

4, Sorting

Fields Display

The RIGHT column lists the currently selected (displayed) fields.

The LEFT column lists fields that are available, but not shown in the view summary..

View Properties

Mame Personsin CA

View Type | List View o
Fields
Name/Company l ]
Prefix First Name
Middle Name - Last Name
Suffix - Company
The name or ID# of the primary company affiliztion for
- the person.
First and Last
Title
The Person's title within their primary associated
Company company.
The name or ID# of the primary company affiliation for
the person. Member Type
The Person's member type displays in the list.
Company Name re B
The name or ID# of the primary company affiliztion for Member Type
the person.
Department Status Name
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Display Fields

Displaying and Hiding Fields

Users can show or hide a field via the following methods:.

FIRST:

SECOND: Move the field from one column to another:

Select the field:

e Scroll down the list adn click the field to select

* Alternatively, type the name into the texbox and once the field appears, click it to

select it.

*  Select the desired field, then click the left or right arrow button

* Alternatively, click and drag the field from one column to the other (Users can

also click and drag fields to reorder them.)

Note that the double-arrows move all the fields from one column to the other. This is

useful for services with fewer fields.

1. On the right side (Displayed Fields), click the second Member Type (Company Mem-
ber). Click the single left-facing arrow to remove to the Hidden fields column.

2. On the leftt side (Available Fields), click the State field. Drag and drop the field to the
Displayed Fields column.

3. Add City to the Displayed Fields (using either method).

View Properties

View Properties

Mame Personsin CA

View Type| List View

Fields -

Name/Company
Prefix

Middle Name
Suffix

First and Last

Company
The name or ID# of the primary company affiliation
for the person.

Company Name
The name or ID# of the primary company affiliation
for the person.

Department
Pref. Mail Addr.

The preferred mailing address for the person. The
default is Business Address.

el

D

First Mame

Last Mame

Company

The name or ID# of the primary company affiliation
fior the person.

Title

The Person's title within their primary associated
company.

Member Type
The Person’s member type displays in the list
Status Name

State

City

Aptify End User Training Manual
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Reordering Fields

Users can change a field's display location in the view (the order it appears in from left-to-
right) from the Fields section in the view properties. Use the following steps to re-order the
fields in the Persons in CA view.

1. From the view properties' Fields section, click and drag the Member Type field so that it
is above Company. Repeat the process for the Status Name field.This causes the fields to
appear in the view between Last Name and Company.

2. Click OK to see the view field changes.

ID
- First Hame
Last Name
Member Type
- Tha Person’s member type displays in the list.
Compamy

The name or I0# of the primary company affiliztion
for the person.

Title
The Person's title within their primary associated
COmpany.
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Sorting Data in Views

The Sorting function enables users to control the order records appear in a view.

1.

2
3.
4

From the current view (Persons in CA), click the Properties button.
Select the General heading. From the drop-down list, select Sorting.
In the text box below the Sorting arrow, type Last.

Click to select Last Name field to select it.

Sorting =
Last|
Last Pay Date

Last Dues Amount

Repeat the process to sort by both ID and Company.

* The icon to the left of the field indicates whether the sort is in ascending or
descending order.

*  Default sort is ascending order; a user can click the icon to change to descending.
Change the fields added to sort in the following order:

* Last Name — ascending

e ID — descending

¢ Company — ascending

Note: The X at the right end of the field to remove sorting for that field.

1% Last Name
! o
X
1% Company
! The name or ID# of the primary company affiliation for the person. ™

Click OK to save the changes and return to the view results.
Scroll through records displayed to confirm they are sorted.

Note: clicking a column heading within a view only temporarily re-sorts the view. If a
user closes the view and returns to it later, the view will again be sorted using the set-
tings specified in the Sorting section.
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Advanced View Filters

Views can be created using multiple filters and various search operators such as Exactly
Matches, Contains, Begins with, etc. The filtered values can be set, users can be prompted for
input. The following exercises will provide practice using these options.

Create a View with Multiple Filters

1. Open the Persons in CA view.
2. Open the view properties and change the view's name and description to read "San Fran-
cisco Student Members."
3. Click the General heading and navigate to the Filters section.
4. Click the green Add (+) button to add another filter row.
5. Type Member Type in the field text box.
*  Select the Second displayed Member Type - the textual value.
6. From the Operator drop-down list, select Exactly Matches.
7. From the Value column select Student Member.
Note: Filter row order can be changed using drag and drop.

8. Click the green Add (+) button to add another filter row.
9. Type City in the field text box, then click the result to select it.
10. From the Operator column, select Exactly Matches.
11. In the Value field, type San Francisco.
12. Click San Francisco to select it.

Filters =

Oomom

22 Persons || State || Exactly Marches|| ca 5

22 Persons| | Member Type | Exactly Matches | Student Membe 2

2z Persons|| Ci ty | nF )
13. Click OK to return to the view display; note that a new set of results display.

4.14
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Editing Filter Logic (Using And/Or Operators)

By default, all filters are connected via "AND" logical statements. In other words, a record
must meet all of the filter criteria to be included in a view. In the San Fransisco student
members view, for example, the person's work state must exactly match CA AND their city
must match San Francisco AND their member type must be Student Member. If a record does
not meet all three of those requirements, it is not included in the view.

It is important to understand that filter statements are not "building" upon each other. That is,
the view is not including people in California AND a separate set of people who are in San
Francisco and a third set of people who are Student Members. Rather, each person must be in
California and in San Francisco, and a student member.

Users can create views that also use an OR operator. The following will change a view to
display records where the State is CA and the city is San Francisco or Los Angeles.

1. Open the San Francisco Student Members view, click Properties.
2. Navigate to the Filters section.

3. Click the Filter Logic Button, {x}.

Filters -

COEESE
a4 Persons || Stat

! wactly Matches A x
.-1"1.3{

a2 Perzons || Member Type | | Exactly Matches || Student Membe

¥ ¥ t t *
AND {

a2 Persons|| City || Exactly Matches || San Francisco

m
m
-
4T}
[}
-
=1}
[
0
T
m
(4]
C
I
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Editing Filter Logic (Using And/Or Operators)

Working with Views

4. Add another filter for City Exactly Matches Los Angeles.
5. Move the City Exactly Matches Los Angeles filter line UNDER the City Exactly

Matches San Francisco line.

6. Click the third AND operator, then select OR from the menu that displays.

&+ Persons || State || Exactly Matches || CA

2: Personz || City || Exactly Matches || San Francisco

&2 Persons || City || Exactly Matches || Los Angeles

&+ Perzons || Member Type || Exactly Matches || Student Member

7. Click OK to return to the view results.
8. Return to the view’s Properties, Filters.

9. Delete the Fourth Filter Line - City Exactly Matches L

4.16

0s Angeles.
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Additional Filter Options

Not Function
Data can be filtered based on excluding a particular value for a field.
1. Open the San Francisco Student Members view properties.
2. Navigate to the Filters section.
3. Click the word NOT at the left side of the last filter line.
*  The negated filter row becomes highighlighted in red.

*  View will now display student members for all CA cities except San Francisco.

OEO.

42 Persons || State || Exactly Matches || CA
AND {

AND
{| NOT

4. Click OK and observe the results

2 Perzonz || Member Type || Exactly Matches || Student Member

a2 Persons || City | Exactly Matches | San Francisco

5. Return to the view properties’ Filters section.

6. Click the word NOT again to deactivate it.

Is Blank function
The Is Blank function can be used to pull records based on fields that do not contain a value.
1. Open the San Francisco Student Members properties.
2. Navigate to the Filters section.
3. Add another filter rule: Phone Is Blank
*  Use the first field value for Phone (The Description is “Phone ID”)
¢ Once Is Blank is chosen, users cannot fill out a Value
4. Navigate to the Fields section.
5. Add the Phone field (again, use the first selection).
6. Click OK.

*  The view now displays all San Fransisco student members who do not have a
value entered for their phone number.

7. Users should observe a return of records that have a Blank value for phone.

8. Return to the view’s properties and remove the Phone Is Blank filter line.
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Using the In-List Operator

In this exercise, create a new view to show persons who live in any of three designated states.

1.

e A o o

Click the Persons tab to return to the persons service. (Use the Applications menu if the
tab has been closed.)

Click More Actions, then select Create View.

In the Name field, enter States: DC, MD, & VA.
Navigate to the Filters section.

Click the green Add (+) button add another filter row.
From the filter Field name column select (or type), State.
From the Operator column, select In List.

Enter Washington DC, Maryland and Virginia to the Value field using one of the fol-
lowing methods:

e Manually enter the list of states, using the two-letter abbreviation; separate each
with a comma: DC, MD, VA

*  For fields that have pre-defined values, users can click the ellipses button to bring
up a menu with a drop-down list of possible values.

Filters

(8=

a2 Persons || State || In List|| DC, MD, VA

9. Navigate to the Fields section and add the State field.
10. Click OK to display the view.

11. Click the State column header to sort the records alphabetically by state name.

4.18
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Using the Between Operator

Users can use the Between operator to display results that exist between two dates or
numbers. Between operators can also be used when creating “prompted”’views - prompted
views are explained in the upcoming pages.

The Between operator can be extremely helpful in creating views where user wish to search
for records by a date range.

Between Operator Using a Static Value

A Between Operator that uses a static value is useful for scenarios where the user only wants
vto see records that fall within a particular date range and intends to re-use the same date
range repeatedly. For example, a user may wish to see results for a specific week, month,
quarter, or year.

L.

A e A

—
=

I1.
12.
13.
14.

From the Persons service, click More Actions and select Create View.
In the Name field, enter Member Join Date 2010.

Navigate to the Fields section.

Add the Join Date field to the Selected Fields column.

Navigate to the Filters section.

Click the Add button.

In the filters Field column, enter Join Date (first field available).

In the Operator column, scroll down to select Between.

In the first date field, enter 1/1/2010.

. In the second date field, enter 12/31/2010.

Filters -

(B ]=
a4 Persons || Join Date || Between || 01/01/2010 “ [AND 12/31/2010 v mn

X

Click OK which confirms the values entered in the filter row.

Click OK to run the view.

Click on the More button - select Auto-Resize Columns.

Observe the results of the View showing members who joined during the date range.

*  The Value field now appears as two date fields separated by AND.
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4.20

Between Operator using a Prompted Value

Between operators can be used in conjunction with prompted views to allow users to easily
search for records using a date range. For example, users may wish to look up orders that
were placed during a certain time frame, or identify registrations for a certain month.

Follow these steps to create a Prompted View:

L.

el R o o B

From the Persons service, click More Actions and select Create View.
In the Name field, enter Member Join Date Prompt.

Navigate to the Filters section.

Click the Add button.

In the filters Field column, select Join Date.

In the Operator column, scroll down to select Between.

Leave the Value field blank, then click the Prompt Wizard button.

The Between Operator is already checked., click Next.

Filters =
= |
22 Perzons || Join Date || Between s |AND > mﬂ x

Prompt Wizard @

—Step 1:Select Prompt Control Type

Textbox-User manually enters a value

Drop Down - User selects a value from a drop down list

List Box — User selects a value from a standard list box
® Between - User manually emters from and to valuas

Drop Down (SOL Query) — User selects a value from a drop down list

coc SR o
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9. Enter date ranges for 2010 in the From: and To: fields.

* Entering a default date range makes it easier to quickly modify the search range.

Prompt Wizard 8

Step 2:Default Value and Caption

The following values will be options for the user:
From: (01/01/2010 To: |12-’3h.-’ZD1D

Enter a prompt caption (this will appear on the prompt dialog):
—Fromr—Join Date Between e AND

CANCEL m FINISH

10. Click Finish to close the Prompt Wizard.

11. Click OK to run the prompt view.

12. Click Go to search for records using the default dates that have already been entered.
13. Change the dates in the prompt to the following:

14. Enter 01/01/2010 in the first Join Date field

15. Enter 03/31/2010 in the first Join Date field

Member Join Date Prompt

Join Date Between | 4,1,2010 S AND | 1273172010 W m

L 2B W C & M

I FIRST NAME LAST NAME JOIN DATE

14 Paige Byrd 03/12/2010 09:28:33 PM
20  Tadako Cross 03/20/2070 09:28:09 PM
21 Tracey Lewis 02/26/2010 09:28:33 PM

16. Click the GO button to execute the view, then observe the results.
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Creating Prompted Views

4.22

Interactive views can be created which prompt users to choose a filter value each time the
view is selected. Users will construct a basic, single prompt view in the following exercise
and progress to a more complex multi-prompted view in the next exericse

Creating A Prompted View: Text Box

1. From the Persons service, click More Actions and select Create View.

In the Name field, enter Find Company Prompt.

Navigate to the Filters section.

In the filters Field column, enter Company.

Select the fourth value — Virtual field tracks the name of the company...etc.

From the Operator column, select Begins With.

A o

Leave the Value field blank. Click the Prompt Wizard button.

Filters
4= Persons || Company || Begins With o B

8. On the following screen, leave Text Box (the default) selected.

Prompt Wizard 8

—Step 1:Select Prompt Control Type

* Textbox-User manually enters a value
Drop Down — User selects a value from a drop down list
List Box — User selects a value from a standard list box
Between -- User manually enters from and to values

Drop Down (SQL Query) — User selects a value from a drop down list

oo R o

9. Click Next.
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10. Leave the Default Value box blank.
*  The Prompt Caption is populated based on the filters specified.

¢ User can enter a default value if desired.

Prompt Wizard @

Step 2:Default Value and Caption

Enter a default value (optional):
<Company>

Enter a prompt caption (this will appear on the prompt dialog):
Company:

CANCEL m FINISH

11. Click Finish.

»  The wizard automatically completes the Value field.

o= Persons || Company || Begins With | >Company:</PROMPT> . H

12. Click OK to return to complete the view.

*  Observe the prompt input fields display at the top-left of the view.
13. In the Prompt box, enter Danube, and then click GO.

e Observe the displayed results.

Find Company Prompt
Company: | Danube [ co |
; A b m = o, More v
(] FIRST NAME LAST NAME COMPANY
1 Alesha Baldwin Danube Partners
109 Jessica Redriquez Danube Partners
342 John Lee Danube Partners

*  For text-based prompts, use Begins With for the operator. This helps to improve
search result times. Using a Contains search is not recommended as it must check
more information in the database which can take more time to complete.

*  Enter default values of "<field name>" for text-based fields and "0" for number-
based fields to ignore the search parameter. This is useful when only searching
for data using a particular field and not all the prompted fields.
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Creating A Prompted View: Drop-Down List

e T R o

10.

I1.
12.
13.
14.
15.
16.

From the Companies service, click More Actions and select Create View.

In the Name field, enter Company by Type.

Navigate to the Filters section.

Click green Add button to add a filter row. Note that the default service is Companies.
From the Filters Field column, select Company Type.

From the Operator column, select Exactly Matches.

Click the Prompt Wizard button.

Select the Drop-Down option and click Next.

e Ifa List Box were chosen, the user would ONLY be able to choose from a list of
values. In a Drop Down, the user can type another, non-listed value into prompt.

Click the blank area beneath the Value heading.

Enter the values for the drop-down list in the fields provided. Users will need to click in
the next available spot once a value is entered to activate.

e Enter Retail, Media, and Education (one per line).

Prompt Wizard @

—Step 2: Enter Listed Values

Enter a default value (optional):
VALUE
Retail

Media

Education

coca [ ver J v

Click Next to continue.

In the default value box, enter Retail.

Delete Exactly Matches from Prompt Caption, then click Finish.
Click OK

Click GO.

Observe the displayed records.
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Creating a Multi-Prompt View

Multi-Prompted views are the most effective and commonly used views in Aptify. They
enable users to search for data using multiple values. Users can then change the values enter
and re-run the view to get an updated set of results.

Multi-Prompted views may be combined with static filters, drop-down lists, various
operators, and advanced filter logic to create extremely powerful, flexible searches.

In this exercise, create a Find Persons prompted view that uses the ID, Last name, Company,
Email, and Zip Code.

1.

2
3
4,
5

0.

From the Persons service, click More Actions and select Create View.
In the Name field, enter Persons Search.

Navigate to the Filters section.

In the filters Field column, enter Last Name.

In the Operator column, enter Begins With.

* Begins With is useful as a prompt operator because Aptify does not always have
to check the entire value to determine if there is a match, as is the case with the
Contains operator.

Leave the Value field blank, then click the Prompt Wizard button.
Keep Textbox selected and click Next.
In the Enter a default value field, enter <LastName>.

» Using the angle brackets <> to encase a value causes the system to ignore the
prompted field when doing the search. This prevents the search from accidentally
including any record that contains any value at all, which occurs if the field
prompted field is left blank.

*  For example, if prompting for the First Name and Last Name, and only a First
Name is entered, the system will attempt to find all records that match the First
Name and ignore the Last Name search.

« Ifthe angle brackets are not used, and only a First Name is entered, the system
will attempt to find people with the First Name and anyone with any value
entered for Last Name—which is not the intended search and would return
almost every record in the system.

*  For a numeric field, use a default of 0 (zero).

In the Enter a prompt caption field, delete the words, Begins With and add a colon to
the Last Name.

*  Keeping the operator in the Prompt Caption is unnecessary for most prompts
since users should assume most prompts are Begins With searches..

10. Click Finish.
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11. Repeat the steps above to add three more pormpted filter lines for:
* ID (numeric), Company (text), Email (text) and Zip Code (text)
12. Click the Filter Logic icon; change all the ANDs to ORs.

* Changing the ANDs to ORs provides a more inclusive search; Aptify will return
results for any record that matches any of the criteria entered. This is typically
used when searching using one value at a time. For example, searching for Aie-
sha Baldwin will not return only persons named Aiesha Baldwin, but anyone
with a first name of Aiesha and anyone with a last name of Baldwin.

*  Users can change AND and OR operators to create searches that look for specific
information and employ Between operators to easily create date-based prompts..

MName Persons Search

View Type | List View L
Filters =
2
as Persons || Last Name || Begins With

} CONTROLTYPE={TEXT} ENTITYNAME={Persons} FIELDMAME={LastMame}=Last Namea:

”
OR {
&a Persons|| 1D = D =%
OR {
&2 Persons || Company | | Begins With
} CONTROLTYPE={TEXT} ENTITYNAME={Persons} FIELDNAME={Company}>Company: %
OR {
&+ Persons || Email || Begins With
} CONTROLTYPE={TEXT} ENTITYNAME={Persons} FIELDNAME={Email}>Email: X
OR {
as Persons || Zip Code || Begins With
} CONTROLTYPE={TEXT} ENTITYNAME={Persons} FIELDMAME={ZipCode}>Zip Code: X

13. Navigate to Fields section - add Email and Zip Codes to the Selected Fields column.
14. Click OK to execute the view, then test the prompts.

Persons Search

LastName: | Baldwin Dy Company: | <ompany> Email | <Emails Zip Code: | Zip Codes “
N ~
b Z B 0 C & Mo
D FIRST NAME LAST NAME COMPANY TITLE MEMBER TYPE MEMBER TYPE
Riesha Baldvin Denube Partners Marketing Senior Director Member Corporate Member

15. Test the prompts.

16. Add the view to your Favorites.
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Scheduling Views

Users can set up a view to automatically output its contents on a recurring basis. These
contents can be emailed to recipients as an attachment, saved as an Excel file or Crystal
Reports file, or printed using a network printer. This feature is particularly useful for getting
information from Aptify to individuals who may not have access to the system and its views

For example, a sales associate could create a view that displays all the orders taken during the
last week and have that view's contents be emailed to their manager every Friday at 5:00 PM.

1. Open San Francisco Student Members from Quick Search. Open View Properties.

2. Click on the Scheduling section.

General
General

[ — J—

B Filters

™ | Fields

& | sorting
Scheduling
Advanced

Configuration
Paging

Auto Refresh
S0QL

3. Do not check the chedule This View To Run Automatically checkbox.
4. In the Frequency Type drop-down list, enter Weekly.
5. In the Start Date field, enter the date for next Monday.

Schedule =
Delete the task if it is not scheduled to run again.
Frequency Type | Weekly W
Start Date 01/18/2016 | Stare Time | 9:00 AM W
End Date A4
Schedule Task Weekly Repeat Task
Every | 1 Week(s
¥ Ks) Every 1 Hours s
Mon Tues Weds Thur
. Until| 9:00 AM W
Fri Sat Sun
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v 0 =2

Click the Schedule heading, then select Output Options.

In the Output Mode drop-down list, leave Email selected.

In the Message System field, enter Outlook Mail.

Click the Output Type drop-down list to see options, but leave View selected.

. On the bottom-right of the window, observe the From Email, Subject, and Body options.
. Click the Output Options heading, then seclect Advanced Scheduling.

. The view scheduling process should be executed using a separate Application Server for

technical and performance reasons. These field settings will contain defaults values as
determined by your system administrator.

Scheduling =

Schedule This View to Run Automatically

Output Options v
Output Mode | Email ~ Message System
Output Type | View b
Directory
File Name

Append Date and Time to File Name

Email Recipients

e o [

From Email
Subject

Body

No items to display

13. From the View Properties screen, click Cancel.

*  Scheduling NOT processed in training class.
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Composing a Bulk Message

Aptify has the ability to generate unique, personalized email messages to persons in the
database; this feature is known as Bulk Messaging. Bulk Messaging is extremely effective for
sending renewal notices, registration information, past due balance information, and other
common tasks. Note that it should not be used for large marketing communications; these are
typically handled by third party platforms.

In this exercise, draft a sample bulk message that can be sent to the persons whose records
appear in a filtered view.

1. Run the San Francisco Student Members view.

2. From the view More button drop-down list, click the Messaging option.

Reports

Add ToLList
Add View To Favorites

Auto-Resize Columns

Messaging

3. The Aptify Bulk Messaging window displays.
4. In the Subject field; enter Order HistoryOrder.
5. Click the Body heading.

*  Messages can be composed in either HTML or Plain Text format.

i
Aptify Bulk Messaging

i sz B 3

Subject

Body -

Plain Text

Delivery LI = i

111
[
§
3]
¢

Addressing
Actions
Feports
Aftachments

6. Click the Insert Field button.
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4.30

7. Inthe Category field, click the drop-down arrow; select Name.

8. Select FirstLast.
9. Type Dear in front of FirstLast.

Insert Field Into Message (<]
Category:  Name ~ CANCEL

NameWCompany
Name With Company(if company is linked)

Prefix

FirstName.
First Name

MiddieName
Middle Name

LastName
Last Name

Suffix

FirstLast
Virtual Field - First Last

1-7 of 7items

10. Your message field should now read: “Dear <<FirstLast>>". Enter a colon after
“<<FirstLast>>"; click the Enter key twice to move your cursor to the line below.

11. Type, Please review your Order History.

12. Click the Insert Part button.

13. Click to select Order History Part.
14. Click OK.

15. Select Addressing.

*  The To fields are automatically completed using each person’s email address.

16. Observe the From Name and From Email and Reply To fields - this is where the user

could enter their or their department’s name and email.

Addressing =
To Type | Field

To | Emaill

CC Type None
CC Value

BCC Type Mone

BCC Value

B B B

From Name
From Email aptify.information@aptify.com

Reply To

17. Click the Addressing heading, then select Delivery. Observe the drop-down options.

Delivery -
Message System | Dot Met Mail
Message Source  Persons

Start Delivery At 01/18/2076 11:37:28 AM
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18. Click the Preview button, to review your message.

Message Preview

Byrd_Quillan@demodata.aptify.com To: Byrd_Quillan@demodata.aptify.com

WJackson@demodata. aptify com
BrianJones2100@demodata.aptify.com cc:

Lowe_Mason{@demaodata.aptify.com

BCC:

EMay@demodata.aptify.com
AndrewWalker1339@demodata.aptify.com Subject:
Message Body
Plain Text Body

Dear Quillan Byrd,

{ ) .
Please review your Order History.

19. On the left, click email addresses to view the uniquely generated message to that person.

20. Click the X in the upper-right corner of the Messaging Dialog box to close. Do Not Send
the Message in training class.
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Attaching Reports

Crystal Reports® can be attached to a Bulk Message. This enables users to create a view for a
recipient that they wish to send a particular report to as an attachment such as, Invoice, Name
Tent, Badge, Activity Consolidation, etc.

The Report is selected from the Attachments tab and the appropriate Report is sent to the
individual user with only their relevant data.

1. Click the Reports tab of the Bulk Message.

2. Click the scroll bar to the right to review various report options available.

Aptify Bulk Messaging

= v 3 71 | g

Subject  Order History

Reports -

Export Format | Portable Document Format

FAvery 3160 - 3 Up Labels Report of Person
Infarmiation
Meeting Tents Report Label repart with prompt

Note: Only certain reports will be available from views of particular services. For instance,
Invoice Reports are only available when a View of Orders is created.

3. Click the X button in the upper right corner of the window to close the Aptify Messaging
dialog without sending the message.

Do NOT click the Send Messages button.
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Base Views

Base Views are pre-created SQL views that combine fields from multiple services into one
selectable view setting. Base Views provide users unlimited cross-reference possibilities
across the entire system.

When creating a new view and selecting an existing Base View, users have access to the data
and fields from multiple services designated in that Base View.

In the example below, select from a persons service view, the PersonsWithCommittees Base
View. Users will consequently see four services represented in the Fields tab and in the subse-
quent results when the view is run:

* Persons

*  Committees

e Committee Terms
*  Member Records

Once users develop a competency in views, they can request that Base Views be built by
Administrators and populated as a Base View values for selection when creating a new view.

1. Create a new view -- Persons service; Create View.

2. Inthe Name field, enter Committees & Persons (BASE VIEW).
3. Click the General tab; click the Configuration tab.
4

On the following screen, in the Entity Base View field, begin typing persons; from the
drop-down, select PersonsWithCommittees.

e Alternatively, click the magnifying glass icon at far right, from the Advanced
Search screen, click Find, click to select the base view; then click Select.

View Properties

View Properties
Mame Committees & Persons (BASE VIEW)

Wiew Type | List View

Advanced = Configuration -

Entity Base View  PersonsWithCommittees 0\ ﬁ

‘Warning! Changing the Base View will clear any settings
you have cenfigured up to this point.

Form Template
Record Template

Preview Template

00
s

Folder
Show Preview Pang

Read Uncommitted

5. Click the activated Advanced > Configuration - Fields tab.

6. Observe the multiple fields available.

Aptify End User Training Manual 4.33



Base Views Working with Views

7. There are four Services represented in the Fields:
*  NameWCompany - Persons Service
*  Term Title - Committee Terms Service
* TermRole - Term Member Service

¢ Committee Name - Committee Service

Fields =
Prefix 1]
First Name Name/Company
Middle Name - Address Line 1
Last Mame - City
Suffix State
First Last Zip Code
Company ID Country
The name or ID# of the primary company affiliation far
the person.
Phone Area Code
Company
The name or ID# of the primary company affiliation for
the person. Phone
Mumbers for the perzon’s telephone.
Department R
Phone Extension
Title .
The Person'’s title within their primary associsted Email
company. The lzbel on the field depends on what is selected in the
ist.
Address ID
Member Type
The Person’s member type displays in the list.
Address Line 2
Term Rank
Address Line 3 =
Term Title
Address Line 4
Term Role
County
Region
Phone ID
Term Member Start Date

Phone Country Code
Term Member End Date

Nickname

Term
Gender

Committee Name
Mail Exclude

8. Select the Filters tab - the same Fields are represented under the Filter Fields column.
9. Add a Prompted filter for Term - Begins With - 2012 (Default Value).

10. Click OK

11. Run the view with default value.

12. Observe results - scroll to right to see Committee, Committee Term fields/columns.
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Creating a Chart View

Aptify can visually represent data in a chart format, making it easy for users to interpret the
information. Follow the steps below to create a Chart View:

1. Create a new view -- Persons; More Actions; Create View.
2. Name the view, Membership in CA by City.

3. From the View Type drop-down list, select Chart.

4. Scroll, click to select the Pie Chart 3D type.

View Properties 9
View Poperies [ oc ] covca |

Name | Individual Membership in CA by City

View Type | Chart ~

Chart -

Chart Type ~

B3 coumnchanan W% Area Chart 3D
A column chart shows the changes in a data series over £n ares chart emphasizes the smount of changs over a
time or compares multiple tems. Types of items are period of time. An area chart also shows the relationship
arranged herizontally and data values are plotted of parts te a whale by displaying the total of the platted
verticzlly 1o emphasize variation over time. walues. An area chart is a form of a line chart. but the

area between the horizontal axis and the line connecting
the data markers is filled with color. This makes it assy
to see where the points encompassed by the different
data series overlap.

Line Chart 3D % PicChart3D
A line chart plots data peints in  series using svenly- A e e e e e e
spaced intervals and connects the data points with a line [l Hapr e oSy iy
1o emphasize the relationships between the data points. e e e e e e e

useful for determining which ftems in the series is/are

most significant.

5. Click the Chart Type tab. Under the Grouping tab, click the Primary tab.

Chart -
Chart Type »

|=) ChartType

= Grouping
Primary
Secondary

6. Inthe Group By field, start typing City - select.

Chart
Grouping > Primary «
Group By | City
Function | None
Display As
Customize Grouping Method

Grouping QL City
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7. Click the Grouping > Primary tab; from the drop-down, select Display.
8. Verify that the checkbox, Show Legend, is selected.

Display +

Chart Legend
Show Legend

Right ~
¥ Axis Y Axis Z Axis
Show Axis Show Axis Show Axis
Show Major Gridline Show Major Gridline Show Major Gridline
Show Minor Gridline Show Minor Gridline Show Minor Gridline
Drill Drown View Q,

9. Click the Display tab; from the drop-down, select the Title tab.
10. In the Top field, enter Membership % in CA by City as the title of the Chart.

Title -

Top  Membership % in CA by City
Left
Bottom

Right

11. Click the Title tab; from the drop-down, select the Summary tab.

12. In the Summary Function field, click the drop-down, select Count.

Summary «
Summary Function  Average o
Summary Field | D bl
Custom Summary Function
Summary SQL | COUNT(*)
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Creating a Chart View

13. Click the Chart tab to select the Filters tab.

14. Designate filters to match those in the following figure.

Filters =

(=l ]=]

o= Persons || State || Exactly Matches || CA

o= Persons || Member Type || Exactly Matches | | Individual Member

15. Click OK to see the displayed 3D Pie chart:

® C S

Membership % in CA by City

B45%

025

1129%
703%

® Beverly Hils

® Cupertino
Fremont
Laguna Niguel

 Wenlo Park

16. Click a section of the pie graph to see the individual records for that section.
17. Click the Chart tab, top left, to return to the chart view.
18. Close the view.
4.37

Aptify End User Training Manual



Creating a Card View Working with Views

Creating a Card View

Card Views display record information summarized in an index card like format whose
content is determined by selected fields. This enables a user to view a number of records with
summarized and linked details in a panel format as compared to a list or chart.

In this exercise, users will create a card view based on persons’ Composite Engagement Score
(CES) in ascending order:

1. Create a new view in the Persons service. Name it, Persons by CES card view.

Change the View Type to Card View.

From the Fields, add display fields CES and Photo.

2
3. From the Filters, specify a Filter row of CES > 25.
4
5. Sort by CES, ascending.

View Properties

MName | Persons CES =25

Wiew Type | Card View

Filters -

(B ] =

a4 Persons || CES Score

fud
m

6. Click OK.

7. Observe the results.

a$ C >
Persons CES >25

~ AT 0l 5 i
D, HEW A OPEN K)ELETE £

A

More «

>

Ajesha Athena

Baldwin Scott

Danube Pariners Akebono Cryogenics Incorporated
Marketing Senior Director Marketing VP
hember Non-Member
Corporate Member Non-Member
Active Active

30 30

Emily Sam

Robinson Baker

WC Osaka Technologies Group, Inc Shermer H.S
Research Associate VP Student
Non-Member Non-Member
Corporate Member Corporate Member
Active Active

30 55
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Creating a Calendar View

Calendar views display records representing events or transactions in a calendar according to
the date and time at which they occur. Calendar views are very flexible; users can organize
them by either day, week, month, or year. If a user sets the view in day or work week mode,
they can select one of several time intervals ranging between one minute to one hour.

1.

A

10.

I1.
12.

Create a new view using the Contact Log service; More Actions; Create View.

Name the view, Incomplete Follow up Items.

From the View Type drop-down, select Calendar.
From the Mode drop-down, select Month.

From the First Visible Date drop-down, select Manual.

From the Date drop-down, select 11/09/2014.

View Properties

Mame Incomplete Follow Up ltems

View Type | Calendar

Calendar =
General =
Wode  Menth o
First Visible Date | Manual i
Date 11/09/2014 e

LT

Click the General tab; select the Data tab.

From the Start Date Field drop-down, select Next Contact Date.

From the Duration Mode drop-down, select Standard.

From the Title Field drop-down, select ID.

Dataw

Std. Duration 0.5

Title Figld

Start Date Field . MextContactDate b

Duration Mode | Standard A

o v

From the Calendar tab, from the drop-down

Click Filters.

Aptify End User Training Manual

4.39



Creating a Calendar View Working with Views

13. Enter and select Date/Time in the field box.
14. For the Operator, select Is Not Blank.
15. Add a second Filter row,

16. Status, Exactly Matches, Incomplete.

Filters -

C=ToT=T

£« Contact Log || Date/Time || Is Mot Blank

£=« Contact Log || Status || Exactly Matches || Incomplete

17. Click OK to display the View.

X C
Today 4 b [3]July2014
Sunday Monday Tuesday Wednesday Thursday
[} 02 i}
6820
06 o7 08 09 1
12 14 15 16 1
6821
20 21 22 23 2

BE22
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Pivot Grids

Pivot Grids are interactive tables used to summarize numerical data. Users Rotate (or pivot)
rows and columns to view different summaries of data. A Separate Pivot Grid tab appears in
View and users use the Properties dialog to specify settings.

Users can also move rows and columns to change the organization of the data cells. This is
known as “pivoting.”

X C
Orders Pivot Grid

PmEssurRes [l save EXCEL P[:F Moare -

22 FIELDS |1 coLumns { Drop  Drop Column Fields Here

Lo Drop Column Fields Here Eiaeﬁ:g,

1., Order Date (No Time) FlETE

1, ShipToName _ Drop
= ROWS Rows

1., Ship To Addr Line 1 orop Rows Fislds Here Fields

1, Ship To City Here

1. Ship To State

1, Ship To Zip Code ¥ MEASURES

1, BillToCompany Drop Data Fields Here

1, ShipToCompany

1, BillToName

1, OrderType

1., Order Status

1, Tax Jurisdiction

1, Total

1, Balance

1, Ling1_ProductMame

1, Line1_ProductCategory

b EDED D I D 1P 2D 2D I B D D D I D D B

¥ Measures

The screen shot above illustrates how the organization of data changes when users move (or
pivot) row headings.

In the top image, Order totals (in white) are organized based on the BillToCompany name (at
the far left). By expanding a company heading (as in the case of Danube Partners), a user can
further break down the Order totals based on specific products ordered by the company
(Products are identified by their Product ID number in this example). Danube Partners
ordered $100 worth of products on 12/4/2003, of which $25 was for Product 9.

The bottom image shows the same data except the BillToCompany heading has been moved
to the right of the Order Line ProductID heading. Now instead of showing Order Totals based
on Company, the table displays Order Totals based on the Products Ordered. Rearranging
the two headings changed the format of the data and provides new insight into the data. With
the new layout, a user can now determine that $125 worth of Product 9 was sold on 12/4/
2003, of which $25 worth was purchased by Danube Partners.

NOTE: Most Pivot Grids can be replaced by Base Views. Base Views are much more
effective than Pivot Grids as they use considerably less processing power, are more
easily displayed in dashboards, and provide more data management options.
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4.42

Topic Codes provide a method to collect information about the areas of interest of
customers/members. Topic codes can be used effectively for:

e Customer/member profiling

* Driving personalized Web site content

»  Target marketing

*  Determining viability of new product/service offerings

The default Aptify installation provides a Topic Codes tab on the following forms: Organi-
zations, Companies, Employees, Persons, and Products. Multiple records, such as Persons
and Products, linked to a particular Topic Code provides a powerful and flexible relationship
useful when targeting marketing campaigns.

Although topic codes are most commonly associated with people, companies, products, or
news articles, their flexibility allows them to link to any type of record in Aptify. Because
topic codes can be associated with any service, records in new custom modules can also link
to topic codes, providing virtually unlimited possibilities.

Only Administrators have the ability to add or edit Topic Code records. Once an Adminis-
trator has added/edited Topic Codes for a particular service, the available codes appear under
the Topic Codes tab. Those topic codes can then be either checked by an End User who is in
communication with a client, or by the client themselves via an on-line profile.

In the the Persons form displayed below, there are Top-Level Topic Code categories. Each of
these categories can have multiple sub-topics opened by expanding the left-hand arrow.

Details > Topic Codes =

Topic Code Display Mode: ' Flat View  '® Tres View

| Business
“|¢#| Accounting and Finance
| Financial Audit
Revenue Recognition
nternal Controls
Tax Planning
~ Marketing
~ Sales
nternational Business
~ Law

~ Science

S Engineering
| Sports

Tennis

| Baseball

Boxing
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Creating Views of Topic Codes

To Create a view of all Persons, Companies, Products, or Orders that have a topic code
selected, users must go to the desired service to create the view.

The example below explains how to create a view of all persons that have selected
Accounting and Finance, a sub-category topic code of Business, in the Persons service.

1.

2
3
4.
5

Persons - More Actions - Create View.

Enter Accounting and Persons TC in the Name field.

Click on the General dropdown and select Filters.

Click on the Add Filter button.
Type Topic Code in the text box.

»  This automatically displays the topic codes service and makes its fields available

to cross-filtering.

Select the Topic Code field (Topic Code ID Name).

Filters =

(®] =

Topic Codes || Topic Code || Exactly Matches || Accounting and Finance

Click OK.
Observe the View Results.

Accounting and Finance TC

; P | I (& at More -
D FIRST NAME LAST NAME
13 Madia Miller
2a Alexander O'Neal
52 Alyssa Beck
65 Odessa Tate
91 Reginald Helland
104 Fabicla Tate
130 David Neal

COMPANY

Franchi S p.A.

Gourmet Lanchonetes

J Communications Division

Océano Atlantico Ltda.

R.A.l Display Technology Co., Inc.

Washington DC Chapter

Bélido Comidas preparadas

Note - Users will NOT see any reference to the topic code selected in view results. It is
important to name the View of Topic Codes after the topic code being filtered by as a

cross reference.
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Copying Existing Views

Users may wish to copy views in order to make subtle edits to the fields that display, create
additional filters, or simply inherit existing, complex filters and pre-selected fields to ensure
accuracy while adding other aspects to the copied view.

1. Type Find Orders in the Quick Search and select.
2. Click on the More Actions dropdown from the Find Orders.
3. Select Copy View.

NEW PERSONS | MORE ACTIONS w

Connect To Shared Folder
Create New Folder
Create View
e

Copy View

From the Copy View dialog box, click on the Select View dropdown.
Select Active Committee Members (Committees).

Delete the word, “Copy -” from the View Name field.

N »os

Add your initials to the End of the View Name.

* This indicates this view is a copy of an existing view for future reference.

I Copy View |

Select View | Active Committee Members(Committees) et

Select Folder o

View Name |Active Committee Members (DOC)|

Copy the view's Scheduling information

COPY VIEW CANCEL

8. Click the Copy View button.

9. The View now displays as a personal owned view outside the folder structure.

@ Orders

Active Committee Members
(DOC)

@ Topic Codes & Functions

10. Users can now access and edit the view.

11. Add the Find Orders (Copy) to Favorites.
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Grouping Data in Views (Desktop)

Users can group records in a list view by common characteristics, and display a summary of
the grouped records, which makes it easier to interpret and analyze data. For example, a user
can group similar Orders records together, and then display the total value of those orders.

This is an extremely valuable function to End Users since it avoids most reasons to export
data to Excel for quantifying purposes, instead, users can aggregate most data and view the
results from a View in Aptify.

This option is currently available for configuration in Desktop Aptify, but once created,
users can interact with, and view the results in, Aptify Web.

—

Open Aptify Desktop.

Navigate to the Orders service.

Right click on the Orders service from the Navigation bar.
Select Create View from the menu.

Enter Orders per Company in the Name field.

Select the Grouping tab.

Click the Enable Grouping checkbox.

From the Field drop-down, select Company.

o ©® N kv

From the Summary Position drop-down, select BelowData to indicate the summary is to
display in the view below the count by company.

X View Properties - 'Find Revenue by Person OR Company’

General | Filters -\r'I Fields “’.I Sarting -\r'I FDLmatI ﬂierarch}ll Eagingl Auto Eefreshl

Enahle Grouping

Field | OrderStatus
Caption
Summary Position | BelowData

10. Select the Fields tab.
11. Expand the View Properties window.
12. Select the ID row by clicking once.
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13.

14.
15.
16.
17.
18.

19.
20.

Use the bottom scroll bar, move to the far right of Selected Fields section and find the
Aggregate Function column.

Click the Aggregate Function cell in the Grand Total row, then click the down arrow.
Select the Sum value.

Click the Aggregate Function cell in the Balance row, then click the down arrow.
Select the Sum value.

Ensure only the displayed fields in the screenshot our present

* Select fields not in Selected Fields section of screenshot by using Shift Key and
selecting as in Excel

*  Then click the left-facing, centrally located arrow

Selected Fields:

Field Data Type Display Name Hyperlink Target Field Target Entity Show Decrypted | Aggregate Functi
OrderStatus Text Order Status O Name Order Status Typ O

OrderDate Date/Time Order Date O O

BillTaName Text Bill To Name FirstLast Persons O
BilToCompany  Text Bill To Company Name Companies O
Linel_ProductCa Text Linel_ProductCategory O O
Linel_ProductMa Text Linel_ProductName O O

OrderType Text OrderType O Name Order Types O

GrandTotal Number Total O O Sum
Balance Number Balance O O Sum
in] Mumber in] O O
ShipToCompany Text Ship To Company Name Companies O
ShipToName Text ship To Name FirstLast Persons O
CurrencyTypeID Mumber Currency TypelD |:| bio] Currency Types |:|

Click on the Filters Tab.
Add a Prompted View: Bill To Company - Exactly Matches - (Text Box Prompt).

21. Add a second filter: Order Status - Exactly Matches - Shipped.

22.

. View Properties - 'Find Revenue by Person OR Company’ \;li-

Qonfigurationl Grouping .,/I Advanced [SQL)I
General FEilters -/l Fields ~/| Sorting “"l FoLmatI ﬂierarchyl Eagingl Auto Eefreshl Scheduling_l

FilteriD Service Field Operator Value
2 Orders Bill To Company Begins With <PROMPTDEFAULT
3 Orders Order Status Exactly Matches Shipped
4 Orders
Filter Logic
1AMD 2
| Hide Advanced ||ResetFiIterLogic|| Prompt Wizard | Optimize Sub-Queries

Save Template... oK | | Cancel

Click OK.
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23. Enter the Ottoman in the Company Prompt Box that displays.
24. Observe the results in Desktop.
* A list of all Orders for Ottoman is grouped by Shipped Status

* Both the Total and Balance fields are summed below those columns

Order Status Order Date | Bill To Name | Bill To Company | Linel_ProdudCategory Linel_ProductName OrderType Total Balance
4f1/2010 JessicaHale Ottoman Desks Secretary Desk Regular £2,520.00 £2,520.00
4/8/2010 Xialohnson  Ottoman Standards Sampco Standards VolumeI Regular £192.00 £96.00
2/28/2010 Xialohnson Ottoman Shirts Sampco Golf Shirt Regular $130.05 §130.05
2/28/2010 Gary Carter Ottoman Chairs Side Chair Regular £720.00 §720.00
2/28/2010 Yale Wade Ottoman Sweaters and Sweatshin Sampco Mering Wool Sweater Regular §216.75 §216.75
2/28/2010 PabloHarris Ottoman Tables RectangularConference Table Regular £8,925.00 £8,925.00
2/28/2010 JessicaHale Ottoman Sweaters and Sweatshir Sampco Mering Wool Sweater Regular $926.25 $926.25
7/18/2007 Bakalambet Ottoman Shirts Sampco Tank Top Regular $30.00 §15.00
7/18/2007 PabloHarris Ottoman Memberships Individual Membership Regular $2,700.00 $1,350.00
7/18/2007 EdwardKing  Ottoman Mugs and Glasses 4oz 3ampco Glass Regular $1,569.40 $784.70
Shipped 7/18/2007 JessicaHale QOttoman Exhibits 2008 Sampco Exhibition Regular $2,880.00 £1,440.00
7[18/2007 Yale Wade Ottoman Exhibits 2008 Sampco Exhibition Regular €3,200.00 €1,600.00
7/18/2007 ¥ialohnson Ottoman Educational Seminars  Executive Succession Planning Regular £280.00 $140.00
7/18/2007 Valerie Garner Ottoman Magazines and Journals Sampco Quarterly Regular 5252.00 (510.00)
9f4/2013 Bakalambert Ottoman Educational Seminars  Financial Flanning Update Fall 2013 Regular 5170.62 §170.62
1/15/2013 Bakalambert Ottoman Books The History of Sampco Regular £253.00 $0.00
9/6/2013 JessicaPintaro Ottoman Exhibits XYZ Bxpo Regular £7,500.00 $0.00
4/16/2014 Bakalambert Ottoman Educational Seminars ~ XYZ Course Regular £600.00 £600.00
4[16/2014 Bakalambert Ottoman Educational Seminars ~ XYZ Orientation Regular 5400.00 $400.00
4f27/2015 Bakalambert Ottoman Hats Sampco Baseball Hat Regular 519,95 $0.00
2/14/2017 Bakalambert Ottoman Memberships Caorporate Membership Regular $1,500.00 $0.00
=| OrderStatus: Shipped 34935.02 2002437

25. Re-open Aptify Web.

26. Locate the view under Persons.

27. Run the View.

28. Observe the Totals aggregated at the bottom of the Total and Balance fields.

BILL TO COMPANY LINE1_PRODUCTC...  LINE1_PRODUCTNAME ORDERT... TOTAL BALANCE
Ottoman Educational Seminars  Executive Succession Planning Regular $280.00 $140.00
Ottoman Magazines and Sampco Quarterly Regular $252 00 ($10.00)
Journals
Ottoman Educational Seminars  Financial Planning Update Fall 2013 Regular $170.62 $170.62
Ottoman Books The History of Sampeo Regular $253.00 s0.00
Ottorman Exhibits XYZ Expo Regular $7,500.00 s0.00
Ottoman Educational Seminars  XYZ Course Regular $600.00 $600.00
Ottoman Educational Seminars XYZ Orientation Regular $400.00 $400.00
Ottorman Hats Sampco Baseball Hat Regular $19.95 s0.00
Ottoman Memberships Corporate Membership Regular $1,500.00 $0.00
sum: suM:
34985.02 20024.37

Use the Quick Search to run these additional examples of Grouped Views:
* Find Revenue by Person OR Company

* Find Revenue Grouped by Product per Co or Person
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Managing and Sharing Views

Distributing Views via the Views Service:
1. Administrator creates a View under Framework, Views service.
2. Administrator assigns the View to a manager or possibly to a specific end user.

3. The manager (or end user) can then share the views with other users, via Shared Folders.

Distributing Views via Shared Folders:

1. A manager (or end user) creates a View in their local instance of Aptify.

2. A manager (or end user) places a View in a Shared Folder.

3. The manager (or end user) informs their team that they can connect to the Shared Folder.

Important - Aptify recommends that new/critical (not pre-loaded) Views be created by
an administrator or manager and then placed shared in folders or, when appropriate, em-
bedded in dashboards. This enables standard business processes, ensures Views accura-
cy, and allows managers to quickly update Views for all end users via centralized

folders. End users can then create their exception views - views that only they person-
ally use (not shared) by copying those existing views to ensure a baseline of accuracy.

Creating Shared Folders and Shared Views
Creating a shared folder is the same in any service.
1. Select the Persons Service.

2. Click More Actions. From the drop-down, select Create New Folder.

NEW PERSONS | MORE ACTIONS w

Connect To Shared Folder

{l Create New Folder

Create View

Delete Views

3. Inthe Name field enter, Membership Department

4. Provide a Description

Create Folder @

Name | Membership Depanment

Description

#| Share this Folder

|

5. Click to select the checkbox indicating to Share this Folder.

e For folders that are not to be shared, leave the box unchecked.
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6. Click OK.

*  The folder will display on the Service screen with a hand holding the folder.

7. Click the Membership Department folder, making it the active folder.

Persons

PR

@ Membership Renewal Workflo @ Committee Views
w

3an Francisco Student Membs 2 Membership Department Member Join Date Promppt
rs A

-1 Persons CES =25 Accounting and Finance TC

Test

@ Campaign Views

8. Click More Actions - Create View.

9. Provide a sample view Name (of your choice)

10. Click the General tab; click the Advanced >Configuration tab.

11. Note that the Folder Name field auto fills with the shared folder name.

Advanced > Configuration =

Entity Base View

Form Template
Record Template

Preview Template

o}

Warning! Changing the Base View will clear any settings
you have configured up to this point.

o

< Folder | Membership Department

_>an

Show Preview Pane

Read Uncommitted

12. Click Advanced in order to select Filters and Fields to complete your view.

13. Click OK to run the view.

14. Note the shared folder icon embedded in the Persons service in upper left corner.

Note: A user can add views to any folder that they own, but NOT to one they do not.
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Objective

In this section, users will see further applications of utilizing views to not only report data but
communicate it as well. The exercises provide practice in understanding some of the Aptify
reporting features including how Aptify integrates with Microsoft Excel, how to run a Report,
and how Aptify integrates with Business Objects Crystal Reports® and with Microsoft SSRS
(SQL Server Reporting Services). The reporting functionality and exercises in this section will
apply to SSRS reports as well..

After completing this section, users will know the process for:
* Exporting a view to Microsoft Excel
*  Working with Lists

* How to run Reports

5.1



Exporting a View to Microsoft Excel

Reports

Exporting a View to Microsoft Excel

The following directions explain how to export a specific views’ results (Companies) to

Excel.

1. Open the San Francisco Student Members view from Persons.

2. From the view button bar, click the More button;

3. Select Export to Excel to launch the Excel Integration Wizard.

* To select all records, a user should not have any records selected when they click
this icon (otherwise, only the selected record(s) will be exported rather than all
records in the view). If a record has accidentily been selected, click Refresh.

* To export only specific records, do so before clicking Export to Excel.

More =

Record History

|| Export to Excel

Reports

Add To List
Add View To Favorites
Auto-Resize Columns

Messaging

Add Persons To Campaign

Entity Bulk Operations Wizard

Add Persons To Committee Wizard

4. From the Column Header Display Options, sclect Use Database Field Names.

5. Enter a sample File Name. (File name is required to activate OK button).

Excel Integration Wizard 8

Select from the options below to save this view as a Microsoft Excel file.

r— Column Header Display Option:

Use Display Names

Use Database Field Names

r— Option

File Name

‘Workshest Mame

5.2
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6. Click OK. The Excel icon download appears in the lower-left corner; click to open.

* A Microsoft Excel window appears; the window contains the information from
the view.

*  After exporting the view data to Microsoft Excel, you can format the spreadsheet
and resize the columns as necessary.

s Test [Compatibility Maode] - Excel (Unlicensed
HOME ~ IMSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

Clipboard Faont Alignment Mumber Styles
0 PRODUCT NOTICE  Most of the features of Excel have been disabled because it hasn't been activated, Activate

Al - Je
A B C 0 E F G H |

1 D First Name  Last Name  Member Type Company Title Status Name  State City

2 90 Quillan Biyrd Student Member  Cottonwood Taping Systems  Customer Support Senior VP Active CA San Francisco
3 46 Wainuright  Jackson Student Member  Let's Stop N Shop Advertising Associate Active CA San Francisco
4 2100 Brian Jones Student Member  Let's Stop N Shop VP, Engineering At T i TTEILETY
i 1758 Mason Lowe Student Member  Let's Stop N Shop Manager, Research Active CA San Francisco
B 2484 Ernily May Student Member  Cottonwood Taping Systems  Information Technology Senior VP Active CA San Francisco
7 1339 Andrew Walker Student Member  Bechtel Groug, Inc Sales Executive VP Active CA San Francisco

7. Close Microsoft Excel without saving the file.
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5.4

While the View system provides capabilities to filter and sort data, it is most effective for
displaying results in a tabular format. To provide a more formalized, form based output,
Aptify integrated Crystal Reports® into the Viewing system.

Using the Reports function, an option located under the More Actions menu of every View, a
view can be exported using a variety of report formats. The Report wizard can generate
standard reports, mailing labels, export records, print name badges, etc.

The Report Wizard walks the user through the steps to generate reports. Although there are
general types of reports that apply to all of the services, most reports are service-specific. The
general reports in every service are the List, Detail, and Export reports.

List and Detail reports print out information contained in the View. Export reports are often
useful for selecting specific fields and records from the service and exporting them for use in
other software applications.

Reports specific to a service are listed on various category tabs in the Report Wizard. These
reports can be modified or replaced as required. System administrators can add client-specific
reports to a particular service.

Crystal Reports is a database reporting tool created by SAP
(http://www.sap.com/solution/sme/software/analytics/crystal-reports/index.html). An
administrator can create new customized Crystal Reports for an organization but you
need to purchase a license from SAP first.

Notes:When printing mailing labels, the List ID appears on each label for marketing
purposes--users can identify information about the mailing (such as when the label was
printed) based on the List ID.

Aptify ships Orders using several service-specific reports.
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Running a Report

In this section, users will learn how to export data from a view to a text file.

1. Open the San Francisco Student Members view.

2. Click the More button.

3. Select Reports.

More =
Record History
Export to Excel

I Reports

Add To List

Add View To Favorites
Auto-Resize Columns
Messaging

Entity Bulk Operations

Add Persons To Committee Wizard

Add Persons To Campaign

Wizard

4. Observe the various types of possible reports.

* Each tab has subsequent choices as well. Click to examine the possibilities.

Report Wizard

Select a Report

General

NAME
Person Report
Person Roster

Persons By Company

Persons By ZipCode

Persons By Member
Type

Aptify Badge

Membership

Subscription

DESCRIPTION

Report of Person Information

Person Roster Report

Pie chart of persons by Company

Pie chart of persons by zipcode

Pie chart of persens by membership type

Creates batch for 2ach person whe is attending
the meeting.

Meetings

Analysis

REPORT FORMAT

Crystal Report

Crystal Report

Crystal Report

Crystal Report

Crystal Report

Crystal Report

-
CANCEL " FINISH
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5. Of'the report types, select Person Roster, click Finish. The report will show information
based on data from the persons’ records in the view.

» These functions can also be completed in other services, Companies, etc. as shown below

0122014
Person Company
Aiesha Baldwin Danube Partners 1 {830)|
Narketing Seuior Director 2
210 Sowdrvest Union Aveme ACE Asininn Hulings I N DFUA Cagd . 0 el Pty
S e Gl e [ET I —n— Grasnbl, MY 20766
Palo Alte, CA 84301 T3 Ve Bl Wt Shountsin Vicw, CA 4035
S Lawert, O 1Y 114
Athena Scott Aksbono Cryogenics Incorporated LR1g)|| camana
Marksting VP
5187 Collesn Court koo Cryomeics Innperaial N EK Techm Businsa In: 9 GROELLA Retrmle
5 . CA 84703 $197 Cullen Cort 137 Came Sret  dve. Li Pl Crandex
h e TR Samment, CA W03 Pl Al CA 301 1081 Canamn
VENEZUELA
Dacey Yukon Polyhedron Power Devices 1(408),
Research Associate
8383 North Colombo Strest Al Fallchinke 9 Fulkoch KR B Mo Cares
Suite 235 Chere i, 57 Ahergn 14 B Pz, 67
T PP 12208 B SA467 Bricke RIDDEIANEIRO-R BRATIL
AMipitas, €A 93033 GERMANY SWEDEN 5454376
Emily Robinson W Osaka Technologies Group, Inc. 1{650)
FRazaarch Associate VP s Trgill Farparesalny el 3 Fan etursiion B HILARIO-Ahous
28173 Mam Strest A de s Comituciin 221 84, mc Ruyue Carsern 22 cum Ave. Cirkn Scubllic 88,15
Menlo Park, CA 94023 EXICD
Habil:a Harris ! HE. Awsken Componsnts Limited IGEL] | . P —_ [T T ——
Fassaarch Executiva VP 111 Miin Szt EheKiinerStrae | 161 Colanbia Bl
20006 lain Streat Wishigien, O 1006 Bud Horbuey Marridun, NI 0796
Palo Alto, CA 84301 R
Con conened M. N GE Commeral Fiane 9 ) Conmumicaion Divein
Sharo ka3 260 Lony Rigs il 5900 ok Lya Ave:
MEXICODE. St €T 06004 San g, T 92101
[
MEXICD

6. Close the report, Click the More button; select Reports again to try other options.

7. Click the Meetings tab, select Meeting Tents, and a foldable name tent will be created for
all records in the view

it

£E
oIeH wreyeiqy
Abraham Hale
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Print or export any report

Print or export any report

To export or print a report, click the top, left corresponding buttons.

» After creating the export file, you can import its contents into another program, such as
Microsoft Word or Excel.

IEEEEY

Print:

Page Range:

M Pages
00 Sedect Pages

Print te PDF:

The viewer mist export to PDF W geint. Chooss the
Print oplicon lrom e PDF reader application once the
document is opened, Nobe: Yo must have a PDF
reader installed o prink. (eg. Adobe Rasader)

F

Export:

= _

File Format:

L

|_crym| Reporns (RFT)

page |9 Cxpmimepers o)

FDF

Microsoft Excel (37-2003)

Microsoft Excel (37-1003) Data-Caly
Microsoft Excel Workbook Data-onky
Micresaft Wond [S7-2003)

Mlicresoft Werd (S7-2003} - EdRable
Fich Test Format (RTF)

Character Sxparabed Values (TEV)

XML
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Analysis Reports

5.8

In this section, users will learn how to run several Crystal Reports.

To create a pie chart of members/persons by zip code/area code:

1.
2.
3.

From a view such as Persons in CA, click the More button.
Click Reports.
From the Membership tab, click to select the Pie Chart of Membership by Area Code.

* Note other options from the General tab: Persons by Zip Code or Pie Chart of
Persons by Membership by Type.

Click Finish.

Main Riport

Membership Fiatributinn by Area Code
24

B
] 7%
w213 24%
0 310 21%
B 208 21 5%
B 415 s
T W 510 1%
B 562 4 5%
B G610 d %
W 650 21 5%
) 3 7T 24%
| Bl 2 4%
0 605 2d%
0 a8 21%
W 916 5%
B 925 21%
Tokal 1000%

P

b
-
=

L _
ﬂ_'l
a5 a2
j_ﬁll
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Analysis Reports

To create an analysis report of companies data:

1. Open the Companies Service and click to open the General Look up Views folder.

2. Run a view, such as, All Companies. Click the More button; from the drop-down, select

Reports.

»  The Report Wizard launches and displays the list of reports supported by the

Companies service.

3. Click the Analysis tab.

4. Select the Pie Chart by State report. (Note that this is a Crystal Report.)

Report Wizard
Select a Report
General Member:‘.hip‘ Analysis ’Labe|
Pie Chart By State Distribution of Companies, Grouped By State

5. Click Next.
6. Click Finish to preview the report.

* A window opens that contains the report. The company data on the class system
differs from the example below but your results should look something like this:

] P | main Resor:
=
o

Companies By State

AR g E

1
Crand Total a7

W None  41.2%
HCA 12.5%
O NY 55%
(=18 3.3%
T 3.0%
W Others  34.4%

Total: 100.0%

7. Double-click one of the slices in the pie chart to display the records that correspond to the

pie slice.

In order to return to the main screen of the report, click the grey tab in the upper corner of the

view.

8. Click the X in the upper corner of the Crystal Reports window to close the report.
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Reports

Company Report

1. Open the Companies in Oregon created earlier, click the More button.

2. Click Reports.

3. Under the General tab, click one of the Companies reports.

e e

Company Report

8/1272014

Prince Crystal Technologies, Inc.

1% Susmisa Typa: Other Far Frofit

amr- 5776 South Lakeshore Lane
Portlanc, OR 97201

3979 Bixtwy Streel
Convalls, OR 95985

Carparzte Member
&/1/2007

58236

i $0.00

Comments:

5.10
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Creating Mailing Labels with Crystal Reports

1. Open the Persons in OR view created earlier.
*  This can be done with views in other services as well
2. In the view toolbar, click the More button. Click Report.
3. Click the Labels tab.
4. Select Avery 5161 Label and click Finish.

» Using a printer with the Avery 5161 Label sheets, the labels can be directly
printed from the Crystal Report window.

* Alternatively, a user could export the report to another format by clicking the

Export button.
i & 4 A )=1a... # Lo |7 100% |
%J Main Report |

SABRINA LEWISPRINGE CRYSTAL 9 GRIAN REEVESULWC MICROPOLISH DMSION 83 EDWARD SATESTHE 515 CHEESE ]
TECHNOLOGIES, INC. 339 Sllver Canyon Sireet 39 Jefirson Way Sue

5776 Saum Lakeenare Lane 13 RORTLAND OR 7201

PORTLAND OR 7201 PORTLAND OR 97201

SAER ADORUGREAT LAKES FODD MARKET 50 REGINALD LEELONEIOME AINE RECTAURANT 62 HERSERT TERRYPANCE CRYITAL !
TR Bl AL TECHNOLOGIES, NC.
ZUGENEOR 074 PORTLAND OR 87218 3776 S Lakesniove e

PORTLAND OR 97201

HERBEAT JORNSONHUNGRY COYOTEMPORTES  ANDREW JORNSONPPLM CARSMEN DISCOUNT MR ROBEAT MILLER/GREAT LAKES FOOD MARKE

STORE SOFTWARE COMPANY 2732 Baey A
City Cemer Plaza 316 Main 5L 1255 Iranwond Avanue SUGENEOR T
ELGIN R 97817 Sune 515

RORTLAND OR 97201

MICHAEL WADEULWS MICROPOLIGH DMSIONGS MAMICRAZLGARCIAJRTHESIGCAEEEE @ ATAENACARTERHUNGRY COYOTEMPAORT &
33 Siver Canyon Sirast 39 Jeflarson Way Sue 2 STORE

13 AORTLAND OR 97201 City Camor Plaza 316 Main 5L

RORTLAND OR 97201 ELGIN OR 7317

DAHLIANEALLONESOME PINE RESTAURANT 69 ROBERT JONERPRINGE CRYSTAL TECHNOLOEES MRS GASRIELA RODRIQUEZULING MICROPOLIBE

5 ChiFasrn Rl INC. DMISION
BORTLAND OF 97213 5776 Sou Laeshars Lane 333 Sllver Canyan Sirest
PORTLAND OR 7201 123

AORTLAND OR 37201

PAUL ROSINSONPPLM CHASMEN DISCOUNT 5 CHRISTINA JONESGAEAT LAES FODD MARKERS  VALERIE LOWELONESOME PINE RESTAURANT 63
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5. Close the Crystal Report.
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Objective

In this section, you will understand how to use the Contact Log service. Contact Logs are
used to track customer interactions throughout the Aptify system. They can be created
manually from several locations or automatically created as part of a process flow.

After completing this chapter, you will be able to:
* Understand Contact Logs
* Create a Contact Log from the:
*  Persons Service

*  Employees Service

6.1
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Understanding Contact Logs

6.2

Users can keep track of their interactions with customers by creating a Contact Log record
each time they communicate with a customer (via mail, telephone, fax, e-mail, etc.). The most
common use of a Contact Log is from a Persons record where an Add Contact Log Action
button is embedded in the Landing Page.

Users can link a Contact Log record to one or more related records in another service.
For example, a Contact Log record detailing a telephone conversation with Anthony Atkins
regarding a specific order can be linked to Anthony Atkins’s Persons record, an Employees
record, and the relevant Orders record.

The Contact Logs service also integrates with Microsoft Outlook. If an organization uses
Microsoft Outlook for email, follow-up appointments scheduled within a Contact Log record
automatically appear in the Outlook Calendar.

Users can create a Contact Log from the Contact Log tab on another form, such as the
Persons, Employees, or Orders form. When a new Contact Log record is opened from a
Persons, Employees, or Orders record, Aptify automatically adds a link to that record in the
new Contact Log’s Link tab.

Contact Logs can be auto generated by a process flow in Aptify. When an order is
shipped, Aptify can automatically generate a contact log. When a Bulk Message is sent,
Aptify can automatically generate a contact log.

Contact Logs can be routed internally in Aptify by leveraging Dashboard Views. An
embedded view in a dashboard, such as the My Contact Logs view in the Training DB’s
Home dashboard, can be very effective in alerting the logged in user as to which records
demand their attention. These views are easily built and embedded by Administrators with
direction from the requesting department. The filters on these embedded views can be very
directed by leveraging the SQL Value Statements for Views located in Appendix F of this
manual.
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Creating a Contact Log from the Persons Service

Creating a Contact Log from the Persons Service

A user can create a Contact Log record from the Persons, Employees, Orders, or Contact Log
service. In this exercise, a user will create a Contact Log record from a Persons record.

1.
2.

b

5
6
7.
8
9

Open a Persons record from the Home dashboard, Recently used Records.

Click the Add Contact Log button from the Actions menu.

ACTIONS

Send Message

Create Order

Add Contact Log

Add New Membership

View Full Record

The Contact Log displays with the Date/Time auto-generated.

In the Description field, enter Contact Log Test.
*  When running a view of Contact Logs, the contents will be a display field.
Leave the Type field set to Phone and Category set to Sales.

Change the Direction to Inbound (customer initiated contact).

Enter the last day of the current week and a time of 9:00 AM in the Date/Time field.

From the Status drop-down list, select In-Progress.

In the Assigned To field, enter End User and select.

10. In the Reason field, enter Test.

a ﬁ E; More -

Date | 01/18/2016 ~

Description Contact Log Test

Type  Phone o Creator
Category | Sales il

Direction | Inbound ~

Next Contact +
Date/Time | 01/22/2016 09:00:00 AM e
Status | In-Progress ~
Priority | Medium ~
FParent

Assigned To | End User

ppp
s b

Forward

Reason

11. Click Save.
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12. When a Contact Log is created and saved:
* Aptify auto-adds the user name in the Creator field.

* If Microsoft Outlook installed on users computer, Aptify automatically creates an
appointment (shown below) based on the info provided in the Next Contact tab.

H®S et V- Call XYZ Company with requested information - Appointment - 0O X
&£
APPOINTMENT | INSERT  FORMATTEXT  REVIEW y
7 : Q
E=—| x fq Calendar =] ki ‘.e‘_ Zshowas: [JFree 4
Save & Delete @ Forward ~ ‘APpeintment Scheduling  Online Meeting Invite Reminder: |None & “oom
Close Assistant Meeting Notes Attendees y
Actions Show Online Me... Meeting N... Attendees Optiok Zoom | A
.
Subject |Ca\| XYZ Company with requested information s |
r
Location | » -
Start time |Mon 11/8/201x | |10.m AM -| [] Al day event )/
End time |Mcn 11j4/201x | |10:3o AM v| y
4
x y
Contsct Log
296017APTFRM 4
Call X¥Z Company with requested information y
£
¥
V.

13. On the Contact Log record, select the Links section heading.

»  Two links are listed - Aptify automatically adds a link to the originating Persons
record and that person’s Companies record.

Links =

&= Baldwin, Aiesha/Danube Partners B2 Danube Partners W

14. Click Save, then Close the record.
15. Return to the Persons record.

16. Close the Persons record.
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Using the New Contact Log Entry Wizard

Using the Contact Log Wizard from the Home or Customer Management Dashboard can save
time if the user is already aware of the Person’s ID.

1. Select the Contact Log Wizard Button from the Home dashboard.

NEW ORDER WIZARD | NEW PAYMENT g NEW COMPANY w NEW MEMBERSHIP g CONTACT LOG WIZARD

2. Enter 01 in the PersonID field - this should embed Aiesha Baldwin’s record.

New Contact Log Wizard @

Select the Person you would like 1o link to the Contact Log:

PersoniD Baldwin, Aiesha/Danube Partners| am

o CANCEL NEXT

3. Click the Next button.
4. Fill out the remaining fields on the Contact Log.

New Contact Log Wizard 8

Date 01/18/2016 v
Description

Type | Phone v

Category | Sales v

Direction  Outbound

Next Contact+

Date/Time v

Status  Incomplete “~
Priority | Medium v
Parent Q‘

Assigned To Q,
Forward 0\
Reason

9 CANCEL MNEXT O EINISH

5. Click Finish.
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Contact Logs

Contact Log Spaces

6.6

Spaces is Aptify’s version of social streaming tools which acts as a gateway for users to
quickly perform common functions including creating records or assigning tasks. It provides
a way for users ot work within Aptify and collaborate with others without leaving Aptify.

There are a variety of methods for posting information and responses. In addition to enabling
users to receive relevant info via a news feed, Spaces provides the following functions:

Information can be linked or tracked to specific records or people within a post.

Users can comment on specific actions with links to related records, such as,
Tasks, Contact Logs and Topics

Comments can be made in-line as part of an existing thread, including hyper-
links, attachments and images

Posts can include text, website, images and formatting in available for font, color
and other style elements

Users can link records to a Spaces post using the Link button or by using the @ in their post.

1. Open Spaces from the Applications menu.

A

End User
Enter your update below:
J My Feed
A% Configure.. Enter: Ja

In the What are you up to? field, enter Test.
Click the @Link
Click on the displayed dropdown - select the Persons and enter Baldwin.

Select Aiesha Baldwin.

= Persons
B3 Companies
ﬂ Products
2% Committees

'i Campaigns
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6. Click Update from the lower right hand corner.

From the Actions tab, a user can create a Task, or from a feed click to select a Task, and
act on it without having to go to and open the the Task record. The Actions drop-down
list allows users to perform updates directly from a Spaces post:

* Create a new Task, assign to yourself or another employee
» Task Update (percentage complete on a particular task)
* Follow up creates a Contact Log

7. Click Action. From the drop-down, select Follow Up.

Enter your update below:
BIU Av Ov =EZ o @Lmk

&) FollowUp: Date 01/18/20160258:56PM v Description Follow Up B Test

Add: . Public v
UPDATE |§ CANCEL

8. Click Update.
e This creates a Contact Log where both parties are notified of the information.

Linking a record to a spaces post alerts other readers and provides access to that record.
Spaces includes a notification feature, located on the main toolbar, allowing users to receive
notification while working in any function of Aptify.

When something new is posted that tags a user, the alert icon (bell) will indicate the number
of current alerts.

Clicking the alerts icon displays a drop-down list of alert details. Clicking the link to a
specific alert opens the post selected. Once a post is selected, it is removed from the alert list.

Spaces provides Authorization options for specifying who can interact with the thread:
*  Public - unrestrictive
* Following - those who have a status of following your information
*  Known User - within Aptify, all known users
*  Only Me
* My Organization
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Contact Logs

Contact Log Views

6.8

Leveraging Contact Log Filters

Views of Contact Logs that leverage SQL values (see Appendix F for more examples) can
quickly present the multiple logs assigned to an employee. These views can be very effective
when embedded in Dashboards, such as the My Contact Logs view of the Home dashboard.
Below are two examples of View Properties that leverage SQL values to bring exact data

back for the logged in user.

1. Using Quick Search, find and select the My In Progress Contact Logs view.

2. Open the properties of the view (Gear button).

This view’s results displays contact logs with an In Progress status for the logged in user.

View Properties .8.

View Properties
Mame | My In Progress Contact Logs

View Type | List View

Filters =

OELOE

£« Contact Log || Assigned To || Exactly Matches || EMPLOYEE_MWAME

t=« Contact Log || Status || Exactly Matches || In-Progress

1. Using Quick Search, find and select the My Recent Contact Log Activity view.

2. Open the properties of the view (Gear button).

View results displays contact logs over the past 30 days assigned to the logged in user

View Properties 8

View Properties
Name My Recent Contact Log Activity

View Type | List View

Filters +
COmom
€=« Comtact Log || Creator || Exactly Matches | | SUSER_NAME
£+« Comtact Log || Date = TODAY-31
€=« Comtact Log || Date = TODAY+1
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Contact Log Base Views

Utilizing Base views is also an effective method for presenting Contact Log data for analysis.

Contact Logs can be linked to any Service through the Linked section of a Contact Log.
Viewing the associated Contact Logs to a Person or Company while being able to leverage

multiple fields from a Persons record can be done by using the Find Contact Log - Persons
(Base View).

1.
2.

From the Quick Search, enter and find the Find Contact Log - Persons (Base View).

Enter End User in the Employee prompt.

Observe the Results.

As Base View - results show multiple fields from the Persons and Contact Log services.

Find Contact Log - Persons (BASE VIEW)

PersonID: | Last Name: | <[ ast Names Company. | «Company> Deseription:  <Deseription> TYDE: | <Types
Category.  <Category> Status: | <Statuss Priority.  epriority> Employee:  Eng User m
2B 0 CQ More
PERSO... LASTN.. FIRSTN.. COMPANYw  CLDATE CLDESCRIPTION CLT.. CLPRL. CLSTAT.. EMPL.. CLCATE.. ADDRESS cIry ST.. ZIPC.. PHONEAREA..
05/10/2.. Busness
T8 Miller Dalton QUICK-Stop 06:18:54  Request for Meeting Registration packet.  E-mall  Medium  Incomplete EndUser Sales ”d;re;s Cure.. 01307
AM o
0510/2.. . "
Danube . Billing dispute regarding membership In- Business Palo N _
Baldwin  Aiesha 06:09:28 Phone  Medium EndUser Sales CA 94301 630
Partners i dues. Progress Address Alto
6.9

Aptify End User Training Manual



Contact Log Views Contact Logs

6.10 Aptify End User Training Manual



tity”

Flexible Enterprise Software

Chapter

/ Case Management

O DJCHIVE . v eutietieieeieeie et et e it e et e et e sete st estaesteeste e st esseesseesseasseasseasseassesssesssesssesssesaasseans 7.1
CIEALING CASCS ..veuvierreerieiiereereereeteatesetessaesseesseesstesseesseesseassessseassesssesssesssesssesssesssessenns 7.2
CASE VIBWS ..niiiitieiiete ettt ettt ettt ettt ettt e et e e et et e e st e s et en e et e beeteest et e teeneeneeneenenne 7.4

Objective

Users will be able to:
¢ Create Cases

» Track Cases from inception to conclusion

Overview

Case management enables organizations to track their customer’s inquiries regarding long
term requests or issues and track the resolutions provided. Individual Cases track incidents or
tickets and are given a unique record. This enables each customer issue to be tracked and
monitored through its history. Which in turn supports the creation of detailed customer and
case data centric Views and Reports.

Some common instances where Case Management is used:
*  Track Initial Customer Inquiries
* IT Help Desk
*  Customer Support requests and Ticketing
» Sales Inquiries
*  Peer review
»  Ethics violations

* Long term projects

7.1
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Case Management

Creating Cases

7.2

[a——

A e I A o

Click the Case Management Application.

In the Summary field, enter Test.

Click on the New Case button from the dashboard button bar.
In the Title field, enter XYZ Case.
In the Status field, enter Reported. In the Priority field, enter High.

In the Category field, enter Finance. In the Type field, enter Complaint.

In the Company field, enter the name of XYZ Corporation which submitted the case.

In the Contact field, enter the name of your person (or a persons ID #).

Note the Date Reported and Started fields default to today’s date.

10. In the Source field, specify the source of the case as External.

11. In the Manager field, enter a persons ID #.

12. In the Type of Assignment field, enter Internal.

. Case Management

B B

Parent
Status
Category
Company
Contact

Summary

General =

Timeline

B 9
XYZ Case

Reported

Finance

XY¥Z Corporation

Baldwin, Aiesha/Danube Partners

Test

Date Reported | 01/18/2016 W

Est. Start Date e
Date Started | 01/18/2016 Y
Est. Completion Date b
Date Closed hd
Clasure

Closed By Q

Result v
Reason Q,

. Mew Cases Record

More w
o,
“ Priority | Low L
“ Type | Complaint o
o w
am
Source | External 0\ ]
Reviewed By Q,
Manager John Samuels O\ ﬁ
Assignment
Type of Assignment | Internal W
Date Assigned Internal hd
Primary Internal Assignes Q,
Primary Assignee Role v
Date Assigned External hd
External Company o,
External Contact Q,
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13.
14.
15.
16.

17.
18.
19.
20.

Click the General tab, select Details.
In the Recorded By field, confirm your name (or End User).
For the Case Report Method, select Phone.

Click Save. Now more options are available from the General drop-down list.

Details
Case Report Method | Web ~ Auto Updated Manager
Auto Updated Primary Assignee
Recorded By End User o m Auto Updated External
Date Recerded | 01/18/2016 e Did Not Know #
Date First Responded bl
Alternate Contact Name Phone

Description

Special Needs

Click the General drop-down, select Contact Log.
Click on the New Contact Log button.
Enter a Contact Log Description.

Click on the Links area - observe the Linked Case.

B B B 9 4O More ~

Date | 01/18/2016 v

Description  Case Contact Log|

Type | Phone L Creator
Category | Sales “w
Direction | Qutbound S
Links

21. Save and Close the Contact Log.

22. Observe the Contact Log that was created.

23. Review the remaining sections of the Case record.

24. Save and Close the Case record.
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Case Views

1. From the Quick Search, enter and find the Find Cases (BASE VIEW) view.
2. Enter Danube in the Company prompt.
3. Observe the Results.

¢ As Base View - results show fields from the Persons and Cases services.

Find Cases (BASE VIEW)

Person ID: | g Person: | «person= Company. | panube

Status: | esiatuss Case D m

; A u m c al More v

DATE STARTED CASEID COMPANY  PERSON CASETITLE MEMBER TYPE CASE CATEGORY
. - Danube . . X
12/30/2015 3727 Ajesha Baldwin  XYZ Case Member Finance
Partners
. Danube : : :
01/18/2018 3728 Ajesha Baldwin  XYZ Case Member Finance
Partners
. Danube . . X
09/30/2009 1690 Alexander Neal  Service Request Finance Student Member Finance
Partners
. Danube . . .
05/05/2009 1695 Alexander Meal  Compliment Meetings Student Member Meetings
Partners
4 . Danube i ) X
12/10/2008 1700 Part Alexander Neal  Service Request Finance Student Member Finance
artners
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Objectives

In this section, users will use the Committee Management application and will be able to:
e Create a Committee record
¢ Create Committee Terms
* Add members to committee terms

* Assign titles and ranks to committee members

Overview

Aptify’s Committee Management application provides diverse functionality to address the
varying committee structures of an organization which may focus on specific tasks or events.
The committee may be designed to operate for one function for a short period of time, such as
organizing a corporate event, or it may be a long-term project that operates indefinitely.
Additionally, committees may be organized into sub-committees.

The Committee Management application revolves around three interacting services.
* Committees - tracks overall information about committee and its purpose.

* Committee Terms - tracks information specific to the scope of the particular term:
Goals, Dates, Accomplishments, Meetings, Notes, etc.

¢ Committee Members - tracks the Persons that are Members and have Roles in the Com-
mittee as well as the Dates and Acccomplishments of their tenure.

In Aptify, members are associated with the Committee Terms record, which requires each
committee to have at least one committee term linked to it.

Note: If a user’s organization does not use Committee Terms, they still would create one
Committee record and one Committee Term for each Committee.

8.1
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Creating a Committees Record

A committee record is created once for each committee, then committee terms records are
added each term/year, linked to the main committee record. It is rare for a Committee record
to be accessed once it is created; most interaction surrounding Committees happens at the
Term or Member level.

1. Click the Committee Management Application.

2. From the Committee Management dashboard, click the New Committees button.
3. Inthe Name field, enter XYZ Committee (XYZ= your initials).
4

In the Organization field (which ordinarily would be your organization name), enter an
ID number of 1, press Tab to auto-fill.

5. From the Committee Type drop-down, select Governance.

6. Note that the record defaults to the General tab. Click to see options not yet available.
7. The Coordinator field requires an employee name; Type End & select End User.

8. Leave Description and Goals blank - normally these would contain extensive text.

9. From the Reach drop-down list, select National.

10. In the Date Founded field, enter a date [Eleven months prior to today’s date].

e XYZ Committee (ID: 4)

lﬂ & |':'3 -Tl- c 4 More -

Name  XYZ Committee

Parent

pp
=l &

Organization | Sampco Holdings, Inc.

Commitee Type  Governance

{

General -

Coordinator | End User

Description

Goals

Reach | National

Date Founded | 01/30/2014

Active

11. Click Save.

12. Click the General tab and note other tabs now active.
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Creating Committee Terms

The Committee Term records tracks the terms of different committees and their information.
A term would be the length of time the committee is in session for a year, or other period.
Members are designated on the Terms Record.

1. On your Committees record, General tab drop-down, select the Terms tab.

2. Click the New Record button in the toolbar.

Terms -«

Terms of XYZ Committee

:’ A B m (= L More +

* A new Committee Terms record appears. Note the record name at the top.
*  Aptify automatically fills in the Committee field and the Start Date.
3. In the Name field enter 2015 XYZ Committee Term.

*  Most Prompted Views use Begins With as an Operator - it is much easier to
query Terms if they contain the beginning year at the start of the name.

4. In the Director field, enter ID #01 (Aiesha Baldwin)
5. Enter the Start Date as [Eleven months prior to today’s date].
6. Enter the End Date as [One month in the future from today’s date].

@ 2015 X¥Z Committee Term (ID: 48) 3

B B B W c . More ~
MName | 2015 XYZ Committee Term
Committee | X¥Z Committee Q |}
Director | Baldwin, Aiesha/Danube Partners o W
General -
Start Date | 01/30/2014 ~
End Date | 01/31/2015 ~

Term Email

Goals

Accomplishments

Summary

Allow Duplicate Members

7. Click Save and Close. A term record must be saved before members can be added.

Note: If checked, Allow Duplicate Members will enable users to be added a second
time if dropped from Term or enable users to be listed under multiple roles.
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Committees

Adding Members to Committees

Members can be added to a term in three ways: from a Terms Record, a view or a

Persons record.

Adding Members from the Committee record

1. From the Terms Record, click the General tab; select Members.

General =

J,»’f General

== Meetings

Nominees
Active Members
 Inactive Membe

@ Attachments

rs

2. Click New to create a new terms Member record.
3. Inthe Member ficld, enter ID #01 (Aiesha Baldwin)
4. In the Title field, enter Director. (Optional - possibly Designation)
5. In the Role field, enter and select Chair.
6. Click to select the checkbox, Voting Member.
7. Click OK.
Committee Term | 2015 X¥Z Committee Term
Member | Baldwin. Aiesha/Danube Partners O\ ﬁ
Rank 0
Title Director
Role | Chair o m
Voting Member
Region
Start Date | 01/30/2014 e
End Date  01/29/2015 o
Goals
Accomplishments
Summary
[ ok anoNew Jf ok |

8. Observe the line item under the Members section for Aiesha Baldwin.

8.4
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Adding Members from a View

Using a view of persons, one or more members may be added to a committee term.

1.

Click to run the San Francisco Student Members view from Favorites.

2. Click the More dropdown; select Add Persons to Committees Wizard

More v

Record History

Export to Excel
Reports

Add To List

Add View To Favorites
Auto-Resize Columns
Messaging

Entity Bulk Operations Wizard

I Add Persons To Committee Wizard I

Add Persons To Campaign

3. The wizard guides the user to add selected person(s) as a member or nominee, and to
which terms. Click the drop-down arrows to see the choices, but leave as is.

Add Persons To Committee Wizard @

This wizard allows you to add the selected persons from the
view to one or more cemmittee terms. Select if you want 1o add
the person(s) as a member or a nominee and then select the
filter by which to view the available commitiee terms.

Add Person(s) As | Add Person(s) As Member v

Committee Terms | Current Committee Terms W

e CANCEL BACK

NEXT

4. Click Next.
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Committees

5. Select the left checkbox for the XYZ committee name.

6. Click to select the checkbox for Voting member. If that field is not showing, expand the

wizard screen to show the far right side.

Add Persons To Committee Wizard @
Zele nittee Term
Select Committes Terms
SELECTED 1] COMMITTEE TERMS
49 XYZ Committee | 2015 XYZ Committes C
1 1-1of 1items
o CANCEL BACK EXT @ Fnst

7. Click Finish.

Adding Members from a Persons Record

1. Open a Persons record off of Recently Used records (one not on the term already).

2
3.
4

Under the Actions menu, click the View Full Record button.
Click the Contact dropdown; select the Committees section.

Click the Add to Committees button.

Committees «
ADD TO COMMITTEE

~
) }
S66
567

568

B T C ==

NAME

2000 Audit Committee

1999 Audit Committee

2007 Audit Committee

More -

VOTING MEMBER

Click Next.

A P A

Click Finish.

8.6

The following screen displays the Add Persons to Committee Wizard.

Click to select the checkbox left XYZ Committee, as well as
Click Voting Member.
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Editing Member Information

1. Click on the Committee Management Application

From the Dashboard - select the 2015 XYZ Committee Term
Click on the General - Members section

Double click on Aiesha Baldwin’s record

In the Rank field, enter 1.

A

In the Region field, enter Northeast.

Committee Term | 2015 XYZ Commities

Member | Baldwin, Aiezha/Danube Partners QN
Rank 1
Title Director
Role | chair 0\ m

Voting Member

Region Mortheast

Start Date | 01/30/2014 W
End Date | 01/01/2017 W
Goals

Accomplishments

Summary

(=) [ (===

Note: Users can also create Nominees under the Nominees tab of a Term. This enables
users to track nominations either emailed/called in or submitted via the web site by
members. Users can then use the Add Persons To Committee Wizard to add the se-
lected Members from among a view of Nominees to a Term.
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Committee Views

1. From the Quick Search, enter and find the Find Term Members (BASE VIEW) view.

2. Enter 2015 in the Term prompt.
3. Observe the Results.

¢ As Base View - results show fields from the Persons, Committee, Terms, and

Member services.

Find Term Members (BASE VIEW)

Term: | 2015

NAME/COMPANY

Baldwin, Aiesha/Danube
Fartners

Jackson,
Wainwright/Let's Stop N
Shop

Byrd,

Quillan/Cottonwoed
Taping Systems

Walker, Andrew/Bechtel
Group, Inc.

Lowe, Mason/Let's Stop
N Shop

Last Mame, FIrst | <] ast Mame, First Name>

A 7 B W C &

COMMITTEE NAME

XYZ Committee

XYZ Committee |

XYZ Committee |

XYZ Committee |

XYZ Committee |

Mame:

More =

TERM

2015 XYZ Committes

Term

2015 XYZ Committee

2015 XYZ Committee

2015 XYZ Commitiee

2015 XYZ Committee

Company. | «Company=
TERM MEMEBER STAR... TERM MEMBER END ... TERM...
01/30/2014 01/29/2015
01/30/2014 01/01/2007 Member
01/30/2014 01/01/2017 Member
01/30/2014 01/01/2017 Member
01/30/2014 01/01/2017 Member

4. From the Quick Search, enter and find the Find Nominees (BASE VIEW) view.

5. Enter 2014 in the Term Name field.
6. Observe the Results.

¢ As Base View - results show fields from the Persons, Committee Terms, and

Member services

Find Nominees (BASE VIEW)

Term Mame: | 2014

Committee Name:

; A u m at Mare +
(1] NAME
47 2014 Standards Committee
47 2014 Standards Committee
47 2014 Standards Commitiee
47 2014 Standards Committee
47 2014 Standards Committee

<Committee Name=

Nominee:

<Nominee=

MEMEBER

Pintaro, Jessica/Ottoman

Harris, Madison/Frankenversand
Miller, Nadia/Franchi S.p.A.

Wade, Pamela/Galeria del gastrénomo

Ericson, Querida/Godos Cocina Tipica

8.8

Aptify End User Training Manual



tity”

Flexible Enterprise Software

Chapter

9 Products & Inventory

O DJECEIVE ...ttt ettt ettt ettt ettt s e st te s ae e s bt e bt et e e teeneeenbeeabeenseensesatesaeesneesneenseeseens 9.1
Understanding PrOQUCES........c..ooiiiiiiriininiiieteeneneete ettt et 9.2
Creating a New Products Record.........ccceeviiiriiiiiieiieiieiece ettt 9.3
Understanding PriCING ........cceoveriiiriiiininieteeeseeeee ettt 9.5
Adding Prices t0 @ PrOAUCE .......c.oooiiiiiiieeieeieee ettt e 9.6
Creating a Related Product Prompt ..........ccccoeviiiiiiiiiiiiieeteceeee e 9.8
INVENLOTY ODJECLIVES. .....eiieieriieeiieiieiteie ettt ettt sttt sttt e st et e bt ebeenteenteeaneeanes 9.9
Creating an Inventory LoCatioN ..........ccoecuiviiiieiienieierie ettt 9.10
Creating a Product Inventory Ledger .........ccoeoeiiiriiiiiiierieceeeeeeeee e 9.11
Creating a Product Inventory Ledger Entry ..........cccccveviveviieieniiniirienieseeeee e 9.12
General and PrerequiSites SUD-tabs ........cccccvevierierieiieieee e e e e 9.14
Creating @ Kit PrOQUCE ......cocvieciieiieieeie ettt b et enaessnesnnesnne s 9.16

Objective

In this lab, you will add products to the Aptify system. This includes:
¢ Understanding products
* Creating a new products record
* Adding prices to a product
* Creating a Related Product Prompt
* Creating an Inventory Location
* Creating a Product Inventory Ledger
* Creating a Product Inventory Ledger Entry
* Creating a Kit Product
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Understanding Products

Product Types

Aptify groups similar products together based on required functionality. Basic products use a
General type designation. Extended products use a name-specific designation.

All Products fit into these 6 General and Extended Types:

General

Publication

Meeting

Expo

Housing

Class

Publication, Meeting, Expo, and Housing are all Extended Products Types. When a user
specifies a product type other than General on a Products record, Aptify automatically adds
an extended product tab to the Products form. For example, when the Publication product
type is selected, a Publications tab appears on the Products record. Extended order detail
forms are defined for products with product types of Expos, Meetings, and Housing.

Product Categories

Product Categories group similar products together and are configured by administrators.
Users can create a product hierarchy of categories and sub-categories. General Ledger (GL)
Accounts are also linked to new products in a category and auto-generated on a product when
that Category is designated. This enables a simplified product setup.

Aptify's sample database includes several predefined product categories. An organization
should create new product categories as necessary based on its particular product/service mix.
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Creating a New Products Record

Creating a New Products Record

Sl

5.

Select the Product Maintenance Application and note the dashboard buttons and views.

Click the New Products Record button on the dashboard. .

In the Name field, enter X¥Z Product (where XYZ are your initials).

In the Category field, enter Publications. Press Tab.

*  Note that the Publications Type was automatically entered for the user. Aptify
will automatically set the type of product as it relates to the category selected.

¢ A Publication tab is now active

o XYZ Product (ID: 9922) X

More -

B R R OC

Name XYZ Product

Category | Books/Publications

Type | Publication

o @
4+ HR

Parent Product

Publication =

General =

Puhlisher QB

Date Written hd
Date Copyright
Date Published hd

ISBN/ISSN

No Photo
Available

Click Save.

¢ Once arecord is saved, other tabs are available.

GL Accounts Tab

Select Accounting > GL Accounts from the Product section drop-down.

1.

2. Observe the six GL Accounts listed.

»  These accounts flowed down from the Product Category that was initially saved.

Aptify End User Training Manual

9.3



Creating a New Products Record Products & Inventory

9.4

Web enabling
1. Click Publications to sclect Web, sclect General.
2. Note the options available to make the product available via a website. Web Enabled
must be checked, then the product description, images, etc. can be specified.
3. Click Web>General to select Long Description and Download Details for further infor-
mation that can be configured.
Inventory Tab
1. Under the Publications drop-down, select the Inventory tab.
2. In the Require Inventory box, click to check active.
3. Inthe Re-Order Qty. field, enter 100.
4. Inthe Minimum Stock field, enter 500.
5. Click Save.
Inventory =
Quantity On Hand 0 Quantity Shipped 0
Quantity Reserved 0 Quamtity On Order 0
General =
Re-Order Qty. | 100 Ave, Lead Time 0

Minimum Stock 500

Motification Employee Q
Default Inv. Location QB

Require Inventory
Calculate COGS

Cost Method | Average W

Include In Shipping Calc.
Drop Ship

Make Internally
Requires Fulfillment

Allow Backorders

Note: Checking Requires Fullfillment prevents the current product from being auto-
shipped at the time of purchase whether by a phone or web based order.

If a user desires a product to be delayed between the time it is ordered and the time it is
shipped, perhaps due to a review cycle or inventory concerns, check this box.
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Understanding Pricing

Users can specify multiple prices to target specific audiences:
Member-based pricing
Can specify different prices for members and non-members
Date-based pricing (Early Bird specials)
Set prices based on Order date
Quantity Discounts
Provide discounted prices if customer orders specified number of units or above
Combination of multiple pricing features
For example, an early bird special for members only
Multiple Currency

The Order Entry System automatically selects the correct price based on membership of the
persons/companies record, order date, and/or order quantity.

Pricing Can be set at three different levels:
. Organization
. Employee
*  Product

Setting permissions on the Organization level gives all of its employees the ability to
override the configured price(s), select a price from a list of available prices, or allow the
product to be given to a customer/member for free (price = $0). Organization-level permis-
sions take precedence over the Employee and Product permissions settings. (Once a user has
enabled these permissions for the entire organization, all users will have these abilities
regardless of the individual Employee and Product settings.)

If a user wants to set permissions on an Employee-by-Employee basis, enable Order Entry
Permissions only for specific Employees and leave these settings disabled for the Organiza-
tions and Products records.

If a user wants to set permissions on a Product-by-Product basis, enable Order Entry
Permissions only for specific products and leave these settings disabled for the Organizations
and Employees records.

A user can also utilize the Employees and Products permission sets in conjunction (the
Employee setting takes precedence over the Product setting). For example, a user can enable
these Permissions on Employees records for managers so they can override the price of any
product (while leaving these Permissions disabled for non-managers). Then, a user could
enable these permissions for specific products whose prices non-managers can override and
leave them disabled for products that non-managers cannot override.
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Products & Inventory

Adding Prices to a Product

Each product can support multiple prices based on membership type, order quantity, and/or
other order characteristics (such as those identified by a filter rule). Then, when taking an
order, Aptify automatically applies correct price based upon the characteristics of the order.

Follow these steps to setup pricing for the product created in Exercise 1:

1.

A

7.

9.6

On your X¥YZ Product record, select the Prices>Pricing Table tab.

Click New to open a new Prices record.

In the Name field, enter Member.

In the Price field, enter $100.00

From the Member Type drop-down list, select Member (if not already selected).

From the Type drop-down list, select Base Price.

Minimurm Quantity

Maximum Quantity

General -+
Mame Member
Price | $100.00 Includes Tax Default
Member Type  Member hd
Include Sub-Member Types
Type Base Price “ | % ofBase 0
Start Date b End Date el

Pricing Rule Q,
Currency Type | US Dollar S m
Derived From Currency Q,
Description
DK AND NEW m CANCEL
Click the OK button.
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Adding Prices to a Product

8. Note how the Member Price record appears under the Prices > Pricing Table section.

Prices = Pricing Table =

EIESEE] + +«

MAME

Member

v =

FRICE

5100.00

9. Click the New button to create another price record.

10. In the Name field, enter Non-Member.

11. In the Price field, enter $0.00.

12. From the Member Type drop-down list, select Non-Member (if not already selected).

13. From the Type drop-down list, select Percent of Base Price.

14. In the % of Base field, enter 200.

Prices record

General -

Mame Mon-Member
Price | $200.00

Member Type  Mon-Member

Include Sub-kMember Tvpes
==

Includes Tax Default

A

Type Percent Of Base

A

% of Base 200

Start Date
Minimum Quantity 0
Maximum Quantity 0
Pricing Rule
Currency Type  US Dollar
Derived From Currency

Description

e

End Date b

[ oxanpnew J o | cance |

15. Click OK to save.

* Note: the two price records are now linked to the Product record.

* By choosing Base price for the Member and Percent of Base for the Non-Mem-
ber the user can control future price changes by only editing the Base Price.

Note: Filter Rule records can be set up to cross reference specific areas/services to set
a particular price. Discounts can be tied to the amount of Continuing Education Cred-
its a Bill To Persons has or to number of Classes taken in a particular year.

Aptify End User Training Manual
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Creating a Related Product Prompt

9.8

A Related Product is an additional product that is leveraged as an accessory or a cross-sell
product. The related product prompt will appear as pop-up in the E-Business web site when
an order is placed online.

Example: when someone is registering for a class, they might be
interested in purchasing a discounted textbook.

L.

2
3
4,
5
6

From your XYZ Product record, select the Details >Related Products section.
Open a new Related Products record.

In the Related Product hyperlink field, enter Financial Planning

In the Product Relationship Type field, enter Accessory.

In the Start Date field, enter today’s date (Leave the End Date blank).

In the Prompt Text field, enter Financial Planning available.

Related Products record

General =

Related Product | Financial Planning

J e
|

Product Relationship Type | Accessory
Active

Start Date | 01/01/2016 s

End Date hd

Auto Prompt Qperator

Prompt Text  Financial Planning Available.

Web Prompt

Web Prompt Text

() [ [z

7. Click OK.

*  When an order is taken for XYZ Product later in this class, a pop-up dialog box
will appear informing that there are related products available.

8. Save and Close the XYZ Product record.
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Inventory Objectives

When users check the Require Inventory button under the Products, Inventory tab, they
MUST set up (or no orders can be taken) and understand:

e Creating an Inventory Location (IL)
*  Creating a Product Inventory Ledger (PIL)
*  Creating a Product Inventory Ledger Entry (PILE)

How Aptify tracks inventory

*  Optional on a per-product basis

*  Membership Dues usually do not have inventory but can, if the number of avail-
able memberships is limited

* Inventory is stored in multiple warehouses and transferred between as necessary

* Inventory records are configured by the organization’s Accounting department

3 Services related to Inventory Management:
Inventory Locations (ILs)

» Inventory Location is the location wherethe physical product(s) is housed; can be
a storage bin, pallet location in a warehouse, closet, cube, etc.

*  For meetings it would be a block of seats available in the meeting room - BUT
Inventory is auto-generated by the Meeting copy wizard and should NOT be set
up with this method.

Product Inventory Ledger (PILs)

*  Product Inventory Ledgers are the ledgers for each product that the Inventory
Location contains. These Ledgers are used to track the inventory transactions
created in the PILES.

*  Product inventory ledgers (PIL) are records that track inventory activity for a par-
ticular product. Every product must have it’s own product inventory ledger. Led-
gers are only created once at the creation of a product.

Product Inventory Ledger Entries (PILEs)

*  Product inventory ledger entries are the (PILEs) are the individual inventory
transactions that track inventory in/out of the ledger there are FOUR types:

Purchase: for adding new inventory
Transfer: for moving inventory between locations
Adjustment: for making corrections or for returning inventory
Batch: Removes shipped units from inventory

* Automatically generated during batching process

* FEach PILE is tied to a PIL - a saved PILE cannot be modified
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Creating an Inventory Location

9.10

[a——

Click on the Product Maintenance dashboard.

Click on the New Inventory Location button from the dashboard button bar.
In the Name field, enter XYZ Warehouse (XYZ = your initials).

In the Organization field, enter Sampco Holdings.

Leave Type set to Bin and Status set to Active.

In the Max Units field, enter 5000.

In the Replenish Level field, enter 500.

In the Replenish Quantity ficld, enter 500.

A e I

In the Manager field, enter John Samuels (this links to the Employees service).

10. Click Save.

General =
Mame | }¥Z Warshouse
Description
Organization | Sampco Holdings, Inc. 0\ W
Type EBin W Status | Active W
Max Units 5000 Weight Units | Pounds W
Replenish Level | 500 Max Weight 0
Replenish Quantity | 500 Linear Units | Inches “
Height 0 Width 0
Depth O
Allow Direct Fulfillment
Replenish Source O\ ]
Manager  John Samuels O\ ||
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Creating a Product Inventory Ledger

A Product Inventory Ledger (PIL) is created to manage and track inventory. Each product for
which you track inventory must have a Product Inventory Ledger assigned to it.

1.
2.
3.

On the Inventory Locations record, click the General drop-down.
Select Product Inventory Ledger.

On the far left, click the New record button (creates a new Product Inventory Ledger
record).

* Aptify fills in the Inventory Location field automatically since this record was
opened from an Inventory Location record. A new Product Inventory Ledger
record can be opened directly from the Product Inventory Ledger service.

In the Product field, enter XYZ Product.
Click Save.

Note that the Product Inventory Ledger Entries tab is now active:

Product | Y7 Product 0\. ﬁ
Inventory Location | Sampco Holdings, Inc./XYZ Warshouse 0\ m
Comments

Product Inventory Ledger Entries =

Product Inventory Ledger Entries Records Linked To This Record

; /z a m C Q) More =

D PRODUCT INVENTOR...  PRODUCT INVENTORY LEDG... DATE
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Creating a Product Inventory Ledger Entry

Use Product Inventory Ledger Entries (PILEs) to add, transfer, or remove inventory from
different locations.

1. On the Product Inventory Ledger record created previously, select the Product Inven-
tory Ledger Entries Details drop-down.

2. Select Product Inventory Ledger Entries.
3. Click the New record button.

*  Aptify auto-fills the Product Inventory Ledger field since this record was opened
from a Product Inventory Ledger record. A new Product Inventory Ledger
Entries records can be opened directly from the Product Inventory Ledger Entries
service.

4. In the Description field, enter Add 1000 units.
5. In the Quantity field, enter 1000.
6. In the Unit Cost field, enter $20.00.

General =

Product Inv. Ledger | XY Z Product-X¥Z Warehouse

Original PILE

Description | Add 1000 Units

Date | 01/19/2016 Type | Purchase

Quantity 1000

Unit Cost 520000 Currency Type US Dollar

Quantity Balance Emtry Oty. Balance

7. Click Save and Close - For the PILE, PIL, and the IL.
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Creating a Product Inventory Ledger Entry

8. Using Quick Search, find and open your X¥Z Product record.

9. Click to open the Inventory section of the record.

10. Notice that the Quantity On Hand field reads 1000.

B B B

Parent Product

Inventory -

Mame  X¥Z Product

Category | Books/Publications

Type | Publication

More =

© C

[ o

% 3 No Photo
Available
Q,

Quantity On Hand 1000

Quartity Shipped 0

Quantity Reserved 0

General =

Motification Employee

Default Inv. Location

Re-Order Qty. 100

Minimum Stock 5|:|g|

Quantity On Order | 0

Ave. Lead Time 0

Q,
Q,
Require Inventory
Calculate COGS
CostMethod | Average e

Include In Shipping Calc.
Drop Ship

Make Internally
Requires Fulfillment

Allow Backorders
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General and Prerequisites Sub-tabs

9.14

Two additional areas that are useful for product configuration are the General and Prerequi-
sites tabs found under the Details tab.

Details - General Tab

The Details - General tab contains additional information that can be stored, linked, and
configured for the product - the most useful of which concerns Order Lines generated by
purchasing a product.

1.
2.

3.

Click the Details > General section.
Select the Open Order Line on Add checkbox.

*  Checking this box automatically opens up the Order Line on an Order form when
Add is clicked (the product is added to order).

*  Feature useful when additional information required on an order:
*  Separate shipping info
*  Booth configuration and/or registrant information
* Class or Meeting registrant information
Select the Allow Description Override checkbox.

*  This feature enables users to type over the Product Description that is auto-added
when a product is ordered.

o Useful if particular instructions are needed regarding a particular product on a
specific order.

Details = General -

Topic S
Code
Organization
Committes

Prev. Version

Base Product | X¥Z Product

Chapter Assignment Rule e

L ppPpPp

Order Line Description

Crder Line Ficlds

Open Qrder Line on Add

Allow Description Override
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Prerequisites Tab

Prerequisites enables users to set up requirements for a product, for example, clients will
only be able to order a product if they meet the prerequisites specified under this tab.

This is most widely used in Aptify for Classes under the Education module. It is used to set
up class curriculum order for the sequencing of classes and is the ONLY place in Aptify this
can be set up in non-direct coding process.

1.
2.
3.

b

v =N

Click the Prerequisites tab.
Select the Require Prerequisites check box.

Observe the Prerequisites Failure Message - these boxes communicate the exact failure
message that will display as a result of a client ordering the product that does NOT meet
the prerequisites.

* Failure messages are linked via Aptify Culture Strings which are created by
Administrators. These can easily be created to reflect the desired message.

Click the Prerequisites Failure Message Add button (right side) to open a blank record.

In the Name and Base String ficlds, enter Purchasee must be from the State of
to purchase. (In the blank, fill the state of the Persons record created earlier).

In the Category field, enter products, select Products.
Click Save and Close.
Click in the Service Column under the Filter Rules area.

From the Service field, select Ship To Person.

. In the Field field, enter State.
11.
12.
13.

In the Operator field, enter Exactly Matches.
In the Value field, enter the State from step 5 above.

Save and Close the Products record to activate this function; otherwise, uncheck the
Prerequisites box and close the record without saving.

Details = Prerequisites -
Require Prereguisites

Prereguisites Failure Message | State matches Massachusetts

Web Prersquisites Failure Message

[ ~o0rov JES

SERVICE FIELD

1
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Creating a Kit Product

Kits are products that contain two or more products which are sold as a bundle.

Kits often bundle complementary products to provide customers with a price discount when
compared to the cost of purchasing each product separately. Products in a kit may also be sold
individually depending on the top level item setting.

1. Return to the Product Maintenance dashboard.
2. Click the New Product button.
3. In the Name field, enter XYZ Kit Product (XYZ = your initials).
4. In the Category field, enter Books/Publications.
e The product Type should be set to General.
5. Click Save.

Assembly Tab

1. Select the Assembly section.

2. From the Kit Type drop-down list, select the Kit Product type.

3. Click the Assembly Using Inventory From Sub-Products check box.

* Notice that the Assembly functionality is now active.

a d t; c More =

Mame | X¥Z Kit Product

Category | Books/Publications Qn

Type | Publication W

Parent Product Q
Assembly =

Kit Type | Kit Product

Assemble using Inventory from Sub-Products

| new | eorr | T+

SUB PRODUCT QUANTITY % OF REVEMUE

4. In the toolbar, click the New record button to open a Parts record.
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5.
6.
7.

8.
9.

In the Sub Product field, enter XYZ Product.
In the Quantity field, enter 1.
In the % of Revenue field, enter 75.

Parts record 8

Sub Product | X¥Z Product O\ [ ]

Quantity | 1
% of Revenue 75

Comments

Click OK.

Open another new Parts record.

10. In the Sub Product field, enter Sampco Baseball Hat.

11. In the Quantity field, enter 1. In the % of Revenue field, enter 25.
12. Click OK.

Assembly -

Kit Type | Kit Product

Assemble using Inventory from Sub-Products

| new | o | T+ 42

SUE PRODUCT QUANTITY % OF REVENUE
| XYZ Product 1 75
Sampco Baseball Hat 1 25

13. Click Save.

Prices Tab

1.

2
3.
4

Click the Prices>Pricing Table. Click the New record button.
Enter XYZ Kit Product Member Price. Add a Member Price of $105 for each kit.
Click the OK. Click the New button to create a new prices record.

Enter a Non-Member Price of $210 for each kit. Click to select the checkbox to mark
this price as the Default.

Click OK. Click Save and Close (the product record).
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Product Grouping

» Setup like a Kit product. Easy way to add multiple products to an order in one operation
* Group itself is not added to an order
e Only the individual products in the group

* Products added by group can be removed from order w/out affecting other products.
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Objective

Once Aptify products, inventory, and prices have been established, an organization’s
employees can take orders from customers and/or members. In this chapter, users will have
the opportunity to work with the Aptify Order Entry system. This includes:

* Types of Orders

* Taking Orders

» Shipping Orders

* Creating a Back Order

* Canceling an Order
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Orders Overview

10.2

The Aptify Order Entry can process multiple transactions within one order. For
example, a service representative could process a new membership, register that individual
for a meeting, and sell a book all on one order with one invoice.

In Aptify, all income-generating items are classified as products. This could include booth
space at expos, meeting registrations, subscriptions and membership dues, a mug or a hat.
Aptify tracks extended information associated with these ransactions within the Product
Service/Order Entry system. Information such as the venue for a meeting, the registrants
name vs. the payees name, the electric or water needs for a booth setup, etc. can all be
included within an order line.

The Aptify Order Entry system also provides full-feature order and payment processing for
the following features and capabilities:

» Aptify automatically pulls billing and shipping address information from
customer or company records when Orders are shipped, ensuring accuracy and
saving order processing time.

e Pricing information is automatically pulled from a Products record. Each
product can be configured to have multiple pricing options, which can be associ-
ated with different marketing campaigns/member/customer types. The Order
Entry system has logic that automatically selects the best price each customer or
member is eligible for, and enables price overrides with appropriate permissions.

o Aptify tracks deferred income and automatically generates scheduled transac-
tions over a given time period to recognize the income as it is earned. Income
from certain items, such as membership dues and subscription orders, is earned
over time and therefore should not be entirely recognized at the time of the order.

¢ The Order Entry system automatically creates back orders for products that
are not currently in stock. The shipping status for regular and back-ordered items
is maintained separately so that partial orders can be shipped and invoiced.
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Ordering a Product

This section provides hands-on experience ordering a product and understanding the three
distinct areas of the Order form: Addressing, Order Lines, and Payments. This example
involves ordering a product from a Persons record - Orders could also be processed using:

» E-Business (Aptify’s default web site)
* New Order wizard

*  Companies record

Addressing

1. Using Quick Search or Recently Used Records - Open up your Persons record.
*  The record created in Chapter 3

2. From the Actions menu - select the Create Order button.

3. New Orders record displays. Aptify automatically fills in fields, including:
e The Ship To information (Name, Company, Address, etc.) s
e The Date field with today’s date

4. Click the Additional Addresses button (middle screen - small icon).

*  Clicking this button displays a drop-down list that contains ALL selectable
addresses associated with the Person and the Company.

5. Select Ship To Home Address to use the address added to the Persons record’s
Addresses tab in a previous exercise.

e Ship To address information changes to the Home address. the same address
information added to the Ship To section is added to the Bill To section.

6. Users can specify different Bill To information by removing the check mark from the
Billing Same As Shipping box and editign the Bill To information.

9 New Orders Record X

BR Ao More v
Order Entry - Danube Partners
Customer v
Order Date | 01/13/2016 v | Grder Party: Company Orcer Addresses
. - Ship To Address w .
Ship To | Baldwin, Aiesha/Danube Partners onm
i - Line 1 910 Southwest Union Avenue
Ship To Cempany | Danube Partners on
Billing Same as Shipping Line2
Line 3
Bill To | Baldwin, Aiesha/Danube Partners
City, State ZIP Palo Ao Ca | 94307
Bill To Cempany | Danube Partners
County Santa Clara

Customer Type: Corporate
Member/Member Country United States v Bad Address

Campaign on
v

Ship Type | 1.S. Mail

Ship To Phone (v

1 |650 7509187 X
Order Source | Walk-In v
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Ordering a Product Order Entry

Order Lines
1. In the Find Products field, enter your XYZ Product, and press the Tab key.
* If more than one product - double click to select, otherwise field will auto-fill.
2. The Quantity field defaults to 1. (Editable if needed)
3. Click the Add button (right of Quantity).
¢ An Order line is added to the form for 1 unit of the XYZ Product.

Order Lines -

Quantity 1 Qty Avail: I O DELETEALL
Extended

{4 X¥Z Product (ID: 9922) - Quantity Price Discount
o Description 1 $100.00 000% $100.00 7 @

4. Note the options far right to Edit, Open and Delete the order line.

5. Edit enables the Description, Quantity, Price, and Discount (%) of the Order Line to be
changed BUT only IF the user has permissions to do granted on their Employees record.

6. Click on the Open Order Lines button.

7. The General area enables additional information to be tracked for this order line.

Order Lines record (<]
Extended v
nt | 0
oOm
Q
Chapter Q
Al D iption Override Discount Overridden

8. Click on the General - Ship To Section.

9. Ship to area enables linking of separate shipping addresses particular to this order line.

Order Lines record @

Ship Tow
Ship To Q
Ship To Address A -
Line 1
Line 2
Line 3
City, State ZIP v
County
Country | United States v Bad Address
Shipment Type v
BE=
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Order Entry

Ordering a Product

Payments

N =

Click Payment Type drop-down, select Visa.
In the CC Account # field, enter (for Visa: 4 followed by 15 more digits).
In the CC Exp. Date ficld, enter [one year from today’s date].

*  Outside of training a CSC number would be needed.

¢ CC Auth Code is a tokenized CC Number feed received from the Database’s des-
ignated Authorization Vendor (PayPal or similair).

Select the Save for Future Use check box; this enables reuse of the CC on subsequent
orders for the Person or Company without having to re-enter.

Note: Aptify does NOT store CC information. On the training server, users can enter
any value in the Acct # field since it is not configured to validate credit card numbers
through an authorized vendor. On a Production system, users would only use valid cred-
it card numbers provided by a customer/member.

Note Order Status Field defaults to Taken.

Payment & Summary Total: $100.00  Balance: $100.00 =

Order Totals
Sub-Total §100.00

Order Type Reqular v Order Status | Taken v

Payment Type | Visa v Ev Initial Payment Amount  §100.00

CC Account # 49586732456786456 Cash Control 0 B Handling 50.00

CC Expiry Date 02/20/2020 v CsC Payment Schedule Type  None v Tax 5000

CC Auth Code Gurrency Type| US Dallar Y, Total $100.00

CC Auth Type  NA w Order Level | Requlzr v Balance $100.00
Save For Future Use to| Person s/

Person

Company

Click Save.
e The Order is now active
e The Credit Card is validated
Click on the Order Status dropdown - Select Shipped.
*  Accounting is initiated
*  Credit Card is billed.
Close the Orders record.

Open the Product Maintenance Dashboard, view of Today’s Orders, note the new
order record.
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Creating a Multi-Line Order Order Entry

Creating a Multi-Line Order

In this exercise users will enter an order by using the New Order Wizard. The New Order
Wizard should be the standard method for end users to enter a customer request handled over
the phone or in person. It is important to note that ANY order processed using the wizard will
only be given a status of Taken. Users will have to mark orders as Shipped in a separate
function.

1. From the Home dashboard click on the New Order Wizard button.

2. In the Ship To field, enter your Persons name, and select.

New Order Wizard 8

Order Date 01/19/2016 ~ Order Party: Company

Order Type Regular v Order Source Walk-In A4
Ship Te | Baldwin, Aiesha/Danube Partners oW Bill Te | Baldwin, Aiesha/Danube Partners

Ship Te Company | Danube Partners om Bill To Company Danube Partners
Billing Same as Shipping Customer Type: Mot Available
Currency Type | US Dollar w
Order Addresses

@~ Ship To Address v -

Line 1| 910 Southwest Union Avenus
Line 2
Line 3
City, State ZIP | Palo Alto cA v | 94301
County | Santa Clara
Country | United States v Bad Address

Ship To Phone ~
1 650 |750-9187 x

© oo nexe
3. Click Next.

4. In the Find Product box, enter 16 and select the Sampco Glass.
5. Click the Add button.

* The 16 oz. shot glass is added as an order line
6. In the Find Product box, enter Arm.
7. Select the Arm Chair.
8. Click the Add button.

New Order Wizard @

Customer Type: Mot Available

Quantity| 1 | Qty Avail: DELETE ALL
ﬂ 160z Sampco Shot Glass (1D _ Quantity Price Discount Extended
Description - . Pl
) 180z Sampca Shot Glass ! sieo o.00% $16.00
Arm Chair (ID: 48) - Quantity Price Discount Extended
al 2::2:::“ 1 5250.00 0.00% 5250.00 Ll ]
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Order Entry

Creating a Multi-Line Order

9. Click Next.

10. Select the Saved Payments icon ($ sign) next to the Payments Type drop-down.

11. Float the cursor over the Persons selection.

12. Select the Credit Card information that displays to the right.

New Order Wizard @

Payment Type | Visa Total 5$266.00

CC Partial | dxonooonooxs 714 Initial Payment Amount  $266.00

CC Expiry Date | 02/20/2020 W CsC Cash Control O‘
CC Auth Code Payment Schedule Type | None
CC Auth Type | NA 0 Order Level | Regular

Suppress Confirmation Emails

A

L

o CANCEL BACK MEXT O FINISH
13. Click the Finish button.
14. Open the Today’s Order’s view from the Home Dashboard.
15. Ship the Order.
10.7

Aptify End User Training Manual



Creating a Quotation Order Entry

Creating a Quotation

At times, members will call to find out a Quote without purchasing the product. Aptify
allows end users to create quotations.

1. Click on the New Order Wizard button again.

2. From the Order Type drop-down menu, select Quotation.
3. In the Ship To field enter your Persons Last Name or ID.
4. Click Next.

New Order Wizard

Order Date | 01/19/2016 g

Order Type | Quotation b

5. In the Find Product field, enter 21 and select the Sampco Association Journal.

6. Click Add.

7. Click Next.

8. Click Save- quotations do not require payment information.

9. Click No in response to create another Order.

10. On the Home Dashboard, click the refresh button above the Today’s Orders view.

11. Note the Order Type column indicating two orders Regular and one Quotation.

VA B W C @ Moer

D SHIPTOCOMPANY SHIPTONAME BILLTOCOMPANY BILLTONAME ORDERTYPE ORDER STATUS

10143 Danube Partners Aiesha Baldwin Danube Partners Aiesha Baldwin Regular Taken

10744 Danube Partners Aiesha Baldwin Danube Partners Aiesha Baldwin Taken

12. Double-click the Quotation entry listed last to open the Orders record
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Order Entry

Creating a Quotation

13. Click on the Payment & Summary section to open.
14. Change the Order Type from Quotation to Regular.
15. Change the Order Status from Taken to Shipped.

Payment & Summary
I Qrder Type | Regular v I I Order Status | Shipped v I
Payment Type | Purchase Order w || Initial Payment Amount | $240.00
PO Number Cash Control QB
Terms Payment Schedule Type  Nones
Due Date v Currency Type | US Dollar ~
Order Level | Regular ~

Order Totals
Sub-Total | §240.00

Total $240.00

Balance $240.00

16. Select Purchase Order from the Payment Type dropdown (if not already selected).

17. Enter 34 in the PO Number field.
18. Click Save and Close at top left.

19. From the dashboard on the My Orders Today view, click the Refresh button

20. Note the Quotation is changed to a Regular Order and Status is Shipped.
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Company Only Orders Order Entry

Company Only Orders

10.10

Users can create an order which is placed and purchased by a company, not a specific person
at the company. A “Ship To” person is not a required field in this situation.

1.

A i

10.
I1.

Create an order from the New Order Wizard.

In the Ship To Company field, enter 01 for Danube Partners.

Notice that the Order form now shows a field labeled, Order Party, Company.
Order Corporate Membership (ID #1) from the Add Products screen.

Enter Prepaid Check - Check Number 1234 in the Enter Initial Payment screen.
Finish the order.

New Order Wizard

Order Date | 01/19/2016 W Order Party : Company

Order Type | Regular v Order Source | Walk-In v

o, Bill To

Q, Bill To Company | Danube Partners

hip To Company | Danube Partner:

billing Same as Shipping Customer Type: Not Available

Currency Type | US Dollar hd

Open the Order from My Orders Today view on Home Dashboard (refresh if needed).
Open the Payments & Summary section.

Ship and Save the Order.

Open the Accounting section of the Order and click on the Payments record.

The Payments record will also indicate a Company Only status.

@ Payments ID: 3914 X

B BB ¥ O C O More ~
Taken By | End User QW Organization | Sampco Holdings, Inc. oW
Person  [Not Specified| Q. W  PaymentParty: Company
om

Payment Lines =

EIEBEER + «+ + £
RDER

ORD! APPLIESTO 1S TAX ORDER LINE # | AMOUNT

10145 Entire Order o $1,500.00

To associate a persons’ name with a Company Only Order, the companies record con-
tains a field called, Billing Contact. This field is located on the Company record, Con-
tact section at the very bottom of the form. When a company order shipped, this is the
contact to whom the order notification is sent.
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Order Entry

Ordering a Kit Product

Ordering a Kit Product

won o=

b

5.

Open Aiesha Baldwin’s record (ID #1).

From the Actions section, select Create Order.

From the Order Lines section - Add the XYZ Kit Product.

*  The price of the order is the kit price and not the sum of the individual products.

To the right of the Add button, click either the Expand Kits button or the down arrow.

Order Lines
Quantity 1 Oty Avail:

g ¥vZ Kit Product (ID:
9923)

Quantity Price

Description 1 5105.00

EXPAND KITS '

DELETE ALL

Extended
$105.00

Discount
0.00%

The components of the Kit product display.

Order Lines

Quantity 1 Qty Avail:

COLLAPSE KITS

f’a XYZ Kit Product (ID: 9923)

g XYZ Product (ID: 9922)

ﬂ Sampco Baseball Hat (ID: 42)

Description

Description

Description
Sampco Baseball Hat

Next to the Payments Type drop-down, select the Saved Payments icon.

Float the cursor over the Persons selection.

Select the Credit Card information that displays to the right.

Click Save and Close.
. You will NOT get the option to ship.
. Return to the Home dashboard.

. Click on the Kit order you just create to Open.

. Click on the Payments and Summary section to expand; it is contracted.

. Select Shipped from the Order Status dropdown. Click Yes.

. Save and Close the Order.
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Making a Partial Payment for an Order Order Entry

Making a Partial Payment for an Order

In some cases, a customer/member may make only a partial or installment payment at the
time the order is taken.

1. Find and Open Aiesha Baldwin’s record from Quick Search.
2. From the Actions menu select Create Order.

3. Create an order line for 1 unit of your X¥Z Product.

4

On the Purchase information screen, click to change Payment Type to Pre-Paid Check
and enter a check number.

hd

Change the Initial Payment Amount to half of the amount of the Balance due.

Payment & Summary

Order Type | Regular v Order Status | Taken v D) OrderTotas
Sub-Total | 5100.00
Payment Type Visa v @em Amount 54500 ) Shipping 50.00
CC Partial | 4xonoooooond7 14 Cash Control Handling $0.00
CC Expiry Date | 02/20/2020 A CsC Payment Schedule Type  None L Tax | 50.00
£C Auth Code Currency Type | US Dallar v Total_$100.00
CC Auth Type | NA " Order Level | Reguiar v

Balance §55.00

6. Users can process additional Payments by accessing the Accounting section of an exist-
ing order and creating a new Payment.

7. Save and Close.

Order Paymenis

Payments

A8 W C & e
D PAYMENT DATE
3915 01/19/2016
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Order Entry Applying a Discount

Applying a Discount

[a——

Enter the Companies record you created earlier in class from the Universal Search.
From the Company Landing page, select Create Order from the Actions Menu.
Create an order line for 3 units of your X¥Z Product.

Click Next.

At right, click on the Edit Order Line button.

Change the Quantity to 5.

A

In the Discount field, enter 25 (indicates percent).

Order Lines -

uantity 1 ¥ A
@ XYZ Product {ID: 9922) P Quantity Price Extended
Ll Descri ption ; e 477,00 o

* Notice that the Price has been updated based on the changes made.

8. Click OK.

9. Set the Payment Type to Pre-Paid Check under the Order’s Payment section.
10. For the Check Number, enter random numbers.
11. Click Save and Close.

Note: Only Employees with permissions set on their Employees records will be able to
apply discounts at the Order level.

Aptify End User Training Manual 10.13



Marking Orders As Shipped Order Entry

Marking Orders As Shipped

In Aptify Web, once an order is initially processed and saved, it is designated as Taken. To
actually Ship an order, users will need to change the Order Status on the Order form from
Taken to Shipped. For accounting purposes, General Ledger (GL) entries are created once an
order is marked as shipped.

1. Click on the Home dashboard.
2. Open an Order from Today’s Orders with an Order Status of Taken.

Today's Orders
T T G More v
D SHIPTOCOMPANY SHIPTONAME BILLTOCOMPANY BILLTONAME ORDERTYPE ORDER STATUS
10143 Danube Partners Aiesha Baldwin Danube Partners Aiesha Baldwin Regular
10144 Danube Partners Aiesha Baldwin Danube Pariners Aiesha Baldwin Quetation Taken
10145 Danube Partners [Not Specified] Danube Partners Regular Shipped

3. Expand the Payment & Summary section.
4. Click the Order Status drop-down.
5. Select Shipped.

10.14

Payment & Summary
Order Type Regular v Order Statull| Shipped £% Drcer Totas
Sub-Total 5266.00
5 - Taken
ayment Type | Visa v (3 v Shipping 50.00
Shipped pPine
CC Partial oo Handling 50.00
Back-Ordered
CC Expiry Date | 02/20/2020 V| csC Cancelled hd Tax $0.00
CC Auth Code y v Total $266.00
. Order Level | Regula
CC Auth Type MA Regular N Balance $0.00
Save For Future Use 1o Pe v

Click Save to update the order.

Refresh the View and confirm that the Order Status is Shipped for that Order.
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Order Entry

Cancelling an Order

Cancelling an Order

1. From the Home dashboard, Today’s Orders view, select previously Shipped order.

2. Click on the More dropdown.

3. Select the Order Cancellation Wizard.

Today's Orders

1D

10143
10744
10145

10146

(] 10147

AL 2 B W C =

SHIPTOCOMPANY

Danube Partners

Danube Partners

Danube Partners

Danube Partners

Danube Partners

More «

AUU VIEW 1O Favornes
Auto-Resize Columns
Messaging

Entity Bulk Operations Wizard
Mew Order Wizard

Mew Contact Log Wizard
Ship Partial Wizard

Order Cancellation Wizard
|

Meeting Transfer Wizard

4. Review the welcome screen and note that the wizard indicates that it can only be used on
orders with a status of Shipped.

Order Cancellation Wizard 8

Welcome

o CANCEL

BACK

This wizard is designed to assist a user with cancelling an order. It is designed to work with all types of orders. Note
that orders must be shipped and cannot have previously been cancelle

5. click Next.

6. Employee should populate automatically based on your user’s Employees record.

7. Order number should auto-populate Order field based on selection from view.

8. From the Cancelation Reason, select Incorrect Product.

Order Cancellation Wizard (]

Step 1: Specify Order

Q CANCEL

Taken By | End User

Order | 10147

Cancellation Reason | Incorrect Product

BACK

Please specify the order which you would like 10 Cancel. AlSo, ensure hat the valus for smployes is cormectly smersd.

Q,
Q,

(==
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Cancelling an Order Order Entry

9. Check the XYZ Product order line to indicate that it is being returned.

Step 2: Specify Order Lines
Please specify one of mare of OrderLines to cancel. Also, indicate the quantity which should be cancelled. Ta
see order line details, double click on the desired row.

SELECTED | LINE PRODUCT | PRODUCT | DESCRIPT. | EXTENDED | quanTITY CANCEL QUANTITY
1 9922 XYZ Product $10000 1 1
1 1-10f 1 ftems
Return Shipping Charge Show Cancellation Fee Products
Include Cancellation Fee Product
Product v
Fee| $0.00
a CANCEL D BACK ) NEXT

10. Users have several options regarding additional charges/fees at this step:
»  Return the Shipping Charge (checkbox)
e Include Cancellation Fee Product (checkbox)
* Select the Cancellation Fee Product (Product dropdown)
* Enforce a Fee (free text field)
*  View associated Cancellation Fee Products (grey button)
11. Click Next to continue.
12. Select Keep on Account.

» Users can either keep cancellation credits on account to apply against future
orders (creates a Credit Memo) or can refund the amount.

*  The Refund Amount is automatically calculated to equal the Cancelled Amount.
Users can specify a lower refund amount but not a greater one.

Order Cancellation Wizard 0

Step 3: Refund Or Credit

Would you like the resulting credit to be refunded to the customer or retained on account?

If you select the Keep On Account option, you can also choose to create a credit mema to use the cancellation’s credit to offset a balance left on the
original order.

Note that refunds can only be issued against the order’s original payment method. See the product documentation for details.

Balance ——————
Keep On Account
Refund

0 CANCEL : BACK ) NEXT

13. Click Next to continue.
14. Check Review The Created Cancellation Order.
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Order Entry Cancelling an Order

Order Cancellation Wizard 8

Step 4: Complete Cancellation
You are now ready to create the cancellation.If you do not want to send any automated email confirnations for this cancellation check the suppress
Email Confirmation box.Press "Finish” to continue.

Suppress Confirmation Emails

Review The Created Cancellation Order

e CANCEL BACK NEXT o FINISH

15. Click Finish to generate the cancellation order.

16. The cancellation order displays.
* Notice that the quantity of the order line is negative.
* Notice that the order total is a credit amount.

* Notice that the cancellation order is linked to the original order (via the Original
Order field) and the Order Type is Cancellation.

* Notice that the payment is a refund amount equal to the cancellation order total.
The original order was paid via credit card and the system automatically gener-
ated the refund payment to the same CC account.

17. Change the Order Status to Shipped and save the order.
A user needs to SHIP cancellation orders for three main reasons:
* Enable Inventory control to inspect the returned product.
*  Credit the customers account if product satisfactorily returned.

* Generate GL entries that counter balance the original order’s GL entries

Payment & Summary
Order Type  Cancellation v Order Status | Shipped o Orger Totals

Sub-Total | ($100.00

Payment Type | Purchase Order v ||@ v Initial Payment Amount ($100.00) Shipping  $0.00

PO Number | N/a Cash Contral Handling $0.00

Temns Payment Schedule Type  Mone ~ Tax  $0.00

C T S
Due Date w urrency Type | US Dollar b Total ($100.00)
Order Level Regular N

Balance ($100.00)

18. Save and Close the cancellation order.

19. Click No when prompted if you want to cancel another order.

20. Note change in views: Orders and My Payments Last 7 Days.
e Order Type should show Cancellation.
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Orders Views

Order Entry

Orders Views

10.18

From the Quick Search, enter the text Find Orders.
Several selections will display:

Find Orders - Brings back a list of orders by prompted value.

Find Orders Revenue (BASE VIEW) - Brings back a Base View containing all orders
AND order lines. When a NON-Orders-Order Lines view is run, it only returns the
FIRST line of an order in the View. The Find Orders Revenue (BASE VIEW) displays
ALL order lines and the results could contain multiple lines with the same order ID, but
showing separate products per line.

Examples are included here for replication and use, but can be expanded upon for more in
depth analysis. Users can add their own desired prompts, fields, sorting, etc. by copying and
editing the Properties of any of these views.

1. Select the Find Orders Revenue View
2. Enter 42 in the Product ID prompt.
3. Observe the Results.

*  Observe there are two 10113 Order IDs listed - each for a different Order Line.
The same product on separate Order Lines indicates that the person ordering
wished to ship them to separate locations which can be done via an Order Line.

Find Orders Revenue (BASE VIEW)
Product ID: (39 Product | <products Bill ToNeme: | gl To Name> Bl To Company: | <gil To Company> Ship ToName: | <Ship To Nemex Ship To Company: | <ship To Company» m

A B0 C & e
PRODUCT SHIP TO NAME SHIP TO COMPANY QUANTITY PRODUCTID  PRICE  DISCOUNT LLINE EXTENDED PRICE LINE DISCOUNT AMOUNT ORDER DATE  ORDER STATUS 1D

A 4 000 0 000 000 01/12/206  Shipped 10128

~ 2 00 0 000 000 01/12/2016  Shipped 10127

~ Sampco Baseball Hat BakaLambert Ottoman 2 1995 0 1985 000 04/27/2015  Shipped 10114

A Sampco Baseball Hat Emily Robingon 'V Osaka Technologies Group, In. 2 1995 0 1985 000 04/27/2015  Shipped 10113

A Sampco Baseball Hat Emily Robingon 'V Osaka Technologies Group, In. 2 1995 0 1985 000 04/27/2015  Shipped 10113

A BaseballH 2 1995 0 1985 000 02/26/2014  Shipped 10094
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Objective

In this chapter, you will apply payments towards existing orders. The objective of this section
is to demonstrate the multiple ways of applying payments.

Payments Overview

Payments are taken at the time of the order

Using the Order Summary area

All orders require an initial payment or Purchase Order number with approved credit
before it can be saved

System automatically creates a Payments record based on this information

The Payments service can be used to create additional payments

L]

When a customer pays off a purchase order
When a customer, who made an initial payment, pays off an entire balance

When a customer who made an initial payment pays periodic installments to cover
remaining balance
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Making a Payment Payments

Making a Payment

Payment & Summary Area on an Order Record

Users should access the Payment & Summary area to input the initial payment on an order.

Order Entry - Danube Partners

Customer v

Order Addresses

ShpToAdaress

Line 1910 Southwest Union Avenue

Line2

o v (s
| [[BsgAgress

Cemesin Q SpToPhone v

Ship Type U Ml v = e
Order Source  Wakkin v
Order Lines

Quantity 1 Qty Avai
Al 160z Sampeo Shot Glass (1D:33) Quantity Price Discount Extended 2 0
1 1600 000% 51600

] Ao chie (10-48) pescrpton Quentiy Discount Extended

Price
o " . zi)
Descrpto 1 sas000 000 525000

Payment & Summary

Order Type  Reguiar V| orderstaus Taen v EXEm ¢

©~ | nitsl Payment Amount $266.00

Total: $266.00  Balance: $0.00

casn Control

Payment Schedule Type None

Users can open a separate Payments Record (from the Payments service) to record an
installment payment or balance payoff.

Payments Record

When an order is taken with an initial payment made, the system automatically generates a
Payments record under the Accounting, Orders Payments area.

@ Payments ID: 3013 X

BB B A DO C O e
Taken By | End User Qm Organization | Sampeo Holdings, Inc. Qm
Person | Baldwin, Alesha/Danube Partners Q©, W PaymentPany: Company
Company  Danube Partners 0\ ﬁ
Payment Lines +
EIEAEES + « + +
OR... | APPLIESTO 1S TAX OR... | AMOUNT PAYMENT AMOU... | COMMENTS
10... Entire Order o 5266.00 $266.00 Payment on Order 1D: 10143

Payment Lines - reflect payment made to the order. Automatically assumes full payment.
If not full payment, a user can double click the item and change the information.

If a user knows who the order the payment is for, the accounting tab of that order can be used
to generate this form.
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Payments Multiple Payments to One Order

Multiple Payments to One Order

Applying Multiple Payments to an Order

1. Create a new Order from a Aiesha Baldwin’s landing page.
2. Order The Sampco Way (product ID #24). Click Next.
3. Inthe Payment and Summary section, enter the saved credit card information.
*  Note that the Initial Payment Amount field changes from grayed out to active

4. In the Initial Payment Amount, enter $75.00 (roughly half of the total).

Payment & Summary
Order Type Regular v Order 5tatus | Shipped v Crcer Torls
Sub-Total $150.00
Payment Type | Visa &) Shipping $2.00
CC Partial | 4xoooo00co08714 Cash Control Handling §1.00
CC Expiry Date | 02/20/2020 v £se Payment Schedule Type  Nane W Tax 50.00
00 Auth Code Curreney Type LS Dollar x Total §153.00
08 futh Tye e o Order Level Regular v Balance | $78.00

5. Click Save.

6. Change the Order Status to Shipped.

7. Save and Close the Order.

8. Return to the Home Dashboard.

9. Refresh the Today’s Orders View; double-click to open the Order just created.
10. At the record top, left, click Customer drop-down; click the Accounting tab.
11. Double click the Payment Lines Record that displays.

* Note the indication that a partial payment has been made.

Taken By | End User 111} Organization | Sampco Holdings, Inc. 0\ 11}

m Payment Party: Company

Person | Baldwin, Aiesha/Danube Partners 0\
Company | Danube Partners 0\

Payment Lines

EIEREE] + «+ + =

OR... | APPLIESTO 15 TAX OR... | AMOUNT PAYMENT AMOU... | COMMENTS

10...  Entire Order V] 575.00 575.00Q Partial Payment on Order 1D: 10149

12. Close the Payments record.
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Applying Multiple Payments to an Order Payments

13. From the displayed Order, Accounting section, click New under the Payments area to
create a new, second Payments record for this Order.

14. The system will auto-fill the Order number and the remaining order payoff Amount.

»  Users can open the payement line to edit the remaining amount or have it applied
only to a particular order line.

* Individual Order Line payment can be used in situations where a company admin
orders products on behalf of individuals who must in turn submit separate pay-
ments towards the order for their individual product.

Taken By End User Qm Organization | Sampce Holdings, Inc.
Person  Baldwin, Aiesha/Danubs Partners O\ m Payment Party: Company
Company | Danube Partners O\ ﬁ
Payment Lines +
EIEEEd + + + 2
OR... | APPLIESTO IS TAX OR... | AMOUNT PAYMENT AMOU... | COMMENTS
10...  Entire Order ] 578.00 §78.00 Payment on Order [D:10149

15. Click OK.
16. Select the Details section.

17. Enter payment information.

Taken By | End User oW Organization  Sampeo Holdings, Inc. oW
Person | Baldwin, Aiesha/Danube Partners QW PaymentParty. Company
Company | Danube Partners O\ | )
Details ~
Payment Status  Posted AV Payment Type | Visa v |E
Payment Level  Regular ~ CC Partial 4000000008714
Cash Control Batch Lo+ CC Expiry Date | 02/20/2020 ~ csc
Payment Date | 01/19/2016 v CC Auth Code
Depasit Date | 01/19/2016 ~ CC Auth Type | NA -

{

Effective Date | 01/19/20186

Currency Type  US Dollar

{

Original Payment
Refund

Service Charge Account ~
Refund This Payment
Service Charge | $0.00

Status Info

18. Click Save to finalize the payment.
19. From the Home dashboard, refresh the Today’s Orders view.

20. Observe the Balance has been reduced from the original charge (based on the amount
entered for partial payment).
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A Single Payment to Multiple Orders

By using the Payments service, users are able to apply a single payment to multiple orders.
The Payments service is found under the Order Entry application.

1. From a persons landing page, Actions menu, Create Order.

2. Order and Ship the XYZ Kit Product - TWICE on separate Orders.

3. Use a Payment Type of Purchase Order for both orders.

4. Go to Home dashboard, Todays Orders view.

5. Write down the last TWO Order IDs:

6. From the Home dashboard button bar, select New Payment.

7. Click onthe Order Search button..

8. Enter and click on the first Order ID from step 5 in the Find Orders Record field.
9. Click the Select button.

10. The Order will display below the Payment Lines section.

11. Repeat steps 7-9 for the second Order.
12. Click the Details section.

Taken By End User Q T Organization Samoco Holdings, Inc 0\ []
Person Baldwin, Aiesha/Danube Partners 0\ m PaymentParty. Company

Company Danube Partners 0\ ﬁ

Details
Payment Status Posted v Payment Type Visa vigyv
Payment Level Regular v CCPartial dxoocooooonB714

Cash Control Batch on CC Expiry Date 02/20/2020 Voo
Payment Date| 01/19/2016 v CC Auth Code
Deposit Date 01/19/2016 v CC Auth Type NA v

Effective Date 01/1%/2016 v
Currency Type, US Dollar v

Original Payment
Refund

Senvice Charge Account v
Refund This Payment
Service Charge 50.00

Status Info

13. Enter the saved payment type.
14. Click Save and Close.
15. Return to the Home dashboard.

16. Refresh Today’s Orders view.- observe the two orders Balance Totalsi are now $0.00.
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Payments

Over Payments

At times, a user may receive payments in the mail that are written for more than the balance
due on orders. Aptify will allow processing of an overpayment. The overpayment will be
considered a Credit Memo. The Credit Memo can be applied for future purchases by linking
the credit order to a new Orders record.

In this exercise, a user will process an overpayment for an order and create a credit memo.

L.

2
3.
4
5

10.
I1.
12.
13.

14.
15.
16.
17.
18.

11.6

Create a new Order for one unit of the Sampco Baseball Hat product.
Enter a PO payment type with the PO number of 778.
Save but do not close the order.
Select the Accounting tab and then click the Order Payments sub-tab.
Select the New Record icon.
* A new Payments record appears, with a payment line for the balance on the order.
Double-click the payment line to open the Payment Lines record.

Edit the Comments field to indicate that this payment line applies to 1 unit of Sampco
Baseball Hat product. Click OK to close this record.

To open a second Payment Lines record, Click the New Record button.
In the Order field, enter the Order ID for the order opened in Step 1.
Leave the Applies To set to Entire Order.
In the Amount field, enter $200.
In the Comments field, Enter Customer Overpayment.
Click OK.
*  The Payment Total updates to $200 greater than the order amount.
Select the Details tab.
From the Payment Type drop-down list, select Pre-Paid Check.
In the Check Number field, enter a check number.
Click Save and Close.
Click Save on the Orders record.

* Notice that the Balance on the order has been updated to (200.00), indicating that
the Person has a $200 credit. This order can be referenced as a Credit Memo to
pay for another order from the same Person or Company.
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Payments Views

From the Quick Search, enter the text Find Payments

Several possible selections will display:

Find Payments - Brings back a list of orders by prompted value.

Find Payments by Date Range - Brings back a list of orders by a specified date range.

Find Payments by Date Range AND - Brings back a list of orders by a specified date
range AND one prompted value.

These examples are included here for replication and use, but can be expanded upon for more
in depth analysis. Users can add their own desired prompts, fields, sorting, etc. by copying

and editing the Properties of any of these views.
1. Select the Find Payments View
2. Enter Danube in the Company Name prompt.

3. Observe the Results..

Find Payments

b 2 B

Pid By | <person»

1437

1536

1647

1681

1776

2944

1809

c

a

Company Name: | panube

More v

PAYMENT DATE

04/15/2007 09:23:45 PM

04/15/2007 09:23:45 PM

04/15/2007 09:23:45 PM

04/15/2007 09:23:45 PM

04/15/2007 09:23:45 PM

04/15/2007 09:23:45 PM

04/15/2007 09:23:45 PM

07/16/2007 09:25:27 PM

11/01/2007 09:24:41 PM

OrderID: g

PAIDBY

Aiesha Valdez

Mia Holland

Alexander Neal

Michael Garner

Theodore Byrd

Jessica Rodriquez

Andrew O'Neal

Gabriela Mann

Kaitlyn Scott

Type Begins With

COMPANYNAME

Danube Partners

Danube Partners

Danube Partners

Danube Partners

Danube Partners

Danube Partners

Danube Partners

Danube Partners

Danube Partrers

STATUS

Batched

Batched

Batched

Batched

Batched

Batched

Batched

Batched

Batched

PAYMENT TYPE

Visa

Visa

Visa

Visa

Visa

Visa

American Express

Pre-Paid Check.

Mastercard
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Objective

In Associations and Membership based organizations, the core around which the organization
functions is Membership. In Aptify, Membership is considered a Subscription based
product due to the tracking of deferred income.

The Subscriptions service keeps track of products sent to a Person on a recurring basis, such
as membership, magazines, newsletters, or journals. Unlike a regular product item, a
subscription product has the ability to track persons who are purchasing future issues and
fulfill their orders based on their status.

Aptify enables users to create “extended” products that support additional product features
based on the product type. Extended products, however, can also be a subscriptions product
and sent to a customer regularly. A membership or a monthly journal are examples of
extended, subscription products.

In this chapter, users will primarily be focused on Membership Subscription
products/orders, but some of these same steps/processes can be applied to Magazines,
Periodicals, Newsletters, etc.
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Two Types of Subscriptions

Membership Dues & Subscriptions

Two Types of Subscriptions

* Manually renewed Membership Subscription

Subscription is ordered

Subscription is shipped

User Opens up a monthly view of Subscriptions for desired month
User runs the Subscription Renewal Wizard from View’s toolbar
Order Quotations are generated for that Subscription

User generates invoices and sends them to customers

Upon receipt of new payment, user changes Subscription order from status of
Quotation to Shipped

* Auto-renewed Membership Subscription

Subscription is ordered

User opens up the Order line for the Subscription

User puts check mark in the Auto Renew check box on the Subscription tab
Subscription is shipped

User can open up the Subscription order that was generated

User can open the Renewal tab & click the Standing Order link to modify:

- Date Expires (match CC info/desired length of subscription)

- Schedule

- Order Information (change recipients)

User runs Standing Order Fulfillment Wizard periodically to fulfill subscrip-
tions that have associated standing orders

Membership Subscription Length/Number of Copies

Same basic order process as for other product types except:

* Changes in an order line Quantity increase length of subscription

For example, ordering a Monthly Newsletter with a quantity of 2 creates a
two-year subscription

* Ordering multiple copies of each issue for same Person/Company

Known as a “Bulk Subscription”

Specify number of copies on Order Line Details form

* Order Total increases automatically if the number of copies increases.

12.2
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Membership Dues & Subscriptions

Creating a Membership Dues Product

Creating a Membership Dues Product

e A o

10.
I1.

Click the Product Maintenance Application; open a new Products record.

In the Name field, enter XYZ Membership Dues (where XYZ are your initials).
In the Category field, enter Memberships.

Verify that Type is set to General.

Click the General tab; under the Subscription tab, click General.

Check the Subscription Item checkbox.

From the Subscription Type drop-down list, select Monthly.

In the Issues field, enter 12.

e The Subscription Type is set to Monthly with 12 issues for a one-year member-
ship to comply with General Accepted Accounting Principles (GAAP). This
enables the system to track the product for Deferred Income.

In the Grace Period field, enter 1.
Verify that the Restart After Days field is set to 180.
Verify that the Restart By field is set to Continue Existing Subscription.

e XYZ Membership Dues (ID: 9947) %

B d tg O C & More =

Name  X¥Z Membership Dues

Category Memberships

No Photo
Available

Type General

o o
[+ RS

Parent Product

Subscription > General =

Subscription ltem
Subs. Type | Monthly v
lssues 12 Grace Period
Renewal Behavior
Restart After Days 180

Restart By | Continue Existing Subscription L
Show Prompt

Calendar Year Subscription

Start Date hd

Turnover Date hd

Prorate Behavior  None N

Company Subscription Function (N |
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Membership Dues & Subscriptions

124

14. In the Member Type field, enter Member

Subscription > Membership

Dues Product

Member Type

Member Start Date

Member LY

Use Subscription Settings »

13. In the Dues Product check box, click to select.

12. Under the Subscription tab, click the Membership tab.

15. Leave the Member Start Date ficld set to Use Subscription Settings.

16. Click the Accounting tab and verify that the Deferred Income check box is checked.

Accounting > General -

Invoice Type | Standard

Taxable

Revenus Recognition

Deferred Income

Cash Basis Acctg

Rev. Rec. Date

General -

Name
Price

Member Type

Type
Start Date

Minimum Quanitity
Maxirmum Quantity
Pricing Rule

Currency Type

Derived From Currency

Description

17. Select the Prices tab, Pricing Table.
18. Click New to create a new Prices Record.

19. Add Member-Renewal price of $250 - Member Type -Member.

Memiber Renswal
$250.00 Includes Tax Default

Member ~
Include Sub-Member Types

Regular “s | %ofBase 0
~ |  EndDate ~
o
o
o
US Dollar a m
o
[EEET) (] [

20. Add Non-Member Join price of $500 - click Default - Member Type to Non-Member
21. Save and Close.

Prices = Pricing Table =

MNAME

EIEEEED + «+ + &

FRICE INCLUDES TAX

Member Renewal $250.00

Mon-Member

Join

$500.00

MEMEER TYPE

Member

Mon-Meamber
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Membership Dues & Subscriptions Understanding Membership/Subscription Dates

Understanding Membership/Subscription Dates

By default, a subscription in Aptify begins on the date the order is taken and ends when
all the issues have been fulfilled or the subscription is canceled. However, if a subscription
or membership is annual, a user can specify a Start Date and Turnover Date in the
subscription's Products record to create a renewal range.

*  Any membership subscription created after the current Start Date but before the
next Turnover Date is assigned the current year's subscription.

* Any membership subscription created after the Turnover Date and before the
next Start Date is assigned next year's subscription.

For example, if the current membership subscription cycle started on January 1st and the next
turnover date is March 31st, a subscription order placed on March 15th would have a start
date of January 1st. The subscriber may receive back issues for the first three months of that
year and then continue to receive monthly issues for the rest of the subscription period
depending on the organization's business practice.

An order for the same product taken on April 1st would begin on January 1st of the following
year because the order was taken after the turnover date.

If no dates are entered in the Start Date and Turnover Date fields, a subscription begins on
the date the order is taken and ends when all the issues have been fulfilled or the
subscription is canceled.

Understanding Membership/Subscription Renewals

Organizations can determine how to handle lapsed subscriptions using the subscription
product’s Renewal Behavior settings. For example, an organization may wish to treat a
renewal that is less than 60 days late as part of the original subscription, while classifying
renewals after 60 days as new subscriptions.

Suppose, for example, that a customer wishes to renew their membership after it has lapsed
for one year. Users would not want the subscription start date to be the end of their last
subscription, since then their membership would expire immediately. In this case, the
membership should be treated as a new subscription.

Alternatively, if a customer is only 30 days past due for renewing, an organization may wish
to consider any membership purchase as a renewal, since the organization may offer benefits
for maintaining continuous membership.

Note that while the system changes the Member Type of a Persons record or
Companies record to a member status when the membership product is
purchased, it does not change the Member Type back to a non-member status
when the membership expires. This allows for an arbitrary grace period to be
established. A view can be set up to list all persons or companies whose
memberships have expired for X number of days, and then manually change
their membership status back to a non-member type. Alternatively adminis-
trators can create an Entity Bulk Operation to update records in one operation.
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Ordering a Membership Dues Product

12.6

This exercise demonstrates how a Non-Member places an order for a membership dues
product and how Non-Member status automatically changes to Member status.

1. Open your Persons record.
2. Observe the current Membership Status on the Landing Page.
3. Verify that the Individual Membership Type is Non-Member.

4. Float the cursor over the Dues Information linked field.

CONTACT INFORMATION MEMBERSHIP STATUS
XYZ Corporation Individual Membership: Non-bMember
Sabrina Hill Company Membership: Corporate Member

XYZ Corporation
1500 Demo Drive
Salt Lake City, UT 90152 Join Date

:n;:e.d Slflalresd ’ i Dues Paid Thru
abrina. Hill @demadata. aptify.i
- 2 Last Pay Date

sl Last Dues Amount S0.00

Dues Information
- &

Click on the Actins - Create Order button.

Create an order line for 1 unit of X¥Z Membership Dues.

5
6
7. Enter Payment information.
8. Click Save.

9. Change the status to Shipped.

10. Save and Close the Orders record.

11. Open your Persons record from Home - Recently Used Records.

12. Verify that the Individual Membership Type has changed to Member.

13. Float the cursor over the Dues Information linked field - it is updated.

CONTACT INFORMATION MEMBERSHIP STATUS
XYZ Corperation Individual Membership: Member
Sabrina Hill Company Membership: Corporate Member

XYZ Corporation
1500 Demo Drive

Salt Lake City, UT 90152 Join Date 01122018

E”E‘?” S;TS,] ; . Dues Paid Thru 01/18/2017
. (i ta.aptify.
In Laslpmrrdt i Last Pay Date 01/19/2016

(215) 252-1111 Last Dues Amount 5250.00

Dues Informaticn
Lues Information
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Membership Enrollment Wizard

A membership order can be also be entered with the Membership Enrollment Wizard for
persons or companies. The steps are similar to the New Order Wizard. The following instructs
how to order membership for an individual.

1. From the Membership Application, click the Membership Enrollment Wizard.

2. To enroll an individual, enter No Company. Click Next.

Membership Enrollment Wizard @

Welcome to the Membership Enrollment wizard! This wizard lets you easily create membership
orders for new or existing Perscns and Companies. Te begin, select a company cption below: New
Company, Existing Company, or No Company (for individual membership purchases)

Select the company you would like to enroll.

Company 0\
Company Mode | Mo Company o
e CANCEL BACK NEXT

3. Enter ID 05, Dacye Yukon..
4. Click Next.

Renew Subscriptions 8

This wizard will renew subscriptions for the current selected items
view will be renewed. Click next to continue.

e CANCEL BACK

. If no item selected, the entire contents of this

Aptify End User Training Manual
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Membership Enrollment Wizard

Membership Dues & Subscriptions

5. Enter Individual membership.

6. Click Finish.

CustomerType: Mot-Available / Non-Member

Mote that the price displayed in the Product drop-down list is the product's default price,

new order so you can medify any information as necessary and add Payment details to the
order. Then, save the order.

Select Membership Product

Membership Dues Product | Individual Membership ~
Membership Type | Individual ~
o CANCEL BACK NEXT

excluding tax. The actual price that the member will be charged for the product will vary based
on the membership order's characteristics. After completing this step, the wizard will open the

@ rns

An Order for Membership displays.

Enter Payment.

Change Order Type from Quotation to Regular.
10. Change Order Status to Shipped.

11. Click Save and Close.

Customer +
Order Addresses
Ship To Address

Order Date | 01/19/2016 ™ | Order Party: Company
Ship To | Yukon, Dacey/Polyhedron Power Devices 0\ l

SN |

Ship To Cempany | Polyhedron Power Devices

Billing Same a5 Shipping Line2 Suite 235

Payment Type | Pre-Paid Check v @wv Initial Payment Amount  5250.00
Check Number | 23423 Cash Control Q
Bank Payment Schedule Type None v
Account Number Currency Type | US Dollar v
Branch Name Order Level  Regular W

Line 1 8383 North Colombo Street

Line 3
Bill To| Yukon, Dacey/Polyhedron Power Devices
City, State ZIP Milpitas CA \ | 95035
Bill To Company | Polyhedron Power Devices g E
County Sama Clara
Customer Type: Nor-Member/Mon-Member
i Country United States v Bad Address
Campaign -+
Q . Ship To Phone v
Ship Type | U.S. Mail v
1 408  892-3824 x
Order Source | Walk-In v
Order Lines
Quantity 1 Qty Avail:
ivi i uanti Price
A individual Membership (1D:2) Description a ": PO
Individual Sub: Dacey Yukon. Start: 1/19/2016 # Copies: 1
Payment & Summary
QOrder Type  Regular v Order Status | Shipped v Oreer Totals

v .

Sub-Total | 5250.00

Shipping 50.00

Handling | $0.00
Tax | 50.00
Total $250.00

Balance §250.00

12.8
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Manually Renewing Memberships/Subscriptions

The Subscription Renewal Wizard examines a Subscriptions record and generates a quotation
order for the Subscription product. Once the Quotation is created and a customer indicates
they wish to renew, users can change the quotation order to a regular order, and renew
the subscription.

Aptify recommends configuring the messaging system to automatically email customers
whose subscription will soon expire, reminding them to renew. This can be done by creating a
view of subscriptions that will end within a certain time frame, and using the Subscription
Renewal Wizard to create quotation orders for each subscription.

Users can then create a view of quotation orders and send a pre-configured message to each
person associated with the orders. Different messages may be sent depending on when the
subscription will expire, so that customers know when they must renew by, as well as how to
renew.

Follow the steps below to manually renew a subscription:

1. Use Quick Search to find and open the All Active Subscriptions view.

2. Select the first Membership Dues subscription (from recent Membership purchase).
3. Click the More button.
4

Select Renew Subscriptions.

All Active Subscriptions

L Z B W C & e

Record History
D SUBSCRIBER SUBSCF PRODUCT

Export to Excel
M 1923 DaceyYukon Polyhed Individual Membership
Reports

1922 Sabrina Hill XYZ Cor XYZ Membership Dues

Add To List
1921 Aiesha Baldwin Danube  Add To Favorites XYZ Membership Dues

Add View To Favorites
1920 Habika Harris XE Awi Corporate Membership

1919 James Hill Islzg Student Membership

20 [Not Specified] Danube Partners Corporate Membership

5. When prompted that the user is renewing 1 subscription, click Next.

Renew Subscriptions @

This wizard will renew subscriptions for the current selected items. If no item selected, the entire contents of this
view will be renewed. Click next to continue

° CANCEL BACK NEXT
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12.10

6.

7.

8.
9.

10
11
12
13
14
15
16

17
18

In the Due Date field when prompted, enter the last date of next month.

Renew Subscriptions 8

Select Due Date
Please enter the desired due date.

Renewal Due Date 03/31/2016
Identify Comtact Person by Function for Company Subscriptions

Group Subscriptions with Same Subscriber Person on One Order

0 CANCEL BACK NEXT

Click Next to continue.

Renew Subscriptions 8

This wizard will renew 1 Subscription(s) with a due date of 03/31/2016. Click Finish 1o continue.

0 CANCEL BACK NEXT o FINISH

Read the message that the subscription with a due date of xx.
Click Finish to continue.
*  Aptify automatically created an order quotation for the subscription renewal.

. Click on the Home dashboard.
. Look at the Today’s Orders view.
. Locate the most recent order whose Ship To Name is your Person
. Double-click to open the quotation order.
. Change the Order Type from Quotation to Regular.
. Change the Order Status to Shipped.
. In the Summary area, enter the payment information (use Pre-Paid Check or credit card).

* Note that the Payment Type defaults to Purchase Order for quotations created by
the renewal wizard.

. Click Save.
. Open your persons record. Click the Subscriptions tab.

* Notice that the End Date is now two years from the Start Date. If a user opens the
Subscriptions record, the number of Issues Purchased has increased to 24.
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Auto-Renewing Memberships/Subscriptions

Auto-Renewing subscriptions automatically generate standing orders that can regularly be
converted to regular orders. Once the regular order is shipped, the subscription is renewed.
Aptify strongly encourages all organizations to use auto-renewal, so that customers never
forget to renew their membership.

1. Type 06, and open Emily Robinson’s Persons record from .Quick Search.
Select Create Order from the Actions Menu.

Order the XYZ Membership product.

Enter Payment information.

Save the record (BUT DO NOT SHIP).

Open the Order Lines record.

From the Extended tab drop-down, select the Subscriptions tab.

Click to check the Auto Renew checkbox.

S B A i

Order Lines record @'

Subscription =

In Memary Of O\
In Honor Of 0\
Recipient | Robinzon, Emily/VC Osaka Technologies Group, Inc. a m

Recipient Company

Purchase Type | Individual o Subscription Copies 1
Subscription Start Date | 01/19/2016 o

Agent Order Number

9. Click the OK button.
10. From the Orders record, change the Order Status from Taken to Shipped.
11. Click Save and Close.
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Fulfilling the Auto-Renewal Standing Order

1. From Quick Search, open the Active Standing Orders view.

Select the Membership Dues standing order at the very top - sorted by ID.
Click the More dropdown.

Select the Standing Order Fulfillment Wizard.

> won

All Standing Orders

;}'Bm'e* More ~

Record History

D SHIPTO SH BILLTOCOMPANY
Export to Excel

1 Baldwin, Aiesha/Danube Partners mers Danube Partners
Reports

2 Hill, James/lsland Trading Add To List Island Trading

i Y
3 Baldwin, Aiesha/Danube Partners Add View To Favorites tners Danube Partners

Auto-Resize Columns

VG Dsak
Robinson, Emily/VC Osaka aka

N Technologies
Technologies Group, Inc. Messaging e 9
roup, Inc

I Standing Order Fulfillment Wizard I

5 Pintaro, Jessica/Ottoman Ottoman

5. Click Next to continue.
6. Leave the Order dates as is; normally this would be changed to desired process date.

7. Click Next to continue.

Standing Order Fulfillment Wizard

Welcome to Aptify Standing Order Fulfillment Wizard. This wizard will walk you through the process of
filling all standing orders that have product qualified for distribution or have freguencies where standing
order should be fulfilled.

Wizard will run for all the records in the view.

Enter the order date for the new records 01/18/2076 e

e CAMCEL NEXT
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Membership Dues & Subscriptions Fulfilling the Auto-Renewal Standing Order

8. For Step 2, the wizard automatically inserts today’s date as the Order Date. Click Next to
continue without changing the Order Date.

9. To process the Standing Order, click Finish and then when prompted, click OK.
10. When notified that the Standing Order fulfillment completed successfully, click OK.

11. Within the Standing Orders view, double-click to open the standing order that was just
fulfilled.

12. Select the Purchases tab.

13. There will be no record here until the date of shipment has been reached (i.e. the first day
of the subscription), then deferred income will be actualized.
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Cancelling a Membership/Subscription

Subscriptions - Full Cancellation

A membership or subscription can be cancelled similar to cancelling a physical product as
covered in the Order Entry chapter.

1. From the Home dashboard, Today’s Orders view, select the last Membership order.

2. From the More button drop-down, select the Order Cancellation Wizard.

A u i ¢ @@ More v

AULD-RESILE LOIUITINS
I SHIPTOCOMPANY Messaging
10150 Danube Partners

Entity Bulk Operations Wizard

10151 Danube Partners New Order Wizard

10152 XYZ Corporaticn New Contact Log Wizard

Ship Partial Wizard

Order Cancellation Wizard

10155 WC Osaka Technologies Group, |
Meeting Transfer Wizard

10156 Ottoman GL Batch Export

3. The Welcome screen displays - Click Next.

4. The order defaults to the name of the employee Taken by. If a record had been selected,
the Order field will auto-fill with the ID, otherwise enter the number.

5. From the Cancellation Reason drop-down list, select Incorrect Product.

Select

':'.C_I."'E Order —£|eCct Uraer Lines oelect metund or Lreditl-omplete L.ancellation

Step 1: Specify Order
Please specify the order which yow would like to cancel. Also, ensure that the value for employee is comectly emtered.

Taken By End User

Order | 10153

oL
=

Cancellation Reason | Incorrect Product

<

o CANCEL BACK NEXT

6. Click Next.
7. Select the XYZ Subscription order line checkbox.
8. Leave the Cancel Quantity set to 1.
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Membership Dues & Subscriptions Cancelling a Membership/Subscription

10.
I1.

12.
13.
14.
15.

Order Cancellation Wizard @ I
Step2: Specify Order Lines
Please specify one of mre of OrderLines to cancel. Also, indicate the quantity which should be cancelled. To
see order line details, double click on the desired row.
s oo |
SELECTED | LINE PRODUCT . | PRODUCT | DESCRIPT . | EXTENDED | QUANTITY CANCEL QUANTITY
Individual
Sub: Dacey
Individusl  Yuk
1 2 nenview uken 525000 1 0
Membership ~ Start
1 1-10f1 items
Retumn Shipping Charge Show Cancellation Fee Products
Include Caneellation Fee Product
Product v
Fee 30.00
o CANCEL BACK NEXT

Click Next and follow the on-screen instructions to complete the cancellation process.
*  When prompted to select a balance type, select Keep on Account.

Click Next.

Check the Review The Created Cancellation Order.

o Ifleft unchecked, another user will have to process the order to Shipped for the
Credit to Account to take place and for GL’s to be corrected.

Change the Canellation Order Status to Shipped.

Click to Save and Close the Order record.

Open the Subscriptions service and run the All Active Subscriptions view.
Double-click the most recent entry to open the corresponding Subscriptions record.

* Notice that the Status field is set to Cancelled and the Cancellation Order
cancelled all 12 issues of the monthly subscription.
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Subscriptions - Partial Cancellation
1. Follow the same steps as in the previous exercise to enter an order for the XYZ Subscrip-
tion product.
2. From the Order in the Orders Over the Last 30 Days view.
3. Change the Status to Shipped.
* A product must have a status of Shipped to be finalized.
4. In the View, click to activate the recent record.

5. From the view toolbar, the More button drop-down, click the Order Cancellation Wiz-
ard tab to launch the wizard.

6. Click Next.

7. The order defaults to the name of the employee Taken by. If a record had been selected,
the Order field will auto-fill with the ID, otherwise enter the number.

8. Leave the Cancellation Reason blank

9. Click Next.

10. In the check box for the XYZ Subscription order line, place a check mark.
11. Set the Cancel Quantity to .5 (half)

»  This will cancel half of the subscription. Therefore, for a 12-month subscription,
this will cancel 6 issues.

* Note that a user can also enter a fraction (such as 6/12) in the Quantity field and
Aptify will automatically convert the fraction to the decimal value.

12. To complete the cancellation process, click Next and follow the on-screen instructions.
*  When prompted to select a balance type, select Keep On Account.

13. Save and Close the order.

14. Open the view of the Subscriptions service.

15. Double-click the most recent entry to open the Subscriptions record.

* Notice that the Subscription’s Status is still Active but the End Date for the
original subscription purchase is 6 months in the future rather than 1 year.

16. Double-click the entry.
17. Click the Purchases tab.

* Notice that the number of Issues Purchased is half the total.
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Membership Views

From the Quick Search, enter the text % Expiring in.

Several selections will display:
Members Expiring in 90 Days
Members Expiring in the next 60 Days
Quotations for Membership Expiring in 30 Days Ago
Quotations for Membership Expiring in 60 Days Ago
Quotations for Membership Expiring in 90 Days Ago

Quotations are generated as a result of running the Subscription Renewal Wizard. Users often
schedule these views to run automatically and send a renewal notice via a process flow to
members whose membership is coming due. These renewal notices are usually scheduled to
go out periodically at 90, 60, 30, 14, 7, etc. days from the actual renewal date. As users pay
for membership they drop off the view(s) by a filter of Balance Due being greater than 0.

Examples are included here for replication and use, but can be expanded upon for more in
depth analysis. Users can add their own desired prompts, fields, sorting, etc. by copying and
editing the Properties of any of these views.

1. Select the Members Expiring in 90 Days View
2. Observe the Results.

*  Only one Order displays due to limited records in the Training DB.
_ |

Members Expiring in 90 Days

;}'Bme.\ More v

D FIRST NAME LAST NAME MEMBER TYPE

37 James Hill Student Member

1. From the Quick Search, enter the text Find Persons.
Select the Find Persons - Join Date/Membership View.
Enter Student in the Member Type prompt.

hall

Observe the Results.

Find Persons - Join Date/Membership
Join Date Betwesn | 1,1,2013 ~ and [ 1273172013 ~ mMember Type: | swudent

E 2 B Wm C = flEm

FIRST NAME LAST NA... JOIN DATE COMPANY MEMBER TYPE

Luke Garcia 07/22/2013 PT Astra Imernational Tbk Student Member
Logan Rodriquez 07/22/2013 La corme gabondance Student Member

Luke Zagreb 07/22/2013 Reggiani Caseifici Student Member

Emily May 07/22/2013 Cottenwood Taping Systems Studer: Member
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Objective

In this chapter, you will have the opportunity to work with Campaigns. This includes:
* Creating Campaigns, manually or using the Campaign Setup Wizard
* Creating Campaign Segments to target your marketing efforts
* Adding Persons to a Prospect List
* Apply a Campaign to an Order

Campaigns Overview

Allows organizations to create different marketing campaigns
» Sales to move products
» Campaigns to increase product awareness
Within the service, organizations have the ability to:
* Discount products based on Membership type
* Discount Products and/or Product Categories
* Tie a Prospect List to a campaign
» Track Prospect status
*  Whether they have accepted or declined the marketing offer
e Track Documents and Tasks related to a Campaign effort

At the time of order, the order entry person can specify a campaign for the entire order or
apply the campaign to a specific order line

13.1



Setting up a Campaign Campaigns

Setting up a Campaign

13.2

The Campaign Management application enables users to incorporate products specifically
tied to a marketing campaign in order to offer discounted prices. Campaigns can be used for
marketing membership, meetings, etc. Once a campaign is tied to an order, all products linked
to the campaign will display the appropriate discount.

1. Select the Campaign Management application.

2. Click on the New Campaign button.

=i Applications Favorites ‘ NEW CAMPAIGN , NEW ORDER WIZARD

& Home

% Spaces All In Progress Campaigns

b [ m 1 Cc = More~

B Accounting - ]
) i NAME
o Awards -
Genersl Marketng Campsign

B Campaign Management
1 Spring 2009 Membership Campaign

3. Inthe Name field, enter XYZ Campaign.
4. In the Description field, enter Introduce XYZ Product.
5. Enter an End Date of one month from today.
* Today’s date automatically populates in the Start Date field.
Enter Marketing in the Type field.
Enter the Status as In-Progress.

In the Coordinator field, enter an Employee number or name.

o »® =N

Check the Invitation Required checkbox.

*  When checked, only persons and companies in the Campaign’s prospect list with
a status of Invited will be able to respond to the campaign.
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Setting up a Campaign

10.
I1.
12.
13.
14.
15.

16.
17.
18.
19.
20.
21.
22.

a d t; -T|- O C i More

Name | XYZ Campaign

Parent O\

Description | Intreduce the XYZ Product.

Start Date| 01/13/2016 v End Date A
Type | Marketing oQm
Status | In-Progress 0\ [ ]
Coordinator | End User 0\ ]
Meeting Q, Invitation Required

Click the Discounts > Products section.

Click the New button.

In the Product field, enter the name of your X¥Z Product (XYZ = your initials).
From the Discount Type drop-down, select Discount %.

In the Discount % ficld, enter 20%.

In the Member Type field, enter Member.

*  Members will receive a 20% discount on this product

Products record @

Product | X¥Z Praduct am
Type  Discount % ~
Currency Type
Discount Amount  $0.00
Discount % | 20
Amount $0.00
Member Type | Member QW
Include Sub-Member Types
B B3

Click the OK AND NEW button.

In the Product field, enter XYZ Product.

From the Discount Type drop-down, select Discount %.
In the Discount % field, enter 10%.

In the Member Type ficld, enter Non-Member.

Click the Ok button.

Save the Campaign record.
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Campaigns

13.4

Mame | XYZ Campaign
Parent

Description  Intreduce the XYZ Product.

Start Date | 01/13/2016 W

Type | Marketing
Status | In-Progress
Coordinator | End User

Mesting

Discounts > Products -

EIEERE + + ¢ &

PRODUCT TYPE DISCOUNT AMOU... | DISCOUNT
XYZ Product Discount % 0.00 20
XYZ Product Discount % 0.00 10

om

End Date v
oam
oam
oam

Q, Invitation Required

AMOUNT MEMEER TYPE

0.00 Member

0.00  Non-Member

Aptify End User Training Manual



Campaigns

Creating a Campaign Segment

Creating a Campaign Segment

An organization can use Campaign Segments to identify the target audiences for a marketing
effort targeting multiple groups. In this exercise, you will create a Campaign Segment for the

XYZ Product Launch Campaign targeting the persons in a view.
1.

N vk wN

From the XYZ Campaign record, click the Segments section.

Click the New button.
In the Campaign field, XYZ Campaign defaults.
In the Name field Persons with Profile Photos.

From the Filter Type drop-down menu, select View.

In the View field, enter the view name, Persons with Profile Photos

In the Rank field, enter 1.

B d tg 17} O C 4 More

General =

Campaign  X¥Z Campaign
Name Perzons with Profile Photos
Filter Type | View

SOL Query

View Persons with Profile Photos

Rank 1

8. Save + Close the record.

9. Return to the Campaign Dashboard

10. Click on the More button from the All In Progress Campaigns view.

11. Select Campaign List Builder.

Campaign List Builder @

Welcome to the Aptify Campaign List Builder Wizard

‘You are running the Campaign List Builder Wizard. This wizard is designed to populate a Campaign List based on any
number of Campaign Segments and their related filters. It can be run a number of times without harming any Campaign
List members that may have been added manually. Please note that you should exit this wizard if the Campaign
Segments for this Campaign have not yet been setup.

e CANCEL BACK NEXT
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Campaigns

12. Click the Next button.
13. Enter XYZ Campaign in the Campaign field.
14. Keep Initialize List and Preserve Manual Entries checked.

15. Keep the Default Status as Invited.

Campaign List Builder @

Step 1: Select the campaign and options below and hit "Mext” 1o build the list.

Campaign XY¥Z Campaign D\ .
Initialize List

Preserve Manual List Entries

Default Status | Invited e

e CAMCEL BACK NEXT

O FINISH

16. Click the Finish button.

17. From Quick Search find and run the Prospects per Campaign (BASE VIEW).

18. In the Campaign prompt enter XYZ Campaign.
19. Click GO.
20. Observe the entries added from the Campaign List Builder.

Prospects per Campaign (BASE VIEW)

Campaign: | xyz campaign Campaign Type: | «Type=

A ﬁ ' c @ More v

PERSON

Jackson, Wainwright/Let's Stop N Shop
May, Emily/Cottonwood Taping Systems
Jones, Brian/Let's Stop N Shop

Lowe, Mason/Let's Stop N Shop

Campaign $talus: | <In Progresss

PERSON STATUS

Invitad

Invitad

Invitad

Invited
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Adding Prospects to a Campaign

Adding Prospects to a Campaign

Prospects can also be added to Campaigns by the Prospect List section or directly from a
View without using Segments.

Adding Prospects from a Campaign

L.

2
3
4,
5
6

o Campaign List Detail ID: 3139 X

Open the XYZ Campaign record (if not already open).

Select the Prospect List section.

Click the New Record button to open a new Campaign List Detail record.
From the Type drop-down menu, select Person.

In the Person field, enter Aisesha Baldwin record (ID 01).

The Prospect Status field should default to Invited.

* After a Person has responded to the marketing offer a user could use an Entity
Bulk Operation from a View of Prospects to update the Prospect Status.

H d I:; m £ c Fay More =

General =

Campaign | X¥Z Campaign
Type  Person

Person | Baldwin, Aiesha/Danube Partners

Company

Campaign Segment

Generated

Prospect Status | Invited

10.

I1.
12.

Click the Save and New button

This Opens a 2nd Campaign List Detail record from the Campaign’s Prospect List tab.
From the Type drop-down menu in the second row, select Company.

In the Company field, enter record 01 and select for Danube Partners.

* Any Persons associated with Danube Partners can now respond to the Invita-
tion Only campaign.

Ensure that the Prospect Status field is Invited.
Click Save.
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Campaigns

Adding Prospects from a view

1.

2
3.
4

5.

From the Quick Search, find and open your San Francisco Student Members view.

Check the upper left-most check box (Select All box).
Click the More drop-down button.
Select Add Persons to Campaign.

San Francisco Student Members

R Z B W C & Mo

Record History

[ o FIRST NAME LAST NAMI
Export to Excel
¥ 90 Quillan Byrd
Reports
. 48 Wainwright Jackson Add To List
¥ 2100  Brian Jones Add To Favorites

¥ s 7 y Add View To Favorites
ason owe

Auto-Resize Columns

o 2484 Emily May
Messaging

W 1339 Andrew

Entity Bulk Operations Wizard

Add Persons g Committee Wizard
Add Persons To Campaign

In the Campaign field, enter the XYZ Campaign.

6. Click the Next button.

* A message will indicate how many records will be added to the campaign

Add Persons To Campaign a

Select Campaign

view will be added.

Campaign XYZ Campaign

Select the Campaign for adding the current selected items. If no item selected, the entire contents of this

am

e CANCEL D BACK ) NEXT

7. From the second screen, click the Finish button.

8. From Quick Search find and run the Prospects per Campaign (BASE VIEW).

9. In the Campaign prompt enter XYZ Campaign.

10. Click GO.

11. Observe the entries added from the Add to Persons to Campaign wizard.

13.8
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Applying Campaigns to Orders

Applying a Campaign to an Entire Order

In this exercise, users will learn how to apply a campaign to an entire order and to each
individual item in an order.

1. Find and Open Aiesha Baldwin’s record.
2. From the Landing page click Actions - Create Order button.

*  Note: Campaign pricing can only be used for a designated prospect since the
XYZ Campaign’s Invitation Only box was checked.

3. In the Campaign field, enter X¥Z Campaign.

*  When applying a single campaign to an entire order, the Campaign MUST be
entered first, before adding products to the order.

4. Enter XYZ Product to the Order Line, click Add.

Customer v
Order Date| 01/19/2016 V| Order Party: Company rder Addresses
- Ship To Address v
Ship To | Baldwin, Aiesha/Danube Partners Ol &v
- Line 1/ 910 Southwest Unicn Avenug
Ship To Company | Danube Partners 0\ |
Billing Same as Shipping LneZ
Line 3
Bill To| Baldwin, Aiesha/Danube Partners
y City, State ZIP Palo Alto ca V943
Bill To Company  Danube Parters
County | Santa Clara
Customer Type: Corporate
Mermber/Meber Country  United States v Bad Address
Campaign  XYZ Campaign ]
ampeiEn Jid Campan am Ship To Phone v
Ship Type U.S. Mail v 1| ol 70mE | x
750-9187
Order Source Walk-In v
Order Lines
Quantity 1 Qty Avail
{f§ XYZ Product (ID: 9922) . Quantity Price Discount Extended
v Desciiption 1 §100.00 000% 38000

Observe the Discount percentage applied.
On the Payment tab, enter payment information.

Finish and Ship the Order.

© =N W

From Quick Search find and run the Orders per Campaign view.

* A Base View is used so that Campaigns, Orders, and Order Lines information
will display. This is important for capturing both Campaigns applied at the Order
Level AND the Order Line level which will be done in the next exercise.

9. Observe the results - there should be one order for Aiesha Baldwin listed.
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Campaigns

13.10

Applying a Campaign to an Order Line

1.

Create another order from Luke Tate’s Persons record (ID 343).

2. Luke Tate meets BOTH criteria for receiving the discount:

3.
4.

* He is on the invited Prospect List via having Danube Partners as a company.

¢ He has Non-Member status and will receive a 10% discount.

Enter the XYZ Product in Find Product.
Leave the Quantity as 1, click Add.

5. On the right side of the Order Line, click Open.

Order Lines

Quantity 1 | Qty Avail:

g vz Product (10:992) Quantity

Description 1

A

DELETE ALL
Price Discount Extended

$100.00 0.00% $100.00 20

6. Enter XYZ Campaign in the Campaign Code field.

10.
I1.
12.

Order Lines record @
Extended v
Quantity 1 Price  $100.00
Inventory Location | XYZ Organization/XYZ Warehouse 0\ m
Not Returned To Stock
Campaign Code | XYZ Campaign 0\
Chapter 0\

Allow Description Override Discount Overridden

Description

Click OK.
Click OK to return to the order.
Enter Payment information.

Ship and Close the order.

From Quick Search find and run the Orders per Campaign (BASE VIEW) view.

Observe the results - there should be two orders listed.
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Campaign Views

1.

From the Quick Search, enter and find the Orders per Campaign (BASE VIEW).

2. Enter the XYZ Campaign you just created in the Campaign Name prompt.

3. Observe the Results.

Base View - results show fields from Persons, Orders, and Campaign services

CAMPAIGN CODE NAME 11}

“ Campaign Code Name: XYZ Campaign

XYZ Campaign

10132 01/13/2016

COUNT: 1

Orders per Campaign
CEMPAIIN: | xyz cam m
. - —
2 B W C = [mes

ORDER DATE TOTAL

SUM: 80.00

SHIPTOCOMPANY SHIPTONAME SHIP TO ADDR LINE 1

Danube Partners Ajesha Baldwin 910 Southwest Union Avenue

3. Observe the Results.

Prospects per Campaign (BASE VIEW)

From the Quick Search, enter and find the Prospects per Campaign (BASE VIEW).
Enter the XYZ Campaign you just created in the Campaign prompt.

Base View - results show fields from Persons, Orders, and Campaign services.

Campaign: | yyz Campaign Type: | <Types
Campaign Segment: <Segment> Person S181US.  «Sratus>

" -

), A u i C 0\, More v

PERSON w PERSON STA...  CAMPAIGN STARTD... CAMPAIGN END DATE = CAMPAIGN STA...
Wade, Alexandra/U. Hardwick Physics AB Invited 0B/05/2014 In-Progress
Baldwin, Aiesha/Danube Parners Invited 08/05/2014 In-Progress

Campaign Status: | <In Progress>

Person: | <persons

Aptify End User Training Manual
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Objective

The Meetings function enables users to track meetings, meeting sessions and meeting
registrants. After completing this lab, you will be able to:

Copy an existing Meeting using the New Meeting Wizard
Understand the parts of the Meeting record

Order a meeting and register additional attendees on an order
View all meeting Registrants

Close a meeting and track Attendees

Overview

“Extended” product type

Supports Meeting-specific features in addition to the General Product features
Same setup and configuration as a standard Product

Meetings use a Products record that includes an additional Meeting tab

Tracks meeting registrants, attendees, and additional information about the meeting

Uses Aptify Inventory system to manage meetings with limited space
Nearby hotels for attendees

Meeting Location

Required resources (such as audio/visual equipment)

Sessions

14.1
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Using the New Meeting Wizard

The New Meeting Wizard enables users to create a new meeting by copying elements of an
existing meeting. This can save valuable time as Meeting coordinators often have similar
meetings scheduled throughout the year. During the copy process, users can copy and then
adjust details such as dates, time, speakers, location, etc.

This exercise will use the New Meeting Wizard to copy an existing XYZ Meeting and make
modifications to make it unique.

1. Click the Meeting Management dashboard.
2. Click the New Meeting Wizard button.

NEW MEETING WIZARD ORDER WIZARD

W C & More~
1] MEETING TITLE
~ 61 XYZ Meeting
-~ 62 XYZ Session |

3. The first screen of the Meeting Wizard will display.

4. In the Copy Existing Meeting field, enter XYZ Meeting (exactly; do not substitute xyz
for your initials).

New Meeting Wizard @

Welcome to the New Meeting Wizard!
This wizard walks you through the process of adding a new meeting to Aptify

If you want 1o use a copy of an existing meeting as your starting point, select a record using the Copy
Existing Meeting link box and click Next. Otherwise, 1o start with a blank meeting, just click Next.

Copy Existing Meeting | XYZ Meeting 0\ ﬁ

e CANCEL BACK NEXT

5. Click the Next button.
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Using the New Meeting Wizard

6. The second screen of the New Meeting Wizard displays.

*  On this screen users can edit the basic information concerning the meeting such
as the name, date, coordinator, etc.

7. Edit the New Product Name field by overwritng XYZ with your initials plus the word

Meeting (i.e. DOC Meeting).

8. Do not Click to the Web Enabled checkbox. This enables the users of ebusiness to see

and order the meeting - it should be the last task done in setting up a meeting.

9. Keep 3 the Max Registrants field.

* If limited number of registratons is allowed - enter that number here.
* Ifregistrations are unlimited, zero remains in this field..
10. Change the Start Date and Time to next week on Monday.
*  The year should automatically have defaulted to the current year.
¢ IGNORE the dates in the screenshot; these are just placeholders
11. Change the End Date and Time to next week on Friday.
12. Click the Next button.

New Meeting Wizard @

Mew Product Name XYZ Meeting

Other Names Same As Product Name

New Meeting Name | XYZ Meeting

Category | Meetings

Parent Meeting

Lpp
oo

Meeting Type
Web Name | X¥Z Meeting
‘WebEnabled

Meeting Conflict Type | No Conflict Validation v Max Registrants 3
Meeting Dates
Start Date and Time | 12/07/2016 e End Date and Time | 12/11/2016 ~
Registration Opens | 01/01,/1900 s Registration Closes | 01/01/1900 ~

Rev. Rec. Date | 01/01/1900 ~

Coordinator | John Samuels

Organization

Committee

L0000
ooo

Linked Expo

Description

o CANCEL BACK NEXT
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13. The third screen of the New Meeting Wizard displays.

» This screen enables users to decide whether to copy the originating Meeting’s
Logistics such as Location, Sessions, Sponsors, Education Units, etc.

14. Leave the information intact.

New Meeting Wizard 8

The wizard will copy the specified information from the existing meeting to the new meeting for each item that is
checked below. For example, if you leave Topic Codes checked, the Topic Codes selected on the original meeting will be
copied to the new meeting.

Speakers Hotels Education Units Pricing/Prereguisites Attributes

Resources Sponsors Topics Codes Accounting

If the meeting you entered has any sessions, those sessions will appear in the grid below. Remove the check mark from
any session that you do not want to copy. For sessions that you do want to copy, you can modify the Meeting Title and
dates directly within the grid or double-click to open a form. Mote that the wizard will copy information from the criginal
session to the new session based on the options you checked above.

[A

SELECTED MEETING TITLE SESSION START DATE SESSION END DATE
XYZ Session | U4 XYZ Session | 12/07/2016 12:00:00 PM 12/07/2016 01:00:00 PM
XYZ Session |l U4 X¥YZ Session I 12/08/2016 02:00:00 PM  12/08/2016 03:00:00 PM

9 CAMCEL BACK NEXT

15. In the sessions Meeting Title column, double-click the XYZ Session I meeting title.
16. Observe that the basic information could be edited for the Session at this time.

* Dates have automatically adjusted based on date choices for screen #2.

Meeting Cloning Wizard Sessions record

Meeting Title  ¥¥Z Session |

Session Start Date | 12/07/2016 12:00:00 PM W
Session End Date  12/07/2016 01:00:00 PM W
Meeting ID | X¥Z Session | O\ '

17. Click OK.
18. Click the Next button.
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Using the New Meeting Wizard

19. A message displays that the wizard is ready to create the new meeting.

20. Select the checkbox to Open the New Meeting record after it has been created.

21. Click Finish.

New Meeting Wizard 8

e CANCEL

Open the new Meeting after it has been created.

The wizard is now ready to create the new meeting. Click Finish to continue.

BACK MEXT

O FINISH

22. The finished Meeting Product record should now display - if it does not, open it from the
Future Meetings view of the Meeting Management dashboard.

23. Observe the changes to the Name and Date(s) that were made in the wizard.

o XYZ Meeting (ID: 9959) X

B B B © C

Mame XYZ Meeting
Category Mesetings
Type | Meeting

Parent Froduct

Meeting =
General =

Meeting Title XY¥Z Meeting
Start Date | 12/07/2016
Status | Planned
Meeting Type
Coordinator | John Samuels
Linked Expo
keeting Conflict| No Conflict Validation
Max Reg. 3

Description

& More -

am

e o

End Date  12/171/2016 ~

o s ez
e 3
om
o £

L

Avail. Space [
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24. From the General drop-down, click the Meeting Logistics>Location section.
* The Meeting Logistics section stores information specifically to this Meeting.
25. Observe the Location tab information.

*  This section displays information about the meeting location and can include
room information.

*  Venue/Room records can be created/saved for easy loading of details.

Meeting +

Meeting Logistics = Location =

Wenue | X¥Z Convention Center

o P
| =

Room | Test rcom

Room Type | Lecture Hall ~ Capacity 50
Place Test room / Test Venue
Line 1 11 Relaxation Drive
Line 2
Line 3
City, State ZIP Marathon FL e 33050
County  Monroe
Country  United States ~ Bad Address

Phone Y4

1 b
Directions  From Airport:

L on Main 5t. - follow 4 miles

R on Sessions Ave. - follow 400 yvards

R on Relaxation Drive - 11 Relaxation

26. Click the Meetings > Sessions > List tab.
27. The two sessions that carried over from the Wizard are available.

28. Double-click the XYZ Session I record and change the Product Name and Meeting
Name to your initials.

29. Save and Close the record.

30. Double-click the XYZ Session II record and change the Product Name and Meeting
Name to your initials.

31. Save and Close the record.

Meeting =
Meeting Logistics > Sessions = List =
Meetings
- . -
A 4 B 0 C = (e
ID | MEETING TITLE START DATE END DATE
62  XYZ Session | 12/07/2016 12:00:00 PM 12/07/2016 01:00:00 PM
63  XYZ Session I 12/08/2016 02:00:00 PM 12/08/2016 03:00:00 PM
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32. Click the Speakers tab

33. The Speaker that was designated on the original record displays.

Meeting Logistics = Speakers -

EIEEAEER = + ¢ &

SPEAKER STATUS TYPE
Yukon,
Dacey/Polyhe... Accepted Regular

Power Devices

Speaker

Speakers record

34. Double click the Speakers record.
35. Change the Start Date to next Monday at 9:00 AM.
36. Change the End Date to next Monday at 11:00 AM.
37. Click the OK button.

General -

Speaker
Status
Type
Title

Description

Start Date

End Date
Evaluation
Content Quality
Speaker Quality
Cost

Date Rejection Sent

Max Expenses

Yukon, Dacey/Polyhedron Power Devices

Accepted
Regular

Speaker

1270772016 09:00:00 AM
1270772016 11:00:00 AM
Average
Average
Average

$0.00

Reimburse Speaker

$0.00
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39. Sponsors can be added, edited, and deleted as needed.

Meeting Logistics > Sponsors «

EIEIEEE 7 + + &

SPONSOR CONTACT AMOUNT

Ottoman Lambert, Baka/Ottoman 1000

40. Click the Hotels tab

41. Hotels and locations, offers and directions can be added, edited, and deleted as needed.

Meeting Logistics > Hotels =

IEIEIEEE 7 ¢+ + &

HOTEL SPECIAL OFFERING OFFER STA... | OFFEREND..

Marriot - Marathon Key 20 % off total stay 12/07/2016 12/07/2016

42. Click the Resources tab.
43. Resources and types, quantity, start/end dates can be added, edited, & deleted as needed.

Meeting Logistics > Resources «

CEIEHEES + « ¢+ &

RESOURCE CHECKED DOUBLE CHECKED QUANTITY STARTDA... | END DATE
Podium 1 12/07/2016 121172016
White Board 1 12/07/2016  12/11/2018

44. Click the Education Units tab.
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45. Education Categories can be set up to track how many Continuing Education Units an

attendee will receive for attending a particular meeting.

Meeting Logistics » Education Units -

EIEAEED + + ¢+ =

Continuing Education Units Active 2

EDUCATION CATEGORY EDUCATION CATEGORY STATUS PRL.. | EDUCATION UNITS

CE TYPE

Education Unit

46. Double click the Continuing Education Units line.
47. The Meeting Education Units Record displays.

48. These records can be added and edited to fit the class requirements. Units can also be tied
to a specific Education module curriculum and administer credit towards the fulfillment

of a curriculum if so designated.

Meeting Education Units record

CE Type  Education Unit

S
Education Category | Continuing Education Units D\ ﬁ
Primary Function Q..

Education Units 2

Certifications

If tracking CE units as Centifications in Aptify Education Management, select the
Type and enter the corresponding Requirement (Course) or Curriculum to which
the=se units will apply.

Certification Type | Raquiremeant W
Regquirement Q,
Curriculum 0\

Title

[ocamonew | o [ cavcer

49. Once a student is marked as Attended (But not just as Registered) for this meeting he or

she will automatically receive the designated number of credits.
50. On the Meeting Education Units record, Click OK.
51. Save and Close the Meeting record.

Aptify End User Training Manual
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Creating Meeting Registrations

14.10

Registering for a meeting is the same as ordering any other product. In this exercise three
separate individuals for the XYZ Meeting will be registered by creating three separate order
lines for the XYZ Meeting product.

1
2
3
4.
5
6

10.

I1.
12.
13.
14.
15.

Open your Persons record.

From Actions, click on Create Order.

Add your XYZ Meeting to the Order Line.

A pop up window will display with Registration and Session information.
Select the box next to both XYZ Session I AND XYZ Session I1.

Click the OK button.

I Select Sessions for Meeting |
SELECT ALL UNSELECT ALL CANCEL

XYZ Session Il (9917)
Start Date: 12/08/2025 02:00:00 PM
End Date: 12/08/2025 03:00:00 PM

XYZ Session | (9918)
Start Date: 12/07,/2025 12:00:00 PM

End Date: 12/07/2025 01:00:00 PM
Place: Room A/ XYZ Hotel

;Open the Order Line the XYZ Meeting.

Change the Registrant to ID 02 - Alexandra Wade.

Click OK to close the Order Line.

Repeat steps 7-8 for both XYZ Session I and XYZ Session I1.

Order Lines -
Quantity 1 Oty Avail: ADD CLEAR SEARCH DELETE ALL

“= XYZ Meeting (ID:3918) Attendee: Quantity Price Discount Extended ..
‘Wade, Alexandra/U. Hardwick 1 $100.00 0.00 % $100.00 Fa} Q
Physics 4B

= XYZ Session Il {ID:9917) Atendee: Quantity Price Discount Extended L
‘Wade, Alexandra/U. Hardwick 1 550.00 0.00 % 550.00 ’ Q
Physics AB

¥ XYZ Session| (ID:9915)  Attendee: Quantity Price Discount Extended L
Wade, Alexandra/U. Hardwick 1 $125.00 0.00 % $125.00 Pl ]

Add the XYZ Meeting to Order Lines again.

This time, do NOT order any of the sessions - just close the popup.
Open the new Order line for the XYZ Meeting.

Change the Registrant to ID 03 - Athena Scott.

Click OK to close the Order Line.
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16.
17.
18.

19.
20.
21.
22.

23.
24.
25.
26.

Add the XYZ Meeting to Order Lines for a third time.
Again, do NOT order any of the sessions - just close the popup.

Do NOT Open the new Order line for the XYZ Meeting - this registration will remain
for Aiesha Baldwin.

Enter Payment information.
Save the Order.

Change the Status to Shipped.
Save and Close the Order.

Note: When taking an order for multiple registrants AND when the originating person
is seeking to be registered as well, that person MUST be registered last, or the system
will overwrite the first registration line(s).

From Quick Search, find and open the Find Meeting Registrant (BASE VIEW).
Enter XYZ Meeting in the Meeting Name prompt.

Click GO.

Observe the Registrants for your XYZ Meeting.
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Placing a Person on the Waiting List

14.12

Normally a meeting would have many slots available. This example meeting had a maximum
of three registrants in order to see the result of someone registering for a meeting that has
exceeded its maximum number.

1.
2.
3.

Open new order for Baka Lambert’s (ID 04) - use Quick Search to find.
Put the XYZ Meeting in Find Product - but don’t ADD before observing the Qty Avail:.
It should be 0.

Order Lines
X¥Z Meeting] Quantity 1 m CLEAR SEARCH
Click ADD.

Enter Payment information.

Click Save.

Close the record - Baka Lambert was automatically added to the Wait List.

From Quick Search, find and open the Find Meeting Registrant (BASE VIEW).
Enter XYZ Meeting in the Meeting Name prompt.

. Click GO.
. Observe that Baka Lambert is listed with a status of Waiting for the XYZ Meeting.

Note: If the user tries to change the Order Status to Shipped and Save and Close the
Order, they would receive the following message:

The order contains order lines for one or more meetings that
currently have no slots available. The order cannct be shipped unless
additional space is made available.

IF this message is received, the user should close out of the order and select Discard
when the “Do you wish to Save” pop-up comes up. Even though Discard is chosen, the
order will be saved in the Taken status AND the user will be placed on the Wait List.
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Cancelling a Registration

The Order Cancellation wizard can be used to cancel orders that have one or more meeting
registrations. In this exercise, users will employ the wizard to cancel a person ordered on
Aiesha Baldiwin’s order taken previously.

1. Click on the Home Dashboard.

From the Today’s Orders view, select the XYZ Meeting order by Aiesha Baldwin.
Click the More dropdown.

Select the Order Cancellation Wizard.

Enter the Cancellation Reason.

Click Next.

The Cancellation wizard displays all order lines.

Scroll down to the order line for Athena Scott (should be line 4).

Click on the left-hand checkbox.

10. Click Next to continue.

0 0 =N ok WD

Order Cancellation Wizard 8
Step: specmy Uraer Lines
Please specify one of more of OrderLines to cancel. Also, indicate the quantity which should be cancelled. To
see order line details, double click on the desired row.
o] crire
SELECTED LINE PRODUCT ... | PRODUCT | DESCRIPT... | EXTENDED | QUANTITY CANCEL QUANTITY
Wade
vz Registration
4 4 9916 for Athena $100.00 1 1 ]
Meeting
Scott
1 1-50f 5 items
Return Shipping Charge Show Caneellation Fee Products
Include Cancellztion Fee Product
Product “
Fee S0.00
a CANCEL BACK NEXT

11. Select Keep On Account.
12. Click Next.
13. Check the Review The Created Cancellation Order box.
14. Click Finish to generate the cancellation order.
15. Change the Order Status to Shipped.
*  Order must be shipped finalize the transaction.
*  Will make registration spot available for meeting.

16. Save and Close the cancellation order.
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Meetings

Moving a Person from Wait List to Registered

This process is not automated in Aptify.

1. From Today’s Orders view, open the Order for Baka Lambert of XYZ Meeting.
2. Open the order line for the XYZ Meeting.

3. Change the Status from Waiting to Registered.

Order Lines record @

Meeting +
General v

Meeting Name
Attendee

Badge Name

Badge Company Name
Badge Title
Registration Type

Status

XYZ Meeting

Lambert, Baka/Ottoman

Baka Lambert
Ottoman

President
Pre-Registration

Registered ~

Reqgistered
Warting
Attended
Cancelled
Mo Show
Attended (Mo Credit)
Woid From

Cancellation

Show Mame On List

Cancellation Date

Exhibitor Baoth

o m

Click OK.

In the Payments and Summary area, change the Order Status from Taken to Shipped.

Save and Close the record.

From Quick Search, find and open the Find Meeting Registrant (BASE VIEW).

Enter XYZ Meeting in the Meeting Name prompt.

10. Click GO.

4
5
6. Click Yes when asked if all items have been shipped.
7
8
9

11. Observe that Baka Lambert is listed with a status of Registered and Athena Scott is

listed with a status of Cancelled for the XYZ Meeting.

14.14
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Transferring a Meeting Registration

The meeting transfer wizard is able to perform two functions for an exiting meeting regis-
tration. It can substitute a different person for the same meeting, or it can transfer a person’s
existing meeting registration to a different meeting.

*  The wizard is available for orders in either a Taken or Shipped status

*  For Shipped Orders, the process creates a cancellation order and then a new
transfer order

1. Create an Order for the Golf Tournament (ID 9927) for Hannah Taylor (ID 09).
Save and Ship the Order.
Click on the Meeting Management dashboard.

Select the Meeting Transfer Wizard.

2
3
4. From the Future Meetings view, click the More button.
5
6. Enter Hannah Taylor’s name in the Persons field.

7

Enter the Golf Tournament (ID 9927) in the Meeting field.

Note: If you remember the Order ID, you can put that in the Order field without filling
out the Person or Meeting fields.

Meeting Transfer Wizard @

|dentify the Transfer Details Review Transfer Payment Transfer Cempleted

Registration to Modify Details Reconciliation

This wizard performs two functions for an existing meeting registration. It can substitute a different person for the same
meeting, or it can transfer a registration to a different meeting.

Step 1 ldentify the Registration to Modify

Enter the person and mesting in the fields provided to locate the order that contains the registration to modify. Or, if you already
know the 1D of the Order, enter that ID in the field provided.

Person | Taylor, Hannah/Gemstone Sclutions Group O\ i
Meeting | Golf Tournament 0\ i
Order

9 CANCEL BACK NEXT

8. Click the Next button.
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Meetings

14.16

9.

Select the Line 1 box.

Find Persons record g

Baldwin, Aiesha/Danube Partners] SELECT | CANCEL

10.
11.
12.
13.
14.
15.
16.

Click on the New Attendee column.

Click on the grey box that displays.

Enter Aiesha Baldwin (ID 01) in the Find Persons record popup.

Click Next.

Review the item selected - users could go back to modify choices at this step.

Click Next.

Review the Advanced Settings/Payment Reconciliation screen.

» Users could select a Transfer Fee to apply

»  Users could change the Payment Type or Keep

Meeting Transfer Wizard

on Account

OrderID: 10160

Step 4: Advanced Setting and Payment Reconciliation

In this step, you can medify advanced settings for the order, including Ship To /Bill To information, as applicable. Also, you can
apply a transfer fee and specify details 1o either generate a credit/refund or cover a balance due. When ready, click Next 1o
transfer the registrations.

Shipping/Billing Info

Ship Te | Tayior, Hannah/Gemstone @, W  Ship To Company | Gemstone Sowmions Group | ‘@, Tl
Bill To | Taylor, Hannah/Gemstone Solutions Bill To Company | Gemstone Solutions Group
Taken By | End User am [__| Suppress Confirmation Emails
Transfer Fee (Optional) Criginal Order Transfer Order
Product ~ Total $85.00 Total $85.00
Fee S0.00 Balance 50.00 Balance $0.00

galance —————
Payment Type | Credit Memo ~
@ Keep On Account
) Refund

e CANCEL : BACK > NEXT

ansfer Details Revie ansfer Details Payment Reconciliation Transfer Completed

(x]

17.
18.

Click Next.
Click Finish.

19. Click Yes at next 2 Ship screens; user shipping both Transfer and Cancellation Orders.

20.

Click No to Transfer another Person.
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Closing a Meeting

After a meeting’s completion, it is important to change the Status to Occurred and Closed for
participants to receive education credits and accounting functions for the meeting to be
actualized.

1. Open the Meetings record (if not already opened).

2. Select the Meetings tab and select the General sub-tab (if necessary).
3. Change the Status from Planned to Occurred.

4. Click the Close Meeting button.

Meeting +
General =

Meeting Title  XYZ Meeting

Start Date | 12/07/2016 W End Date| 12/11/2016 W
(e
Meeting Type 0\ ]
Coordinator | John Samuels 0\ | ]
Linked Expo O\ ]
Meeting Conflict | No Conflict Validation Ay
Max Reg. | 3 Avail. Space 0
Description
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5. From the Filter drop-down menu, select Registered.
* This displays only the meeting’s Registrants.
6. For the first entry, click the Status field and from the drop-down menu select Attended.

7. You can use this method to change the Status for each Person individually.Click the
Change All button.

8. From the Status drop-down menu, select Attended.

Select a Status

G e

Attended

9. Click OK.
*  The Status changes to Attended for all Persons in the list.
*  Education credits assigned are saved to attendees’ records.
10. Click OK to close the Close Meeting Wizard.
11. Click OK to update all Registrant information.
12. Select the Attendees tab.
*  Confirm that all three registrants are now listed under the Attendees tab.

13. Click Save and Close to close the Meetings record.
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Meeting Views

From the Quick Search, enter the text Find Meeting.

Several selections will display:

Find Meeting - Brings back a list of Meetings and details by prompted value.Used for
counts of Registrants, Wait List, Cancelled, No Show, etc.

Find Meeting Registrant Info (BASE VIEW) - Brings back a list of Meeting Regis-
trants and details by prompted value with the focus on Persons information.

Find Meeting Registrant $ (BASE VIEW) - Brings back a list of Meeting Registrants
per Meeting and the revenue generated.

1. From the Quick Search, enter and run the Find Meeting Registrant (BASE VIEW).

2. Enter XYZ in the Meeting Name prompt.
3. Observe the Results.

Enables users to filter and view registrants by Attendee Status so users can track
Wait Listed registrants, Attendees, Cancellations, etc.

As Base View - results show fields from Persons, Meetings, Orders, and Regis-
tration services.

Find Meeting Registrant (BASE VIEW)

Meeting Name: | xyZ Meeting Attendee StalUS. | Attendee Statuss Last, First Name: | <| ast, First Mame>
. - - .
r 4 B W C ™ More
BADGE NAME BADGE TITLE ATTENDEE STATUS... MEETING NAME PHONE AREA ... PHONE
Baka Lambert President Waiting ¥YZ Meeting 803 736-2931

. Woid From . a
Athena Scott Marketing VP X HYZ Meeting 916 4971-3204
Cancellation
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Objective

Users will be able to:
¢ Nominate Persons for Awards

» Track Awards from inception to conclusion

Overview

Many organizations offer incentives and awards to their employees and members. The
Awards application allows organizations to track various awards and incentives programs.
The application includes the ability to create many awards programs, to track awards
nominees and finally to represent recipients of awards. Common programs include:

*  Committee Years of Service Pins (and similar awards)
*  Employee of the Month

* Sales Team Incentive Tracking

Al



Defining Award Types Awards

Defining Award Types

Before an organization can begin tracking awards in Aptify, the types of awards and incen-
tives that will be offered by the organization must be defined.

The Award Types record tracks the name of the award as well as a description of the award
type. Follow these steps to create a new award type:

1. Open a new record from the Award Types service.
* The Award Types service is located in the Award Management application.
2. Inthe Award Type field, enter Innovation as the name of the award

3. In the Description field, enter Showing Outstanding Innovation for our organization.

o Innovation (ID: 4) X

a d t; -ITI- Q C & More -

General =

Award Type  Innovation

Description  Showing Outstanding Innovation for our Organization.

4. Click Save and Close the record.

A2 Aptify End User Training Manual



Awards

Tracking Award Nominations

Tracking Award Nominations

Aptify’s Award Management application includes the Awards Nomination service that can be
used to track the award nomination process. By default, the system does NOT automatically
convert a nomination to award.

Nominating a Person for an Award

The Awards Nomination record tracks the nomination process. Persons can be nominated for
an award by another person or the person can apply for the incentive themselves, depending
on the organization’s award practices.

1.

2
3
4.
5
6

From the Awards dashboard, click on the New Award Nomination button.
From the Award Type drop-down list, select the Service award.

In the Person Nominated field, enter your Persons name or ID.

In the Nominated By field, enter 02 Alexandra Wade.

The Nomination Date field defaults to today’s date.

From the Status drop-down list, keep Pending as the current status of the nomination,
(the default). Once a person has been added as an award nominee, more information can
be added or the person’s nomination status can be modified at any time as necessary dur-
ing the nomination process.

The available Status types are as follows:
*  Pending — Selected by default. The process is pending, no decision made yet.
* Approved — Nominee has been accepted to receive specified award/incentive.
* Rejected — The nominee will not receive the specified award or incentive.

In the Description field, enter Test.

Save the record.

Q Award Nomination ID: 11 X

B B B W (G More ~
General =
Award Type | Member of the Year v

Person Neminated | Baldwin, Aiesha/Danube Partners

Nominated By | Wade, Alexandra/U. Hardwick Physics AB

MWomination Date | 01/1472016 W
Status | Pending v

Descripticn | Test
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Tracking Awards and Incentives

A4

The Awards Granted service can be used to track awards and incentives given out by an
organization. A record in this service tracks information such as the types of awards given,
the recipient(s), the location of award ceremony, etc.

1.

A

6
7.
8
9

Open a new Awards Granted record with one of the following methods:
* From the Awards Granted service, open a new record.
*  From the Awards tab on a Persons record, open a new record.
From the Award Type drop-down list, select the Service award.
In the Person Awarded field, enter 01 - Aiesha Baldwin
In the Date Achieved ficld, enter [today’s date].

This award is the result of an accepted nomination; link the corresponding nomination to
the award by specifying the previously created record in the Award Nomination field.

* If this award was for more than one person, a second winner can be specified in
the Second Person Awarded field.

In the Award Ceremony Location field, enter Hawaii
In the Other Benefit Provided field, enter Trip Awarded
In the Other Benefit Details field, enter All expenses paid trip to annual conference.

In the Memento Type field, enter Certificate.

10. In the Memento Type Details field, enter $500.00 Amazon Gift Card.

9 Award Granted I1D: 3 b4

a @ E; -Tl- c 4 More -

Award Type | Service Award

Person Awarded | Lamnbert, Baka/Ottoman

Date Achieved | 10/07/2071 e Awward Momination | 8

Second Person Awarded

General -
Award Ceremony Location  Hawaii
Other Benefit Provided | None e

Other Benefit Details | All expenses paid trip to annual conference.

Memento Type  Certificate e

Memento Type Details | $500.00 Amazon Gift Card.

11. Click General to see the drop-down list of add additional details which can be added

about the award being granted or about the recipient(s)--Description, Photo, etc.

12. Save the record.
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Objective

Users will be able to:
* Create Opportunities Records

» Track Opportunities

Overview

Organizations have a growing need to support contact management and opportunity tracking
related to their prospective customers. The Sales Force Automation (SFA) application is
designed to bring an integrated approach to tracking the lead generation process to their
CMS/AMS system. In addition, many organizations employ inside sales team members.
Features like Call Scripting are central to ensuring a common message.
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Creating Opportunities Records

B.2

[a——

A e I A A

—_— = = e
w NN = O

Click on the Sales Force Automation application.

Click on the New Opportunity button from the dashboard.X

In the Name field, enter XYZ Opportunity.

From the Type drop-down list, select General.

In the Account Manager field, enter yourself as the primary contact for this opportunity.
In the Person field, enter a name for the primary contact person for this opportunity.

In the Company field, enter your XYZ Company as the name of the prospect.

In the Requested On field, enter today’s date.

In the Expected Decision Date, Enter the date three days from today.

. Look at the options for the Status, and Stage fields, but keep the defaults.

. In the Source field, enter Referral (check the other possibilities).
. Enter percentages in the Probabilities fields.
. Click Save.
@ XYZ Opportunity (ID: 2682) X
B BB @9 C O e
Name  XYZ Opportunity
Type | General o
Campaign Q,
Parent o,
Account Manager | John Samuels O\ m
Persen | Baldwin, Aiesha/Danube Partners Qm
Company | Danube Partners O\ ﬁ
Status
Requested On | 01/14/2016 W
Proposal Sent On W
Expected Decision Date 01/17/2018& A
Actual Decision Date hd
5Status | On Hold N Stage Raw Lead b
Source  Referral Qm
Acceptance Probability % 0 Manager Acceptance Probability 0
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Creating Opportunities Records

14. Click Status > Details tab.

15. Observe the fields, especially the Commission Percent and Confidentiality Level.

16. Return to the Status tab.
17. Change the Status to On Hold.

Details =

Referred By

Detail Level  Category A%

Lost To

Prior Opportunity

Next Proposal

Decision By
Confidentiality Level | None W

Confidentiality
Comments

Commission Percent | 100 Override Commission Percent

o3

o
o
o

18. From Details, open the History Tab.

19. Observe: the Status change history is recorded under this tab.

History -

e T eor [ omere [ vrince o JE

APPROVAL STATUS UPDAT... DECISI...

Pending End User

EFFECTI...

011402
10:27:22
Al

STAGE

Raw Lead

On Hold
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Sales Force Automation

20.
21.

Click the Line Items tab
Open a new Line Item

The Line Items tab stores information about the product set of goods and/or services
being offered to the prospect in the opportunity's proposal and associated amounts.

This tab stores the items that the organization is actively selling to the prospect as a solu-
tion to the requirements specified in the prospect's RFP (Request for Proposal).

Line Items record 8

General =
Product Q,
Preduct Categary Q,

Min. Amount $0.00
Est. Amount $0.00
Max Amaount | $0.00

Manager Amount £0.00

EE D ES

22. Enter information as desired.

23. Save the record.

B.4
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Creating Opportunities Records

24. Click the Competitors Tab.

25. The Competitors record tracks information about any known companies competing for a

particular opportunity.
26. Add a New Competitor’s Record.

27. Observe the fields available to track your competition:

Competitors record @

General -

Competitor
Sales Person

Description

Reseller ID
Status | Active
Rank  1st

Probability 0
Lost To

LastToReason

o,
o,

+ R+

Locmonew | ox ] aon

28. Enter information as desired.

29. Save and Close the Record.
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Objective

To properly process financial transactions and export them to an FMS, organizations must
perform two processes: Reconciliation and Batching.

In this chapter, you will:

* Learn what reconciliation and batching are

¢ Understand when to reconcile and batch

¢ Create an Orders batch

* Review Locked Box functionality

¢ Create a Cash Control batch

Cl1
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Overview

Reconciliation is the process where organizations ensure that two corresponding sets of infor-
mation, typically numerical, have the same totals. In Aptify, the most common reconciliation
is for Payments and Scheduled transactions: Organizations must verify that the money they
have received matches the amount of the Payment records. For Scheduled Transactions,
organizations must verify that the FMS’ Deferred Income GL Account balance matches the
unbatched Scheduled Transactions in Aptify.

Aptify uses a “batching” process to aggregate the total value of all GL Entries on orders,
payments, or scheduled transactions and export the results to an organization's Financial
Management System. The GL batch aggregates, or sums, the individual entries in multiple
orders, payments or scheduled transactions by GL account number and currency type.
Batches can aggregate any number of records, although each record type, (Orders, Payments,
Scheduled Transactions) must be batched separately.

Once records have been batched, Aptify does not allow changes to the records included in the
batch. This ensures integrity between the data in the FMS and in Aptify. Each record indicates
that it has been batched, and once batched, a user can no longer modify the record. Reconcili-
ation must be done before batching to ensure that any errors are caught and corrected before
the records are uneditable.

Types of Batches

There are three types of batches used to aggregate GL Entries and export them to an FMS and
Cash Control Batches which are used for reconciliation:

Orders Batches: Can only be run on shipped orders that have not already been batched.
Aggregates all the GL Entries found on an Orders record, and updates product inventory
counts as necessary.

Payments Batches: Aggregates all GL Entries on Payments records that have not already
been batched.

Scheduled Transaction Batches: Aggregates all GL Entries on Scheduled Transaction
records. Should only be run on scheduled transactions that occur on the date of the batch or
earlier and have not already been batched. Aptify recommends expanding schedule trans-
action groups regularly, prior to batching, so that scheduled transactions are ready to be
batched.

Cash Control Batches: Link payment receipts, such as checks and check numbers to
Payment records. Can be generated either manually or via the Lock Box Import wizard. This
is covered in greater detail later in the chapter.
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When to Batch

Each organization must decide how often to batch based on their business processes and
needs. The batching frequency depends on the type of record being batched, and an organi-
zation’s size:

Orders Batches: Aptify strongly recommends all organizations batch Orders at least weekly
for three reasons. First, the batching process can take longer if many orders are included, so
batching regularly reduces the number of orders in any given batch. Second, if an organi-
zation needs to regenerate GL Entries, a smaller number of orders will again save time. Third,
batching regularly keeps Aptify and the FMS more synchronized.

Payment Batches: Aptify strongly recommends that organizations with a large payment
volume batch Payments daily. The batches should include only the payments from the
previous day, to ensure that all payments, up until 11:59 PM (such as from online orders) are
accounted for.

Smaller volume organizations may choose to batch weekly. (A week may begin on Monday
morning at 12:00 AM and go through Sunday night at 11:59 PM.)

Organizations should never batch monthly for several reasons:

»  Customers expect money to be withdrawn from their bank account in a timely
manner, and this should not occur until after the Aptify payments are batched.
The payment batch itself should be completed prior to depositing funds because
there may be mismatches between Aptify’s Payment records and the physical
payments; once the funds are deposited, it is extremely difficult to track down the
erTor.

* Because credit card payments are automatically deposited, the more frequently
you reconcile and batch, the less difficult it is to find mismatches between Aptify
and payment processor.

*  Organizations typically prefer to have funds in their bank account sooner rather
than later and monthly deposits would delay the process.

» Just as with orders, batching regularly keeps Aptify and an organization’s FMS
synchronized.

Scheduled Transaction Batches: Organizations should batch all scheduled transactions on
the day after the month’s end. This is to ensure that any new scheduled transactions are
included. For example, membership dues may be a time period starting January 1 through
December 31. In this case, the scheduled transactions would be batched on the first of each
month, for the previous month. January’s revenue, for instance, would be recognized on
January 31st, but batched on February 1st.
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How to Reconcile and Batch

C4

As described earlier, reconciliation is the process of ensuring the amount of money listed in
Aptify matches the actual money received and batching is how the Aptify information is
transferred to an FMS. Organizations must reconcile Payments prior to batching and
Scheduled Transactions after batching. Aptify includes many sample batching and reconcili-
ation views in version 5.5.5 and greater.

Orders Views

Orders do not need to be reconciled prior to batching. This is because the information for an
Order is entirely within Aptify; Orders are created either via an online store, which creates an
Orders record in Aptify, or an order is manually created by an employee. Therefore,
employees will only need three views to determine which orders should be batched:

Orders Ready for Batching: Based on a shipped date range entered, shows all regular and
cancellation orders that have been shipped and have not already been batched.

Order Batch Verification: Shows all unbatched orders with a taken status, that were created
on or before the Ship Date entered. This view should be run after the orders in the Orders
Ready for Batching view have been batched to determine if any of the orders should be
shipped and batched. The primary purpose of this view is to catch unshipped orders.

Order Batch Exceptions: Shows unbatched regular and cancellation orders with shipped
status, that were shipped on or before the date entered. Run this view after the orders in the
Orders Ready for Batching view have been batched to determine if the orders should be
batched or if they failed to batch. This view should always be empty; if it contains orders
there may be a problem with your shipping or batching process.

These views should all be run based on the frequency recommended earlier. Note that organi-
zations may choose to batch orders based on the Taken By employee, Product Category, or by
Product to create smaller batches that easier to analyze and reconcile. In these cases it is
especially important to use Order Batch Verification and Order Batch Exceptions views.

Order Date vs Ship Date

If an organization autoships all orders (the order is shipped as soon as the record is created)
then the order date and ship date will always be the same. Therefore, grouping the orders for
batching by either date should produce the same results. However, occasionally an order may
fail to ship for a variety of reasons. To catch these unshipped orders, use the Order Batch
Verification view listed above.

If an organization autoships some orders, but also has products that need to be physically
mailed (inventoried products or products that require fulfillment), then some Orders’ order
dates and ship dates will be different. In these cases, batching using the ship date still applies
because the order’s revenue should be recognized when the product is mailed. For example, if
an order is placed on January 30 but requires fulfillment and is mailed on February 2, the ship
date will be February 2 and included in a February batch, along with any orders placed and
autoshipped on February 2.
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If an organization does not autoship all orders, and instead ships some orders at a later date,
the order date and ship date may be different. However, if the products are not physically
being mailed on the ship date, their GL entries should be officially recognized on the order
date.

In these cases, the organization should modify the Orders Ready for Batching view to use the
Order Date because the orders may have been shipped past the end of the accounting period.
For example, an order could be taken on January 30 but not shipped in Aptify until February
2. These orders officially occurred during the January accounting period and should be
grouped with January accounting period’s batches.

Note that for all reconciliation and batching views, it is critical to use date fields with no time
index (1/1/2016 vs 1/1/2016 3:45 PM) to avoid incorrectly excluding records from views.
These plain date fields are typically indicated with “NoTime” at the end of the field name,
such as with OrderDate NoTime.

Payments Views

Aptify payments must be reconciled prior to batching. This process involves checking the
payments totals in Aptify and comparing them with the physical cash and check amounts, and
merchant account totals, which include credit card and ACH payments. Organizations will
need the following views to properly reconcile and batch:

Cash and Checks Ready for Batching: Shows all unbatched cash and check payments
based on the payment date range entered. The view payment total should match the total
value of all cash and checks received for these payments. If the totals do not match, compare
each check to the payment record in the view.

Credit Card Payments Ready for Batching: Based on the deposit date range entered,
shows all credit card payments that have not been batched and have not had any exceptions.
The deposit date is used because it is when the payment was captured and appears in the
merchant account as received. The view payment total should match the merchant account
deposit report, which is commonly known as a settlement report. If the totals do not match,
compare each item on the settlement report to the payment record in the view.

ACH Payments Ready for Batching: Shows posted ACH (Wire Transfer) payments that
have not been batched, based on the date range entered. The view payment total should match
the merchant account report. If the totals do not match, compare each item on the merchant
account report to the payment record in the view.

Refund Vouchers Ready for Batching: Based on the date range entered, shows Refund
Vouchers that have not been batched. When reconciling at month end, ensure the batched
refund payments for the month are reflected in the FMS’ clearing/refund account.

Credit Memo Payments Ready for Batching: Shows Credit Memo payments that have not
been batched based on the date range entered. This view is typically run on the first day of the
month to capture the previous month's payments.

Bad Debt Write-Off Payments Ready for Batching: Shows all Bad Debt Write-Off
Payments that have not been batched, based on the date range entered. Typically done at year-
end. Accountants should set write-off processing guidelines for their organization. Bad debt is
discussed in further detail later in this chapter.
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Unbatched Posted Payments Verification: Shows all posted payments that have not yet
been batched and is used to catch overlooked payments. Ideally, this view should be empty.
Run this view after batching all other payment types for the month.

Unbatched Unposted Payments Verification: Shows all unposted payments that have not
yet been batched. This view may include credit cards with an exception status, for example,
bounced payments. Also included pending payments that cannot be posted. Review payments
in this view to confirm that they cannot yet be posted and batched.

These views should all be run based on the frequency recommended earlier. Note that organi-
zations may choose to batch some payment types based on the Taken By employee to make
the views easier to analyze and reconcile. In these cases it is especially important to use the
Unbatched Posted Payments Verification and Unbatched Unposted Payments Verification
Views.

Scheduled Transaction Views

With scheduled transactions, organizations must batch for the month before reconciling. To
reconcile scheduled transactions, organizations should examine any transactions that were not
included in the month’s batch to determine if they should have been batched in the current
period or a previous period. Organizations should use the following views to batch and
reconcile:

Scheduled Transactions Ready for Batching: Shows all scheduled transactions that have
not yet been batched, based on the date range entered.

Scheduled Transactions Batch Verification: Shows all unbatched Scheduled Transactions
that are less than or equal to the date entered. This view should be empty; if it contains
records there is likely an issue with the product’s subscription settings, such as with join date
or subscription start date.

Future Scheduled Transactions Batch Verification: Shows all unbatched Scheduled Trans-
actions that are greater than or equal to the date entered. Run this view to verify that
scheduled transactions are not incorrectly set to a future date.

These views should all be run based on the monthly frequency recommended earlier.

Batching Automation

Organizations can automate the batching process for orders, some payment types, and
scheduled transactions. This can save time and effort. However, whether an organization
chooses to automate depends on its business practices.

Aptify discourages automating the batching process for payments other than Cash and
Checks, which should only be automated if they are reconciled using Cash Control Batches,
which are discussed later in this chapter. Organization should never automate credit card or
ACH payment batches.
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Correcting Common Accounting Errors

Overview

Organizations will occasionally encounter mistakes due to both bad data entry or other
oversights. The following lists the most frequently found situations and how to resolve them.
Note that the steps taken to correct errors differ greatly based on whether or not the infor-
mation that needs to be adjusted has already been batched. Organizations should never
manually edit their database through SQL to correct errors; this severely compromises the
integrity of the accounting system and presents a serious audit risk.

Misapplied Payments

Checks are the most frequent source of incorrect data entry. Mistakes can include incorrect
amounts, applying a check to the wrong order, or attributing a check to the wrong customer.

Incorrect Amount: If the payment has not yet been batched, users can simply open the
record, find the relevant payment line, adjust the amount, and then save the record. The
payments GL Entries are then updated.

If the payment has already been batched, users should create a negative payment for the order
or orders, using the original payment type. They should then re-create the same payment with
the corrected amount. Do not issue an actual refund to the customer via the FMS.

Never modify a credit card payment amount, even if it has only been authorized as the autho-
rization will be for an incorrect value. For overpayments, credit cards can either be fully
refunded and then re-charged for the correct amount (after contacting the customer) or the
organization can issue a partial refund for the excess amount. For underpayments, contact the
customer and obtain approval for the additional amount, then create the payment.

Incorrect Order or Payee: Unlike with payment amounts, both credit card and check
payments can have the order ID and payee changed.

If the payment has not been batched, users can again modify the payment record directly.
Open the payment and edit each payment line to link to the correct order ID. Users should
also update the automatically generated comments field on the payment line to reflect the
correct order ID. If the payee information needs to be changed, clear the Person and/or
Company fields, and re-enter the correct details. When finished making changes, save the
record to update the payment’s GL Entries.

If the payment has been batched, and was a check or cash payment, users should create a
negative payment using the original payment type, and apply it to the original order or orders.
They should then re-create the same payment with the corrected order ID or payee.

If the payment has been batched and was via credit card, issue a full refund using the Refund
This Payment button on the payment record. Then contact the customer to obtain approval to
charge their card again for the appropriate order.
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Bounced Checks

If an organization receives notice from their bank that a check has bounced, first find the
corresponding Aptify payment. Next, create a new negative payment for the original amount
using the same payment type, and apply it to the same order or orders. This credits cash in
Aptify so that when the negative payment is batched, the FMS will reflect the correct cash
total. Finally, if your organization charges a fee for bounced checks, create a new order for the
customer for an NSF (Non-Sufficient Funds) product.

Incorrect GL Accounts on Products

If an order contains a product with incorrect GL account information, and has not been
batched, adjust the product’s GL accounts. Then, when batching, select Regenerate GL
Entries to correct any orders with the old GLs.

If the order has already been batched, users must make adjustment in their FMS only. Do not
bypass Aptify protections by editing Aptify records via SQL.
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Accounting Periods

Overview

Accounting periods are an Aptify record that organize batches from a time frame into one
record. For example, for the month of March there may be one orders batch, four payments
batches, and one scheduled transaction batch. Batches should be linked to an accounting
period when running the batching wizards. By linking all the batch records to a single
accounting period, organizations can more easily analyze the transactions and create reports.

Accounting periods are also useful for grouping transactions into periods, by GL Account.
For example, an organization may wish to see every debit or credit to a GL account for an
order, payment, or scheduled transaction. If using accounting periods this can be done directly
in the accounting period’s record rather than having to create a separate view.

Figure C.1
Accounting

Period
GL Details

Be aware that when an accounting period is closed, that accounting period can no longer be
assigned to new batches. However, this does not prevent transactions (orders, payments,
scheduled transactions) from being dated to a time that falls within the period.
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Batch Effective Dates and Accounting Periods

When creating batches, users can enter a batch effective date which is the cut-off date for any
records that are included in the batch. For example, if batching on December 12 for the last
week’s orders beginning December 5 and through December 11, the batch effective date is
December 11th, since it includes orders on that date. Note that the batch date does not have to
be the end of the accounting period or month. Rather, it can be in the middle of the period, as
in the last example.

Accounting Period Month Ends

Records in a batch should not cross accounting periods or a month’s end, so organizations
should adjust their periods accordingly. For instance, if an organization normally batches
orders weekly, Monday through Sunday, but the month end falls in the middle of the week, on
Wednesday, the organization needs two separate batches. Consider the week of November
28th, 2016 through Sunday, December 4th 2016. The accounting period ends on Wednesday,
November 30th, so there will be one batch for November 28-30, with a batch effective date of
November 30th and an accounting period of November 2016. The second batch will be for
December 1-4, with a batch effective date of December 4 and it will be assigned to the
December accounting period.

Figure C.2
Accounting
Period End

Mid-Week
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Account Period Details and GL Reports

Users can use the GL Account Period Details service to create views that display the GL
Entries for any given account. The views can show the net debit or credit to the account which
makes it easy to analyze account balances for any given period.
Figure C.3
GL Account

Period Details
View

In addition to this service, users can also use base views to create views of Order Lines and
Payment Lines, with Orders and Payments, to analyze financial data by product or product
category. Some of these base views may already be included in your Aptify installation. Both
the GL Account Period Details service and Orders and Payment views can be used to find the
appropriate data; the method chosen will depend on the organization’s business practices and
level of detail desired.

Writing Off Bad Debt

At year end, organizations should find any orders with a balance that they do not expect will
be paid and record the amount as bad debt to indicate a loss. This is done by applying a Bad
Debt Write-Off payment to the order. The Bad Debt Write-Off payment type has its own GL
account which records the total amount of bad debt.

Aptify includes a Bulk Write Off wizard which applies bad debt write off payments to
individual orders or an entire view of orders. This brings the positive balance on the order to
zero. Note that the wizard currently cannot write off credit balances, so organizations will
need to manually create payments for these orders using the same payment type.

Figure C.4

Bulk Write-Off
Wizard
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Accounts Receivable Report

Figure C.5

C.12

Overview

Aptify includes an Accounts Receivable report, called the A/R Trial Balance report, which is
used as supporting documentation for an organization’s financial statements. The report lists
all orders that have a positive or negative balance prior to the date entered and is run monthly
after completing orders and payments batching. This helps reconcile orders and ensure that
the outstanding order balance total on the report matches the accounts receivable GL totals in
the FMS. For example, if an order was taken on November 1, but not paid for until December
1, and the report was run on December 3 using November 30 as the period end date, the order
would still show a balance on the report. The order would not, however, have a balance in
Aptify on December 3.

In Aptify 5.5.5 and later, the A/R Trial Balance report uses the batch effective date to
determine which orders and payments are included in the report. This is in contrast to using
the order date and payment date to calculate whether a payment applies to an order in an
accounting period. For example, if the batch effective date is November 30, and an order was
placed on November 1, but not paid until December 3, the report will reflect a balance as long
as the payment is properly batched in December with a December effective date. If the
payment is incorrectly attributed to November, the report will show no balance.
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A/R Trial Balances with Multiple A/R Accounts

Organizations may use multiple A/R Accounts for different products so orders may have GL
Entries for more than one A/R account. The A/R Trial Balance report, however, cannot divide
order balances into separate reports when it is run; the entire order balance is included in the
report. This is because each individual order has its own Order ID, which for financial
integrity and audit purposes, cannot be listed in multiple A/R reports. For example, if an order
contains two products, the Digital Space Pen, and a Sampco Baseball Hat, and each product
costs $250 and has its own A/R account, the order total in the A/R Trial Balance report will
show $500 for the order.

This functionality is standard for any FMS’ A/R report; Aptify will not split the order balance
into separate A/R reports with their respective totals. Organizations that wish to see balance
totals for individual A/Rs should examine each A/R’s GL account in their FMS, and then sum
their totals to reconcile with Aptify’s Trial Balance report.

Some organizations may need to create separate reports for business purposes. In these cases,
they should never create orders that contain products with different A/R GLs. They can then
use views to separate orders with different A/Rs and run the Trial Balance report on each
View.
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Exercise 1: Create an Orders Batch

In this exercise, use the Order Batch wizard to export the Order information from the orders
you have placed.

1. Navigate to the Home dashboard and locate the view of Orders Ready For Batching.

2. Right-click in the view and select Order Options, then select Create Order Batch
from the context menu.

3. The Order Batch wizard appears. Click Next.

4. The wizard reports the number of records that qualify for the batch, grouped by cur-
rency, and the number of records that have been excluded.

* Because the view filters unshipped and batched orders, there should not be any
excluded orders.

*  Click the box button in the far-right of the Details column to see a list of the
included and excluded orders.
Figure C.6

Qualifying
Orders

5. Click Next.

6. Leave the regenerate Regenerate Entries checkboxes unselected, then click Next.

* In general, you should only regenerate entries if you have updated COGS infor-
mation or have made changes to the system’s GL accounts since the orders you
are batching were created.

* Be aware that regenerating entries may take a significant amount of time.
7. The wizard displays the debit and credit totals for the orders in the batch, by currency.

* Ifyou want to link the batch to an Accounting Period record, you could click the
box in the Acct. Period column and browse to the desired record.

»  Users should update the Batch Effective Date to be the end of the accounting
period and not the current date.
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8. Select the Approval checkbox for the US Dollar line, then click Next.

Figure C.7
Debit and
Credit Totals
9. Users can change the batch name at this final step before the Batch record is created.
Click Finish.
*  The Batch Results window appears and displays the ID for the batch created.
Figure C.8
Batch
Results

10. Double-click the entry, then click OK and browse to the Windows desktop. By
default, Aptify supports exporting the results to a Tab Delimited and Comma Delim-
ited (CSV).

11. Click Save.
* A confirmation dialog appears. Click OK.
12. Click OK to close the Batch Results window and exit the Orders Batch wizard.
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13. Open the first orders record in the view.

*  Observe that the Batch ID now appears under the Order Level field.

Figure C.9
Batch ID Listed
on Order
14. Close the record, then navigate to the Batches service and open Batch ID 42.
*  The Batches record displays a summary of all the Orders included in the batch,
their GL Entries, and Inventory Ledger Entries.
Figure C.10
Batches
Record
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Cash Control Batches and Lock Boxes

Overview

Cash Control Batches are records that track receipt of a physical payment, such as a cash or
check, and connect that information to a Payments record in Aptify. This is done to ensure
that the actual money received corresponds to the Payments record that represents the money.
On the Cash Control Batch record, users enter the information about the money received,
such as the check number, and the amount. The corresponding Payments record is then linked
to the Cash Control Batch record.

Note that Payments records can be linked to a Cash Control Batch more easily by entering the
Cash Control Batch record’s ID when initially entering the payment details at the time of the
order. This is particularly useful for organizations that create orders and accept payments at
events, such as meetings or conferences.

Approving Cash Control Batches

Once all receipts have been entered, the total money received must match the amount on the
Payments records before the Cash Control Batch record can be approved. This ensures that all
payments received are applied to customers' orders correctly for A/R reporting purposes and
creates a clear audit trail between an order payment and the actual cash receipt.

Lock Boxes

Organizations sometimes have banks process checks and other cash transactions on their
behalf. In these cases, the bank may provide a lock box file, which is a summary of all the
payments received. This file can then be imported into Aptify using the Lock Box Import
wizard which will automatically create a Cash Control Batches record and the receipt infor-
mation.

In addition to saving significant time entering cash receipts, using the Lock Box Import
wizard provides users access to payment matching and posting functionality that is not
available when manually creating cash receipts:

Payment Matching: Users can click the Match button to compare the receipts to existing
Payments and automatically link the appropriate Payments to the Cash Control Batch. Aptify
identifies any exceptions such as missing orders, overpayments, and underpayments.

Payment Posting: If a Payment record has not been created for a cash receipt, users can click
the Post button to create the Payments record and link it to the Cash Control Batch. Users can
also apply overpayments to unshipped orders, or create a refund payment.
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Exercise 2: Create a Cash Control Batch

In this exercise, create a new Cash Control Batch record and add an entry to record receipt of
the pre-paid check you used to pay for the pre-paid deposit. Then, link the pre-paid deposit
Payments record to the Cash Control Batch.

1. Navigate to the Cash Control Batches service, located under the Accounting applica-
tion.

2. Create a new Cash Control Batches record.
» Today's date is automatically listed in the Date Entered field.
*  The employee creating the batch is automatically listed in the Entered By field.

3. In the Deposit Date field, enter the date the checks will be deposited to the organiza-
tion’s bank account. In this example, use tomorrow’s date.

4. In the Customer field, enter Aiesha Baldwin.
5. In the Amount field, enter 500.
6. In the Type field, enter Pre-Paid Check, then click Add.
7. A cash receipt appears in the view.
Figure C.11
Cash Control
Batch Entry
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8. Double-click the entry to open it. A Cash Detail record, appears.

*  Observe that the Lock Box information area is grayed out, and inactive. Had this
receipt been created using the Lock Box Import wizard, these fields and options
would be availablb.e

9. In the Check Number field, enter 12345.

»  This corresponds to the check number used for purchasing the pre-paid deposit.

Figure C.12
Cash Detail
Record

10. Click OK, then save, but do not close, the Cash Control Batch record.

11. Navigate to the Order Entry dashboard, and open the Payments record for the Pre-
Paid Deposit product.

12. Click the Details tab.
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13. In the Cash Control Batch field, enter 1, then press enter.

Figure C.13
Payment Cash
Control Batch
Link
14. Save and Close the Payments record, and return to the Cash Control Batch record.
15. Click the Payments Posted tab.
*  The Payment has now been linked to the Cash Control Batch.
16. Click Approve.
* A confirmation dialog, appears. Click Yes.
Figure C.14
Linked
Payments

17. The Date Approved and Approved By fields are completed.

Users must first click De-Approve before they can make changes to the Cash
Control Batch.

18. Save and Close the record.
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Summary

* Use Orders, Payments, and Scheduled Transaction Batches to export accounting infor-
mation to an FMS.

* Aptify recommends that organizations batch information regularly
» Use Cash Control Batches to ensure cash received matches Payments records.

» Using Lock Box functionality can save time creating Cash Control Batches.
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Objective

Within Aptify, you can create and track Expos and design the layout of booths in the Expo’s

venue. After completing this chapter, you will be able to:
* Create a new Expo
* Create a Floorplan
* Link a Meeting to an Expo
*  Work with Booths
* Order a Booth
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Overview Expos

Overview

The Expos service provides an easy-to-use interface where an organization can create
and manage all aspects of an exposition, including floorplans, booths, dates of the
exposition, and contact information for the company and persons sponsoring the
exposition. The Expo Management functionality is used to plan and manage a single
expo, multiple expos, or for an exposition that is part of a larger event. Each Expos
record tracks the total units of booth inventory, as well as any meetings that may be
linked to the exposition.

Expos are created as products with extended characteristics. Creation of an expos
product requires the following items to be set up beforehand:

* All GL accounts required by the organization to track expo finances.

*  One or more Product Categories records for Expo products that are associated with the
GL accounts created to track expo finances.

* A Product Types record named Expo that enables the Expo tab to display on the Products
record. (This is included with the standard Aptify installation.)

* A Products record for the expo, associated with the expo product category and product
type.
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Expos

Creating an Expos Record

Creating an Expos Record

1. Click the Expo Management dashboard.

2. Click Expos service; click the New Expos button.

*  An Expo record is a Products record with Type set to Expo. There is also an
Expo tab added to the Products form.

3. Inthe Name field, enter XYZ Expo (where XYZ are your initials).

4. In the Category field, enter Exhibits. Note that the Type field defaults to Expo.
5. Click the Expo tab.

Expos > General Tab

6. The General tab appears.

7. In the Expo Name field, enter XYZ Expo (where XYZ are your initials).

8. In the Vendor field, enter your Company.

9. Inthe Vendor Contact field, enter your Persons record.

10. In the Start Date ficld, enter next Monday’s date.

11. In the End Date field, enter next Friday’s date.

12. In the Setup Date field, enter this Saturday’s date.

13. In the Setup Req. Date ficld, enter this Sunday’s date.

14. Click Save.

o XYZ Expo (ID: 9924) X

B &2

Expo

General -

Vendor

‘endor Contact
Prior Expo

Start Date

End Date

Setup Date

Setup Reqg. Date

Parent Product

B © C

Name  XY¥Z Expo
Category | Exhibits
Type | Expo

Expo Mame XYZ Expo

Danube Partners

Baldwin, Aiesha/Danube Fartners

12/26/2016 g
12/30/2016 o
1272472016 e

12/25/2016 e

More -

L PP

{

o »
(T |
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Adding Expo Prices Expos

Adding Expo Prices

D.4

Establishing prices for booth space at an Expo is different than setting prices for other
products. An exhibitor pays for booth space at an Expo. If these booths are all the same size,
then you can charge a uniform amount per booth to each exhibitor. However, if you offer
booths of varying sizes you can define a base unit (such as a base booth size) and then
configure expo pricing based on the number of units that the booth occupies.

Example 1: An exhibitor rents floor space to accommodate a 10x10 booth (100 sq feet). If all
of the booths at the Expo are the same size, 1 unit can equal 1 booth. In this case, you would
use the following pricing rule if one booth costs $1000.00:

Dimensions Number of Units Total Cost for Booth

10x10 Booth (100 sq ft) 1 unit $1000.00

Example 2: Your venue supports two booth sizes: an 8x10 booth (80 sq ft) and a 10x10
(100 sq ft). In this case, you define a unit based on a common denominator between the two
booth sizes. Therefore, 1 unit equals 20 sq ft, and the 8x10 booth is 4 units (4x20 = 80), and
the 10x10 booth is 5 units (5x20=100). If you establish a price of $200 per unit, then these
booths would have the following prices:

Dimensions Number of Units Total Cost for Booth
8x10 Booth (80 sq ft) 4 units $800.00
1 unit = $200
10x10 Booth (100 sq ft) 5 units $1000.00
1 unit = $200

Adding Member and Non-Member Prices

1. On the Expo record, click the Expo > Pricing Table tab.

2. Click New to open a new Prices record.

3. In the Name field, enter Member Price.

4. In the Price field, enter $100. From Member Type drop-down menu, select Member.
5. Click OK.

6. Click New. In the Name field, enter Non-Member Price.

7. In the Price field, enter $200.

8. Click to select the Default box to indicate this is the default price for the product.

9. From the Member Type drop-down menu, select Non-Member.

10. Click OK.

11. Save and Close the Expos record.
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Creating Floorplans

A Venue can have one or more Floorplans that define the possible layouts of the venue space.
Floorplans are tied to Expos.

In this exercise, you will create a new floorplan.

1. From the Floorplans service, open the Floorplans record (or use the New Floorplan
Wizard)

2. Open a New Floorplans Record link.
3. Click the red Floorplans link to the left of the Floorplans field.

*  The New Floorplan Wizard launches automatically.

ﬁ! Aptify New Floorplan Wizard £ |

= Welcome to the Aptify Mew Floorplan Creation Wizard
&
mlf‘ r Thiz wizard will a=s=ist vou in creating a nesy Floorplan.
. y

Click Mext to begin.

EEck: et R |

Click Next to continue.
Select Create Blank Floorplan.
Click Next.

N v s

Click Finish to create the blank floorplan.
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Creating Floorplans Expos

D.6

8.
9.

10.
I1.
12.

13.
14.
15.

16.
17.
18.
19.

In the Name field, enter X¥Z Expo Floorplan.
In the Venue field, enter Conf Hall.
*  Open the Venue record by clicking the red field link to the left of Venue field.

*  Observe the information that can be stored for a Venue and Room - these records
are created and controlled by Administrators of Aptify.

From the Unit of Measure drop-down list (if not already selected), select Feet.
In the Width field, enter 200, and in the Length field, enter 100.
In the Drawing Scale field, enter 100, and in the Page Scale field, enter 1.

*  These two parameters form a ratio that defines the scale of the floorplan map. In
this exercise, the scale is 1:100.

In the Default Width field, enter 10.
In the Default Length field, enter 10.
In the Default Units field, enter 1.
» In this exercise, the default unit size is a booth that is 10x10 (100 square feet).
From the Status drop-down list, select Arrange & Assign.
In the Next Booth Name ficld, enter XYZ Booth.

In the Booth Increment field, enter 1.

Click Save.
B ﬁ E; -TI- c More -

General -

Name X¥Z Floarplan

Description

Venue | XYZ Convention Center o,

Unit OFf Measure | Feet

{

Width 200

Length 100

Drawing Scale 100

Page Scale

Default Width | 10

Default Length | 10

Default Units

Status | Arrange & Assign Q,
Drawing File
Allow Copies
Date Opened ~
Opened By
MNext Booth Name XYZ Booth

Booth Increment |

Floorplen System | ExpoCAD Q,
External Floorplan ID
Last Synchronization Date ~

Comments

External Rate Plan
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Expos Creating Booths Using the Booth Generator

Creating Booths Using the Booth Generator

1. Click the Booths tab on the XYZ Expo Floorplan record.
2. Click the Booth Generator button.

-m:: Floorplans ID: 1 ;Iglll
HBSHX BREE 29 3 9hGw 92 00

5| ¥ | 5] [ Reports i addTolist B 5 | [
Booths Linked to Floorplan &1

D MNarne Description # af Units

4

Booth Generatar 0 Records

3. In the Starting Location section, select the option in the upper left-hand corner.

*  With this option selected, the Booth Generator will begin labeling booths from
the upper left-hand corner.

4. Change the Initial Number to 1.
5. Select the Horizontal option in the Incrementation Rules section.
6. Click the Apply Rules button in the Horizontal section.
* The Adjacent and Aisle Separation fields update automatically.
* Leave the Number of adjacent Vertical booths prior to aisle separation set to 5.

*  These settings determine booth layout and numbering.
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Creating Booths Using the Booth Generator

D.8

10.

Expos

Starting Location Booth Mames (Example: X2 Boaoth100)

©®  Floorplan = Prefix  XYZBooth  Suffix Initial Number 100

® & Incrementation Rules
P © iz © Vet
2005 100 (W x L) S
Booth: 1010 (W= L) Adjacent 2 Adjacent 99
Booth Units: 1 i i — . . P
|Unit of Measure: Fest Aisle Separation 2 Aizle Separation

Generate Grid Number of adjacent Vertical booths prior to aisle separation; 5

- Aisle Space Booth Names

Click Generate Grid.

*  The Booth Generator adds booths and aisles to the floorplan.
Select Booth 101 and click the Space button.

*  You can use this option to add spaces within the floorplan.
Select the Space cell and click the Booth button.

*  The Space is changed back to a Booth.
Select the blank Booth and click the Booth Names button.

*  The Booth is renumbered back to 101.
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Creating Booths Using the Booth Generator

-

-

Booth Generator (== ==
Starting Location Booth Names (Example: XYZ Booth 100)
®  Flgorplan =) Prefix  XYZBooth  Suffix Initial Number 100

& () Incrementation Fules

200 2 100 (o x L) —— ——————
Booth: 10 x10 (Wx L) Adjacent 2 Adjacent 59

Booth Units: 1 ]

Lnit of Measure: Fest Aisle Separation 2 Aisle Separation 1

l Generate Grid I Mumber of adjacent Vertical booths prior to aisle separation: 5

4 | 1 | r
|WBsii|| Aiste || Space | | BoothNames | | ok || Cancel
11. Click OK.
* Be patient while the system creates the necessary Booths records.
* If only one booth shows up in the Booths view, refresh the view to show all of the
booths.
12. Double-click the first Booths entry in the Floorplan’s Booth tab to open the correspond-
ing Booths record.
13. Add 3 to the Maximum# field (in the Booth Registrant Information section).
14. Review the format of the Booths record.
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Creating Booths Using the Booth Generator Expos

XYZ Booth100 (ID: 1) X

B B B m © C 4 More =

General =

Mame X¥Z Booth100

Descripticn
Floorplan | X¥Z Floorplan 0\ .
XCoord 5 YCoord 95
Width | 10 Length 10
#of Units 1 Area 100

Booth Registrant Information

Maximum # | 3 Complimentary | 0

Surcharge | Flat Amount » Surcharge Amount  $0.00 Merged

Merged Into Booth

COrder Information
Dccupied

Linked Order | 10090

Linked Person | Pintaro, Jessica/Ottoman

Linked Company | Ottoman

15. Save and Close the Booths record.
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Expos Using the Booth Combination Wizard

Using the Booth Combination Wizard

You use the Booth Combination Wizard to combine one or more booths into a larger booth or
to break up a combined booth to two or more smaller booths.

Combining Booths

1. Open the XYZ Expo Floorplan record’s Booths tab (if not already open).
2. Click the Booth Combination Wizard icon to launch the Booth Combination Wizard.

E® Floorplans ID: 1 =10lx]
HBEX SGMAEEH 200 9heda 0,
General Booths | comments | Attachments |

@ X E R D E |

Booths Linked to Floorplan &1 ksl Rl

Description

2 IM5 Booth3

-
= IS RankkE _I—I
| »

|1I32 records

3. Click Next to continue.

4. Enter XYZ Expo Floorplan in the Floorplan field and click Next.
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Combining Booths Expos

D.12

BoothCombinationWizard i ] 4

t B - Select aFloorplan
Please select a floorplan using the linkbox. Y'ou will be able to combine booths

or break up boaths within the floorplan you gelect. After selecting a floorplan,
click Mest to continue,

B“ nT“ Eloorplan |JM3 Expo Floorplan I

COMEINATION

Wizard

Back | Mew | Eiish |

5. Select Combine booth records to create a larger booth and click Next.

6. Place a check mark in the Selected box for the following booths: Booth1, Booth3,
Booth5, Booth7, and Booth9. Note: You may need to scroll through the list of booths to
find the needed booths.

BoothCombination¥izard 1Ol x|

= - Select Booths to Combne
t The arid dizplavs all of the available booths in the selected floorplan [JMS Expo
Floarplan). Pleaze check the booths that you wizh ta combine into a larger boath

and click Mext to proceed.

B 0 n T “ Buath D [Baoth Mame [Mumber of Units | Selected \i’
1 JMS Boothl 1
COMBINATION 2 JMS Booth3 1
3 JMS Booths 1
4 M3 Booth? 1
5 JMS Boothd 1
7 JMS Booth 3 1 O
10 JMS Bocth19 1 O
12 | JMS Booth23 1 | hd

Wizard

LCancel Back Mest Einizh |

7. Click Next.
8. Place a check mark in the Surviving Booth box for Boothl and click Next.
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BoothCombinationWizard o [m]

B - Select Surviving Booth
t You have selected 5 booths to combine into a larger boath. One of the boaths st
be designated as the surviving booth.  This booth will be the one that is assigned to
a customer, The other boaths will be marked az combined into the surviving boath

and will no longer be available for zale to cuztomers.

B “ 01 “ Please select the surviving booth and click Mest to continue.

COMBINATION Booth ID Booth Mame Surviving Booth

JhiS Boathd
JWS Booth3
JMS Booths
JWZ Booth?
JMZ Booths

00O 0O O

5 Items

Wizard

LCancel I Back I Hent I Eirizh |

9. Review the settings for the new combined booth and click Finish.

10. Click No to combine another set of booths.

Separating Booths

At times it may be necessary to separate booths after they have been combined. The Booth
Combination Wizard offers the flexibility to separate booths.

1. Open the XYZ Expo Floorplan record’s Booths tab (if not already open).
Click the Booth Combination Wizard icon to launch the Booth Combination Wizard.

Click Next to continue.

2

3

4. Enter XYZ Expo Floorplan in the Floorplan field and click Next.

5. Select Break apart a booth record to create smaller booths and click Next.
6

Place a check mark in the Selected box for the Boothl booth and click Next.
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Separating Booths Expos

7. Allocate the available Units and Length among the five records.

Create two 2-unit booths with one 1-unit booth in the middle. (as shown in Figure
21.13).

BoothCombinationWizard

=101

t ™ Confirm Booth Break Up

The booth breakup process will zeparate the number of unitz, masimum number of
registrantz. and maximumn number of complimentary registrants fields for all of the

booths that were previously cambined inta Booth 1. You should zet the walues for all
of the boaths in the grid.

B“ 01“ The grd digplays the data for these fields as they will appear after the break up.

Click Finizh to complete the process.
COMBINATION pEs TR

Units Wyictth | Length | M=x. Registrants | Comp. Registrants
2 10 20 0 1}
0 a 0 0 a
1 10 10 0 1}
2 10 20 0 1}
0 1} 0 0 1}

Wizard

Lancel Back Hest Einizh |

8. Click Finish.

9. Select No when asked if you want to break up additional booths.

10. Save and Close the Floorplans record

11. The Floorplans record should now display beneath the Floorplans tab of the Expos
record.

Expos |€; Product Details Ilﬂ Web |L Prices |:?_| Accounting I__Jf Comments I Attachments

General | Invoicing I Units

%&’E Expos I'ﬁ Meetings I Attachments |
BE X HFd & ¢ & & @

Floorplan | Floorplan Mame
1 ¥¥Z Floorplan

D.14 Aptify End User Training Manual
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Linking Meetings to Expos

Linking Meetings to Expos

An Expo product may be linked to one or more meetings. An organization that sells booth
space to an event frequently sells attendance for the same event.

In addition to defining the link between the Expo and Meeting products, you can also track
Expo Registrants who are staffing a particular booth. Aptify allows the user to specify if a
meeting registrant is an exhibitor, and if so, which booth he/she will be staffing.

L.

A e A o

—_ = = e
w N = O

Open the Meetings tab of the Expos record.

Open a New Meetings Record.

Enter XYZ Management Conference in the Name field (where XYZ are your initials).
Enter Meetings in the Category field.

Click the Prices tab.

Add a Member Price of $1000.

Add a default Non-Member Price of $2000.

Click the Meetings tab.

Enter XYZ Management Conference in the Meeting Title field.

. Enter the Dates for the meeting that match the original Expo record.
. Leave the Status set to Planned (the default setting).
. Enter your Employee in the Coordinator field.

. Enter X¥Z Expo in the Linked Expo field.

o XYZ Management Conference (ID: 9925)

B a E; O (& y More v
Mame XYZ Management Conference
Category | Meetings 0\ | ]
Type Meeting W
Parent Product Q,
Meeting =
General =

Meeting Title  X¥Z Management Conference

Start Date | 12/26/2016 e End Date | 12/30/2016 ~
Status | Planned A
Meeting Type 0\ :
Coordinator  Adam Smith 0\ | ]
Linked Expo | X¥Z Expo am

Meeting Conflict| No Conflict Validation

<

Max Reg. 0 Avail. Space 0

Descripticn
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Linking Meetings to Expos Expos
14. Click Save and Close.
15. The XYZ Management Conference displays under the Expos Meeting Tab.
»  Users may have to click the refresh button to display.
e XYZ Expo (ID:9924) X
B B B © C 4 More v
Name XYZ Expo
Category | Exhibits Om
Type  Expo W
Parent Product Q,
Expow
Meetings ~
Meetings Records Linked To This Record
k .
A B W C @ More v
] MEETINGID PRODUCT START DATE
40 40 X¥Z Management Conference 12/26/2016

D.16
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Expos

Taking an Order for a Booth

Taking an Order for a Booth

A user reserves a specific Expo booth by placing an order for that booth. Aptify limits the
selection of the booth to those that are available within one of the floorplans linked to the
Expo product. The system will not allow the user to assign a booth that has already been
assigned to another customer or one that has been merged into another booth. In addition, the
system will validate that the user has purchased enough units.

L.

2
3.
4
5

Open a new order.

Enter your Persons record in the Ship To field.

Create an order line for 1 unit of X¥Z Expo 20XX.

Click the Add button.

The Order Line, Expos tab should automatically display.

*  This occurs IF the Expo Product’s Order Line Details are set up to automatically
display under the Products, Details tab

Click the Booths tab.
Select XYZ Floorplan from the Floorplan drop-down menu - if not the default floorplan.
Enter XYZ Boothl in the Booth fields.

Order Lines record @

Expo

Booths -

Floorplan | X¥Z Floorplan b
Booth | xv7 Booth101 o n
Booth Name | XYZ Boothl101
Weight Required 0

Configuration Type vy

Booth Options

Meeds Electric |z Decorated

Meeds Water Meeds Gas

Meeds Compressed Air Meeds Drain
Units | 1 Surcharge | $0.00
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Taking an Order for a Booth Expos

9. Click OK to return to the Order form.

10. Enter your saved Credit Card payment information.

11. Click Save and click No when asked if you want to ship the order.

12. Add an order line for 1 unit of X¥Z Management Conference.

13. The Order Line, Meetings, General tab should automatically display.
14. Place a check mark in the Is Exhibitor box.

15. Select XYZ Boothl in the Exhibitor Booth field.

Order Lines record @

Meeting =
General =

Meeting Name | X¥Z Management Conference

Attendes  Baldwin, Aiesha/Danube Partners 0.
Badge Mame | Aiesha Baldwin
Badge Company Mame Danube Partners
Badge Title Marketing Senior Director
Show Mame On List

Registration Type | Pre-Registration

Status | Registered o Cancellation Date h
( Is Exhibitor Exhibitor Booth | X¥Z Booth101 v )

16. Click OK to close the Order Lines record and return to the order.

17. Save the order, and click Yes when prompted to pay the order in full using the specified
credit card information.

18. Say Yes when asked if you want to ship the order.

*  The system ships the order and locks down parts of the order to maintain an accu-
rate audit trail.

19. Close the order.
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Expos Taking an Order for a Booth

20. In Quick Search, enter and click on Find Booths view.
21. Enter XYZ Booth101 in the Name prompt.
22. Double-click the X¥Z Booth101 entry to open the corresponding Booths record.

* Notice that the order information now appears on the Booths record.

B d t; 71 O & res More

General =

Mame  XYZ Booth101

Description

Floorplan | X¥Z Floorplan O\ | ]
XCoord | 5 Y¥Coord | 75
Width | 10 Length | 10

£of Units 1 Area 100

Booth Registrant Information

Maximum # | 3 Complimentary 3

Surcharge | Flat Amount s Surcharge Amourt 50,00 Merged

Merged Intoc Booth

Order Information
Occupied

Linked Order | 10163

Linked Person | Baldwin, Aiesha/Danube Partners

Linked Company  Danube Partners

23. Close all open records.
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Canceling an Expo Order Expos

Canceling an Expo Order

D.20

In this exercise, you will run the Order Cancellation wizard from an Orders view to cancel the
Meeting and Expo you ordered in Exercise 10.

A o

14.

Open an Orders view.

Click the Order Cancellation Wizard icon to launch the wizard.

Click Next to continue.

Enter the ID of the Order you created in Exercise 10 in the Order field and click Next.
Place a check mark in the box for both the Expo and the Meeting and click Next.

Aptify Order Cancellation Wizard - IEllil
. Step Z: Specify Order Lines
t L Please specify one or mare lines ko cancel, Alsa, indicate the quantity which should be cancelled.
To see order line dekails, click in the Product column, check Al | Check None |
|Line |F‘r0duct | Quantity| Zancel Quantity|
n n n E n 1 JMS Expo 2007 2.0000 2.0000
JM3 Management Conference 1.0000 1.0000

CANCELLATION

[T Include Cancellation Fee Product

Product I j
Wizard gz I

Cancel | Back. | et | FEimishy |

Select the Keep On Account option and click Next to continue.
Click Finish to create the cancellation order.
Click Yes to open the order after the cancellation order has been created.

Change the Order Status to Shipped and click Yes when asked if all items have shipped.

. Close the order.

. Click No when asked if you want to process another cancellation (this closes the wizard).
. Open the XYZ Expo Floorplan from the Floorplans service.

. Click the Booths tab.

* Notice that the IsOccupied field is now set to False for XYZ Boothl.
Double-click the XYZ Boothl entry to open the corresponding Booths record.

¢ Notice that the order information has been removed from the Booths record.
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Expos Canceling an Expo Order

General =

Mame  XYZ Booth101

Description
Floorplan | X¥Z Floorplan O\ '
XCoord 15 YCoord 75
Width | 10 Length | 10
#of Units 1 Area 100

Booth Registrant Information

Maximum # | 0 Complimentary 0

Surcharge | Flat Amount s Surcharge Amourt 50,00 Merged

Merged Into Booth

Order Information
Occupied

Linked Order
Linked Perscn

Linked Company

15. Close all open records.
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Using the Floorplan Copy Wizard Expos

Using the Floorplan Copy Wizard

D.22

You can use the Floorplan Copy wizard to create a copy of an existing floorplan (for example,
if you have previously held an expo in this venue, you can save time by copying an existing
floorplan and its booths and then make modifications as necessary).

1. Create a view of the Floorplans service using XYZ Floorplans as the Name and add the
following filter:

* Service: Floorplans

* Field: Name

*  Operator: Contains

*  Value: XYZ (your initials)

2. Click the Floorplan Copy Wizard icon in the View toolbar to launch the wizard.

=k
@ X R 5 E B[N

Floorplans - IMS Floorplans

Descripkion
1 |IM5 Expo Floorplan

2 A Second Floorplan | Description for M3 Expo Floorplan

| 2 records

Click Next.
Enter XYZ Expo Floorplan in the Floorplan field and click Next.
Select all booths to copy and click Next.

A

Enter XYZ Expo 20XX Production Floorplan in the Name field.
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Expos Using the Floorplan Copy Wizard

Floorplan Copy Wizard -0l x|

t' m  Create New Floorplan
Pleaze enter a name, description and status for the new floorplan, Click Mexst to

complete the process.

" ; ; . Marme IJMS Expo 2007 Production Floorplan

' z’ Description |Description for JMS Expo Floorplan ;I

PLA v
-‘, CDpy Floorplan Status I.t’-'«rrange ¥ Azzign j
J L
5 ¥
S -
S

LCancel I Back

Eirizh |

7. Click Next and allow the system to generate the booth records.
8. Click the Display option to view the new Floorplans record.

9. Click the Booths tab and confirm that the wizard copied the booth configurations from
the XYZ Expo Floorplan.

10. Close all open records and wizards.
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Fiexible Enterprise Software

Appendix

E Publication Functions

Objective

Users will be able to:
e Alter the Delivery schedule of a subscription publication.
¢ Understand the Fulfillments function.

* Add Publication contributors to a product record.

E.1



Altering the Delivery Schedule Publication Functions

Altering the Delivery Schedule

You can change the delivery schedule for a subscription so that a recipient can receive their
subscription while on vacation or at another office location.

1. From a Subscriptions record, select the Delivery Schedule tab.

Click the New button to open a new Subscription Delivery Schedule record.
Enter a date one month from today in the Start Date field.

Enter a date two months from today in the End Date field.

Enter an alternate address and contact information in the fields provided.

Enter your Persons ID in the Requested By field.

A o

Enter Hard Shipment in the Distribution Type field.

Subsceription Delivery Schedule record @l

Start Date | 02/01/2016 ~ End Date  03/31/2016 v
Address o -
Ling 1
Line 2
Line 3
City, State ZIP L
County

Country | United States ' Bad Address

Phone s

1 x

Email

=

Requested By Baldwin. Aiesha/Danube Partners

Distribution Type Hard Shipmend

2oL
=|

e = E=

8. Click OK.
9. Click Save.

*  Atthe time of fulfillment, Aptify will look at the date and create the mailing label
with the alternate address.
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Viewing Subscription Fulfillments

The Subscription Fulfillments service enables you to track the distribution of a subscription’s
issue, specifying the distribution date, volume, and the recipients. In addition, by processing a
subscription fulfillment, mailing labels are automatically generated.

Fulfillment means to send out an issue. A fulfillment is made for all issues sent this month.

Creating the fulfillment generates a mailing label for magazines and decreases a subscription
count by one. Subscription Fulfillment is done monthly for each subscription product.

After you run a fulfillment, observe the Output, Mailing Labels to see how the mailing labels
will look. You can also go back to the delivery log to observe how an entry is made after
fulfillment. You will not be able to use the Output field during fulfillment if you did not make
the Delivery Type “Hard Shipment”.

1.

From the Subscription Management application, click to open the Subscription Fulfill-
ments service and open a New Subscription Fulfillments Record.

Select XYZ Subscription from the Product drop-down menu.
Enter next month’s date in the Name field.

* For example, if the current month is January 20XX, you would enter February
of the same year in the Name field.

Enter today’s date in the Distribution Date field.
*  The Date Prepared field defaults to today’s date.
Enter 1 in the Volume field.
Enter 1 in the Issue field.
Verify that the Use Vol. and Issue Number option is selected (the default setting).

Product | Corporate Membership A

Mame February 2017

Distribution Date  02/01/2017 W
Date Prepared | 01/14/2016 10:35:27 AM W
Valume 1
Issue 1
Recipients «

Create Recipient List
|lze Subscription End Dates
IJse Val. and |ssue Mumber

GREATE LIST
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8. Click the Create List button.
* A dialog box appears that informs which people qualified for this distribution.

Subscription Fulfillment x|

» | There are 3 subscribers that qualify For this distribution,
H':/ Click OF to add these subscribers to the recipient lisk,

: Cancel |

9. Click OK.
e The record is saved automatically and an ID number is assigned.

» The qualified recipients appear under the Recipient tab. You should see the fol-
lowing information if you completed the earlier exercises in this lab:

* 1 issue was sent to your Person, leaving 11 remaining.
* 3 copies of the item were sent to your Person, who had a bulk subscription.

» 1 issue was sent to your Person, leaving 5 remaining (since you canceled
half of the original order in an earlier exercise).

i Recipients |f;_|;;0utput _ Comments .ﬁ.l:tachmentsl

—_reake Recipient Lisk
™ Use Subscription End Dates
Create Lisk
% Use Yal, and Issue Number
Recipient Subscripkion
Mame Company Distributed By | Start Date | End Date | Sent | Left | Bulk
p | James Cross | The Ohio State | Hard Shipment  |02011)200 |02/10/20 | 1 5 1
John Jensen | Spécialités du | Hard Shipment  |02/11/200 |02/10/20 | 1 11 1
Tan Miller kumpulan Gut | Hard Shipment  [02f11/200 [02/10/20 | 1 11 3
10. Click the Output tab.
'HI Recipients i . Comments | Atbachments

Ermnail | Iu::'l,email.txt
Fax | Ic:'l,Fax.txt

Copy To
Clipboard

Mailing Labels |

o

11. Click the Mailing Labels button. (This option is applicable for hard shipment
subscription products.)
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Crystal Report Yiewer - 10| x|

= % | @ s

I Main Repork |

This opens the Report wizard for the Subscription Fulfillment service, which
includes a standard subscription fulfillment label report. This report displays the
address for each recipient so they can be printed to mailing labels.

Within the Report wizard, click the Labels tab.
Select the Subscription Fulfillment Label Report and click Next.
Click Finish to display the mailing labels for the recipients.

e

<

Cross, James/The Ohio State University
Enar=zon Hall

154y, 12th Lve.

Columbus, OH 43210

Jenzen, Johnrspécialtés du moncde
25, rue Lauriston

Pariz, 73016

France

fdiller, lanMumpulan Guthrie Berhad
Wizma Guthrie, 21 Jalan Gelenggang
Damanzara Heights

Huala Lumpur, 50490

Malaysia
-
I _"I_I

Current Page Mo, 1 |T|:|tal Page Mo.: 1 |Zn:u:|m Fackar: 100%:

12. Close the Subscription Fulfillment Label Report window.

13. Save and close the Subscription Fulfillments record.
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Creating a New Contributors Record

1. On XYZ Product record, select the Publications tab.

2. Select the General > Publication Contributors sub-tab.

o XYZ Product (ID: 9922) X

B B B O C O e
Mame | X¥Z Preduct
Category | Books/Publications o m
Type | Publication bt
Parent Product 0\
Publication =
General =
Publisher | Q,
Date Written e
Date Copyright e
Date Published bl
ISEN/ISSH

Click the New button to open a new Publication Contributors record.
In the Person field, enter your Person.

From the Role drop-down menu, select Editor.

Leave Commission Type set to Flat Amount.

In the Commission field, enter $100.00.

® 2N kW

Leave Primary In Role selected (person is primary editor of the publication).

Publication Contributors record

Person | Baldwin. Aiesha/Danube Partners 0\ ﬁ
Role | Editor hdl
Commission Type | Flat Amount W

Commission | $100.00
Primary In Role

Comments
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9. Click OK.

¢ The contributor’s record is added to the Publication Contributors tab.

6 XYZ Product (ID: 9922) X

B ﬂ Ea J:) (& 4h More =

Name  X¥Z Product

Category | Books/Publications Q.. '
Type | Publication s
Parent Product 0\

Publication -

Publication Contributors -

 new | enm | oeiee B g S

FERSOM ROLE

Baldwin, Aiesha/Danube Partners Editor

10. Click the Publication > Prices tab and add prices for the product.

11. Save and Close the record.
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F SQL Value Statements for Views

Appendix

Objective

Users will be able to:

» Insert SQL Statements into View Filter Value fields to create links to Dates and
Employee IDs

Overview

Following Page contains the filter values that can be inserted for

* Dates

*  Employee IDs

*  Sounds-Like

e LastName ='<PROMPT....>'

* Becomes

*  SOUNDEX(LastName) = SOUNDEX('<PROMPT....>")

e This allows you to do "sounds like" instead of begins with / exactly matches,
etc. ValueOperator

¢ UsedResults

*  Prompted Proximity

F.1



Overview SQL Value Statements for Views
EMPLOYEE NAME (Operator = Exactly Matches) - Returns the records associated with
the current user's employee name. This will return a blank value if the user does not have an
associated employee record.

EMPLOYEE_ID - Returns the records associated with the current user's Employee ID. This

will return a blank value it the user does not have an associated employee record.

SUSER_NAME or

SUSER_NAME() or

CURRENT_USER or

SUSER_SNAME or

USER

Use Exactly Matches as the Operator to Return the records associated with the current user's

SQL user name.

TODAY or

GET DATE or

NOW + or - number of days Returns today's date plus or minus the number of days following
F.2 Aptify End User Training Manual
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Appendix

Setting Up User Profiles

Aptify users are added to the database by using the Aptify User Administration Wizard. As a
step in user creation (step 6 of the Wizard) each New Aptify client administrator should copy
the Baseline profile. Once copied, the Baseline profile can then be modified as a second,
renamed profile (such as Customer Service Representative). Subsequent users with that same
function should copy the new (e.g. Customer Service Representative) profile.

By copying a profile, an administrator, through the Aptify User Administration Wizard
causes the new user to inherit the previous profile’s metadata. That metadata is composed of
specific Dashboards, Views, personal Navigation settings, Application and Services
displayed, and Group Security settings. Each new profile an administrator creates should be
built by adjusting the Baseline User’s, copied profile. This effectively means the adminis-
trator mus login as the new profile, adjust it’s metadata to reflect a specific department or
function, log out, and disconnect the license. A disconnected license does NOT disable the
profile - it simply makes the license available for future allocation to a new user.

By carefully setting up these profiles from the Baseline profile, administrators significantly
jump start the Go-Live capabilities of their end users. Those users now have focused Views,
Shortcuts, and Dashboards and other metadata that reflect their department/functions needs.

It is VERY important to note that by using the Baseline profile as the starting template,
Administrators avoid copying and proliferating unnecessary views. The Baseline profile’s
views are connected to the Baseline Administrator’s owned views via Shared Folders. By
copying the Baseline profile and using it as a template, the Administrator does NOT copy the
views, only the Shared Folder connections. Since the Baseline profile owns NO views, there
is no increase in the total number of views in the database.

The setup and copying of the Baseline profile is an Administrator function, but it is critical
that each department review the major metadata components that should be specifically
configured for them via a profile: Dashboards, Views, personal Navigation settings, Appli-
cation and Services displayed, and Group Security. After reviewing, the end users can then
contribute, through a series of meetings, what components need to be added.

Post Go-Live: An organization’s department leaders should meet regularly to review which
views, shortcuts, and dashboards and other metadata should be included in a profile, and work
with administrators to update the profile as necessary so that new users are able to begin
working with Aptify more easily.

IMPORTANT: The specific copying/setup of profiles, shared folders, and the use of the
Baseline and Baseline Administrator profiles is covered in the Administrator class.
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