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Objective

In this chapter, users will learn the basic layout of Aptify:
e Introduction to End User Training
* Learning Initial Aptify Display, the Dashboard Contents
*  Understanding Basic Aptify Terminology
*  Connecting to Aptify
» Displaying the Folder List
* Adding Applications
* Removing Services
*  Working with Shortcuts
*  Viewing the Exception Log
*  Using the Help Menu
*  About Recently Used Records

1.1



Introduction to End User Training Aptify Basics

Introduction to End User Training

1.2

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 many types 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, and in doing so, Subject Matter
Experts (SME's) will have the knowledge to prepare to move into the next phase of the Aptify
implementation process in a more efficient and effective manner.

Additionally, this manual provides information that can 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.

Aptify End User Training Manual
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How Aptify Should be Used

Aptify is designed to display data from multiple departments 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.

Setting up Aptify

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 will 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, a user inherits the previous profile’s metadata. In terms of end users,
metadata is composed of the Dashboards, Views, and personal Navigation settings. Each new
profile should be built by adjusting the Baseline User’s, copied profile. The new profile, when
completed, should reflect that department’s function.

By carefully setting up 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 that reflect their department/functions needs.

The setup and copying of the Baseline profile is an Administrator function, but it is critical
that each department review the existing components: Dashboards, Views, Shortcuts of the
Baseline profile. After reviewing, the end users can then contribute, through a series of
meetings, what components need to be added.

Navigating Aptify

Aptify should be navigated by using Shortcuts, Dashboards, and Views. Users will always
enter Aptify via the Home Dashboard. Users can then employ their Dashboard shortcut bar,
Services shortcuts, Views shortcuts, and/or Dashboard buttons to navigate to the data. Users
should utilize Prompted List Views to find data, and focused Wizards tied to Dashboard
buttons, to enter new data. 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 and
is built around the following hierarchy:

* Applications

e Services
* Records
e Views

e Shortcuts

¢ Dashboards
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Initial Aptify Display

1.4

When Aptify opens, users automatically land on the Home Dashboard. The Home
dashboard serves as a consolidated functional/viewing area that reflects the user’s main tasks
and data needed to use often. The Home dashboard should be configured, via the user’s
profile, to mirror the user’s department/function within the database. For many users, this and
2-3 additional dashboard applications, will be all the access needed. Home should have a
Button Bar tied to it that reflects the user’s function. For instance, a customer service rep’s
Home could have a New Order, New Member, Find Member, etc., buttons, while, an
accounting user’s Home Dashboard might have New Order Batch button, New Payment, Find
Payment buttons.

Home should also have multiple, embedded Views that reflect the user’s most important daily
functions. A customer service rep might see 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.

Shortcuts, appear on the left-hand side, will display no matter where the user navigates. They
should also reflect a focused usage on the user’s main functions.

Users in the Training database will be working with the Baseline user’s Home Dashboard.
The Baseline profile encompasses ALL base Aptify functionality. As such, it reflects the most
widespread usage across multiple departments. When users go-live with Aptify, they will
encounter a more focused, configured Home dashboard suited to their needs. Training users
also have an embedded Recently Used Records part in their Home Dashboard which will be
explained during training and in the following chapters. Home Display:
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Digital Dashboards

Digital Dashboards

A dashboard is a gateway for accessing information related to a particular application.
Administrators can customize dashboards to provide a single interface for commonly used
tasks. For example, a Customer Management dashboard could include targeted views of the
Persons and Companies services, with buttons that open a New Company, New Person, New
Contact Log Entry, Invoice Consolidation, or New Member Wizard. Dashboards should
contain the most critical summary Views and the most frequently used functions (buttons) per
Application. They should be each department’s landing page in the system.

“ustomer

3 Srott Athenaltkshnnn Markstina WP

Sarramentn

anagemen Options ...
S #o > & .
New Company New Person MNew Contact Log Entry Invoice Consolidation New Member Wizard
Persons View [=1] I
Z X G [ Reports ¥ ) AddTolist B & § A F S5
bin] NamefCompany Title City State =
1 Baldwin, Aiesha/Danub Marketing Senior Dired Palo Alto cA |4
2 Wade, AlexandrafU. Ha Marketing Senior VP Warrington Pa

ca

o & 1 o ¥ |of3 pages |24E4 Records
Companies View [=1]
F X | Reports M ) AddTolist B &5 § A [wd (5
jin} Mame City State Employees Parent C +
1 Danube Partners Palo Alta CA 78529 iz
" ] | » |

Dashboard Buttons

Dashboards are made up of Areas composed of Parts. The two most commonly used Parts
are Views and Buttons. Buttons are extremely valuable because they can be tied to diverse
functions and are easily viewable/accessible. Below is a list of button functions:

*  New Form (Persons, Company, Member record, etc)

* Find
*  Wizard - simplified form entry
* Additional Dashboard
*  View
* Report
Dashboard Shortcut Bar

The Dashboard Shortcut Bar enables users to easily navigate between Dashboards. It will
contain a dashboard shortcut per each enabled (permitted) user dashboard.
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My Orders Today
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1.6

Shortcuts

Shortcuts are embedded Groups and Links that display initially on the left-hand side of the
screen. They are designed to organize Groups of quick links per function/department for
instant usage. They are most often tied to Views (specific queries of the data) and Services.
They enable users to save their most common looks into the data. They are invaluable for
quick navigation and, along with Dashboards, are the primary navigation aids in the system.
Shortcuts should be configured according to the user’s profile and should be tied to their
specific department/function.

It is strongly recommended that Shortcuts be tied to Shared Folders that are governed by
Department or Function based Administrators - see Ch. 5 for details.

g s Aptify
ﬁi' Home
@Ov |_,& Home » ﬁ Order Entry » Crders » [=  Mew Memberships Last 90 Days

L Home | B Accounting | ﬁ Awards | u Campaign Management | a Case Management | & Committee Manag

\

M Persons Order Date ShipToCompany ShipToName

ﬂ‘ Companies 9/3/2013 Aptify Fred Bailey

% Contact Log 10094 11/13/2013 Danube Partners Aiesha Baldwin

ﬁ s 10095 11/13/2013 U.HardwickPhysics AR Alexandra Wade
il 10096 11/13/2013 Akebono Cryogenics Incorporated  Athena Scott

b Cases : 11/13/2013 Ottoman Baka Lambert

E Orders

4] Products

| Customer/Member Searches 2

ﬂ‘ Company Lookup

fi  PersonLookup

fi  Proximity
fi Persons by Location
fi Persons NameSounds Like

fi Persons by Membership

| Membership

>

..ﬂ Members Expiring in 90 Days
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Using Aptify

Applications

Applications are sectioned areas of the database that organize related services to functional
area of the system. For example, the Customers application maintains customer information
and contains Services such as Companies, Contact Log, Members Types, Persons, & Tasks.

=]
—

m

Home

#9

. =
o 5

@l\:}lvllﬁ Home |v

lml E Acco E Accounting
Shortouts ™ Awards
| Services =g Campaign Management
fi Persons @] CaseManagement
|, companies &% Committee Management
&L Contact Log &5 Customers
@3 Meetings fiz] Meeting Management
AL Cases & Membership
= Orders @ OrderEntry
4] Products ﬂ Product Maintenance
| Customer/Member q |28 Sales Force Automation
|, company Lookup Lz Subscription Managernen

Services

L3

Services refer to a type of record. Each service corresponds to one collection of data; for
example, the Companies service maintains information about the companies with which a
user’s organization interacts. Note than when switching applications, Services remain the
same. A service is technically known as an Entity.
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Views
Views are displays of information from a subset of the records within a particular service. The
most commonly used type of View is the List View. Users or administrators can specify the
type or amount of data the view displays. For example, the list view below displays All New
Memberships added in the Last 90 Days. Once created, views are saved within each user's
profile for future use and can be distributed via shared folders to other users.
Views are the center of the Aptify system. They are used both to access data records and to
communicate that data through shared dashboards and reports.
| = ¥ BYinPlaceEdit | [Z] [H] Reports @ AddToList B | @ | & | 7] Preview | A\ F | & &9 B =
Persons by Membership (Page 1 o
ID | First Mame | Last Name Address Line 1 City Zip Code | Area Code Fhone
1 Aiesha Baldwin 910 Southwest Union Avenue Palo Alto 94301 650 750-9187
2 Alexandra Wade 5716 South San Salvador Street Warrington 18976 215 638-4283
3 Athena Scott 5197 Colleen Court Sacramento 34203 916 491-3204
4 Baka Lambert  3771Foothill Boulevard Rock Hill 29730 803 736-2931
14 Paige Byrd Jardim das rosasn. 32 Mexico City
15 Pamela Wade Rambla de Catalufia, 23 Tokyo
17 Rabea Hill 13078 Main Street Roseville 95661 510 291-1928
20 Tadako Cross 6137 Carmel Street Palo Alto 94301 650 990-7129
22 valerie Rodriquez 8050 West Mohican Avenue Cupertino 35014 408 774-6130
26 Alexander O'Neal Av. Brasil, 442 Campinas 04876-786
28 Boris Aaronson 58 Ave. Los Palos Grandes Caracas 1081
35 Herbert Johnson City Center Plaza 516 Main St. Elgin 97827
39 Logan Rodriquez 67, avenue de |'Europe Wersailles 78000
Prompted Views
The most effective everyday use of Views are Prompted List Views. Prompted List Views
enable users to interact with the data by making choices as to the values a View (query) will
use to run. The example below is of a Persons Lookup Prompted List View.
/& Prompting ... A E
Last Name: |EEEtiEE =R
First Mame: <FirstName>
Member Type: <Membershipz -
ID= 0
Company: <Company >
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Records

Records are entries in a service with a unique ID. Every Service in Aptify has associated
records. Each Record contains multiple tabs that contain unique information concerning the
particular record.

However, records do NOT have to be opened to display valuable data. Embedded, record data
can be presented much more effectively and concisely using Views. In Views, users can
display focused, particular data from a record. Utilizing View features, such as the Fields tab,
Hierarchy tab, and the Preview Pane function (see Ch. 4 & 5), users can avoid opening
densely, data packed record forms.

In the example below, only partial data of Aiesha Baldwin is viewable by opening the form.
Users would need to navigate to additional tabs to see Membership and Orders information.
In a correctly configured View, that data is already present via its fields and a Preview Pane.

Aiesha Baldwin’s Persons record:

r“" Persons ID: 1 - a
HS®S EMAEDE oS eemdhe s s @0,
Name [=] Aiesha 3 Baldwin | [=]

Title | Marketing Senior Director

Company | Danube Partners |:H|>&'

Member Type: Corporate Member

Company Member Type: Corporate Member
CES Score:30.0000

%4 Meetings I‘Qf Comg & I Awards I = Pictures |1 ommen Attachments I
£ Contact | = petails & Functions | % Contact Log L, subscriptions |
Account Manager | 4 [ >
- Business Address [+] [t & 5= 9

Line 1 | 910 Southwest Union Avenue

Line 2
Line 3
City, State ZIP | Palo Alto cA [=] [ 24301
County | Santa Clara
Country United States =] [ Bad address
Pref. Mail Addr. | Business Address

Pref. Bill Addr. | Business Address

aja

Pref. Ship Addr. | Business Address El
Aiesha.Baldwin@demodata.aptify.com | -
" Phone El =1

1 || ss50 || 750-9187 x|

Aiesha Baldwin’s data displayed in a View:

Title Primary Email ID | First Name Last Name Company State

ID | Order Date | ShipToCompamy | ShipToName Ship To Addr Line 1 Ship To City | Ship To Statd
10103 11/15/2013 Danube Partners AieshaBaldwin 910 Southwest Union Avenue Palo Alto ca
10094 11/13/2013 Danube Partners AieshaBaldwin 910 Southwest Union Avenue Palo Alto cAa

Palo Alto

10092 11/8/2013 Danube Partners AieshaBaldwin 910 Southwest Union Avenue

Member Type | Corporate Member =

Co. Member Type

Dues Information

[1ndividual ~|

Organization | Sampco Holdings, Inc. [2a]><
Status | Active [=]

Functional Title [=]

Last Pay Date

Contact Rank | Dues Paid Thru |

D ct R k|lo C—
[recteny Ran Join Date [ 11/13/2013 [

xclude From e i
=] Mail [ Fasc [1] Email [ Directory Termination Date =
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Aptify Button

1.10

The Aptify Button is a centralized area for controlling several facets of the user’s navigation
in Aptify. Once comfortable with Aptify’s uses, it may not be necessary for users to return to
the Aptify button very often.

%"I H | &5 s Apti
¥ Custom... | € Framew .. | 4 Inventory | WA Localiz

A Home || 5l Campai .. | @) Case M. |- Commit ..

7 =

Change Password

Prink. .. Chrl+P

10

Print: Preview

Page Setup...

Applications
Click here to change your Application subscriptions.

Shortcuts
ShowHide the Shortcuts area,

v &

—_ | Eolder List
5. ShowHide the Folder List.

@ Help v
N
Exit
5| (8] aptify on The web || A about aptify...

New: This option opens a new record in the currently selected service. (The option is

grayed out if a user has an application selected.) This provides the same functionality as
the New button on the Quick Access toolbar.

Change Password: This option allows users who are not using Windows Integrated
Security to change their Aptify password (when applicable).

Print: Prints the view currently displayed in the main display area. Note that if printing a
list view that has multiple pages, only information from the currently displayed page is
printed. This provides the same functionality as the Print button on the Quick Access
toolbar.

Print Preview: Displays the current view as it will appear when printed. Note that if
printing a list view that has multiple pages, only information from the currently displayed
page is previewed/printed.

Page Setup: This options allows a user to set up a view’s print options.

Applications: Select this option to open the application selection dialog to add or
remove applications.

Shortcuts: This option toggles the Shortcut Bar so user can add or remove it from the
Aptify Desktop.
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* Folder List: This option toggles the Folder List so a user can add or remove it from the
Aptify Desktop.

* Help: This option provides access to the Aptify online help documentation.

*  Contents: Selecting this option, or clicking F1 on the keyboard, opens the Aptify
5.5 online help documentation. Note that the specific page that displays
depends on what application is currently selected. The page's location is dis-
played in the Help Table of Contents.

* Index: Selecting this option, or clicking Ctrl+F1 on the keyboard, opens the
Index tab of the Aptify 5.5 online help documentation.

* Search: Selecting this option, or clicking Ctrl+Shift+F1 on the keyboard, opens
the Search tab of the Aptify 5.5 online help documentation.

» Exit: Closes Aptify. Users can also double-click the Aptify Button.

* Session Exceptions: This option opens the Session Exceptions viewer which records
errors generated by Aptify during the current session.

» Aptify On The Web: This option opens the Aptify home page in a Microsoft Internet
Explorer window.

* About Aptify: This option opens a window that displays information about the version
of Aptify that is running.
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Folder List

1.12

The Folder list is a hierarchical display of Aptify’s applications, services, and views. It is
basically a Site Map for Aptify akin to Windows Explorer. However, 95% of the functionality
found in the Folder List can be also accessed via other methods which are explained in this

manual.

By default, the Folder List does not display for end users. Once accessed it should be closed
since it occupies valuable display space and does not need to be used on a daily basis.

If temporarily needed, users can follow these steps to display or hide the Folder List:

1. Click the Aptify Button to display the menu.

7

10

o
2

s
=] Sl - T

A Home || [l Campai...

Change Passwiord

Prink...

Prink Preview

Page Setup...

Applications
Click here ta change wour £

Shortcuts
ShowHide the Shortouts &

Folder List
ShowHide the Folder Lisk,

2. Select Folder List to display the Folder List.

Users can pin/unpin the Folder List by clicking the pin icon in the upper right
corner. The Folder List slides to the left when not in use.

Users can change the Folder List’s width by placing the cursor on the right
border of the Folder List’s frame, until the cursor becomes a double arrow.
Users may then drag the edge of the Folder List to the left or right.
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Adding Applications

Adding Applications

Applications are a logically grouped collection of services that correspond to a job function,
and appear below the Home heading in the Folder List. Users can add and remove applica-
tions to save space on screen; removing an application does not delete any data. It would be
unusual for a user to need to add/delete Application access as this should be done by a SA.

Follow these steps to select only applications needed:

1. From the Aptify Button menu, select Applications.

& Bl@ &S -
¥ A Home

Print...
Print Preview

Page Setup...

Applications

crl+p

Click here to change your Application subscriptions.

2. The systemh dlsplays the App]iéations dialog box.

3. From the left-hand window, double-click the Organization Management application to
move it to the right-hand window. Users can also use the central arrows to perform this

function.

/X Aptify Applications & I 0 @ = . 3 a |- |
Name | Description - Name Show In Ribbon Show In Too =
-" EBusiness This application containsthee gCustUmers [}

“ 2
= = | Bxtpo Management Expo Management v. Education = |
EE ot
@ Fundraising This application contains thee 125 Meeting Management = |
Housing Management Housing Management @ Membership |:| %
1 ]
[ Inventory Inventory Management ﬁ Order Entry |:|
| 3 =]
é Order Entry Administration  Order Entry Administration ﬁ Product Maintenance [} ¥
= 2 3 _ L
Publication Management Publication Management =1 Sales Force Automation = | £
Replication @ Shipping =
Social Network Integration " Subscription Management
e = ol
= ey
—_'ﬁy surveys This application contains the e— &J Organization Management =
q T 3 L [0 r

4. To sort the applications in alphabetical order, click the Application column header
(Name) in either the left-hand or right-hand window. Clicking once sorts the applications

in descending order, twice sorts the applications in ascending order.

5. Clear the Show in Ribbon Bar checkbox across from Organizational Management.
Users may not even need the use of the Ribbon Bar.

6. Click OK and Organization Management is added to the Dashboard Shortcut bar.
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Navigation Bar

1.14

The Navigation Bar is a bread crumb bar for navigating to applications, services, and views.
It provides a visual indicator of where a user is within Aptify, and may be used in place of the
Folder List, which was one of the main navigation tools in previous versions of Aptify. To
browse Aptify using the Navigation Bar, click the arrow that appears to the right of an item to
display its available options.

?( BlEES - Aptify - d10111;

_ﬁ' Horme ' Case Management Lﬂ Customers i@ Organization Management ﬂ Product Maintenance

5 kU DM EM DM BM

Mew  Find Mew  Find Mew  Find Mew  Find Mew  Find Mew  Find

|| Account Manager Functions ormpanie: | Member Status Types Member Types
é" 9|—_|PL Home » ¥ Customers » . Persons » 7 Persons living in CA

Frme ——

§ 5 ld | ¥ B InPlace Edit _‘:=:: 3, () Reports o) ' 0 T0 List @, | & | 77 Preview | &

EllPersons living in CA

W

-_ m First Mame Last Mame Company

P miler  IndineCryomenics Co., Ltd.  Manager, Advertisi

o

& 2418 Pabla Burgess POT Air Products, Inc, Assaciate, Consultir

£ oo9 Chisna  sett ghodUSA I, Senor Diector, Inf

[~ | 2339 Maina Aaronson Harvard University Manager, Advertisir
2076 Brooke Beck POT Air Products, Inc, Sales Senior Directc

For example, clicking the arrow to the right of the Home heading displays all the Applica-
tions a user has available. Users can specify which applications appear in the Navigation Bar
through the Applications dialog. System administrators may also determine which applica-
tions are available to the user.

|Iﬁ Home |« #¢ Customers » §f Persons » 7 Persons living in Ca

Product Maintenance

| x| A Home Add To List @
& Case Management
N Customers Campany
M Inwventory
QT Air Products, Inc.
& Order Entry
m Organization Management arvard University

OT Air Products, Inc.
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The Navigation Bar displays Services to the right of an Application heading. These services
contain specific data types and are logically grouped together within a particular application.

| A Home bl&. Customers lv|ﬂl Persons » ) Parsons living in Ca
i _

= B InPlace Edit I &  Account Manager Functions @

i, Companies

First Mame #  Contact Log
@  Functions
& Member Status Types
i Member Types
#t Persons
& Preferred Communication Meth..,

Tasks

The Navigation Bar displays the active Views and View Folders to the right of a Service
heading. The system also displays the list of views and folders available in the main display
area when a service heading is selected.

l A Home » BN Customers bl“_ Persons |»| 7] Persons living in CA

= > | B InPlace Bdit | 5] %3, [ Rep.;.l 7] Accounting and Finance Taopic C...

1 All
Firsk Marme Lask Mame :11. In List

Gabrigla 7 List

Guva s @ Membershy n Ch

Maina Aaronson 71 Persons living in CA

valee 71 Prompt for Cormpany

Braoks 3 Shared Views

Use the Navigation Bar to navigate from screen to screen within the main display area. Use
the arrow buttons and drop-down lists to the left of the Home heading to perform the
following:

@@v A Home » 8 Customers » §f Persons » 7] Persons living in Ca

* Back: return to the previous screen in the main display area.

¢ Forward: move forward one screen; this is the same as the Forward button on the main
toolbar.

* Go To: from a drop-down list, selects a location previously visited during a session to
reload that screen.
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Advanced users can type directly into the Navigation Bar and enter a location to access if they
know the path where the item can be found. To type a location, click to the right of the last
item in the Navigation Bar. After typing the desired path, click the Enter key.

A user can then navigate to previously typed views, services, or applications, by using the
Previous Location drop-down list located on the right side of the Navigation Bar. Selecting a
location from this list reloads the previously visited screen during this session. Note that only
locations that have been manually typed will appear in this drop-down list.

ﬂsgCusmmers\CDmpanies
Y Bk CustomershContact Log
j* Case Management
[ ﬁ Home

Customers\Companies
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Adding Services

Services appear under Applications and are logically grouped together to correspond to a job
function. Services are represented by icons under applications. A user can add or remove
services from applications to save space and make it easier to find a particular service.

Follow these steps to remove services from an application. (The steps below refer to
removing steps from the Customers Service, but they can be applied to any desired service).

1. Inthe Navigation Bar, click the arrow to the right of Home
2. From the Application list that displays in the Navigation Bar, select Customers

3. From the pop-up list, right click the Customers heading and select Services....

Iﬁ Home » |3 Gustomers s |

Services... Ctrl+5
E Accounting | &5 Advertising

» The Services dialog displays. The services that currently appear in the Folder List
are listed in the right-hand column.

‘.»’i’ Application Services @

| Description - Mame | Show In Ribbon Descript

=
=
El
"

Account Manager Functions Tracks the different fu @: Companies All Comp
ok

Education Fields Used to track standar @ Contact Log Contact

Education Levels m Persons All Peop

Functions Setup forthe different;

LELEeS

N Member Status Types Statusz of Member - Ac
Member Types Tracks all of the Memt

Membership Enrollment Staging entity used fo!

&

Perzon RelationshipDegrees Shows alist of all of ti

Person Relationship Types Typeof relationship b

PO @

Drafarrad Comminicztinn Mathe Trarks diffsrant mathe ©
« i r « T 3

o ) [ ]

4. Do one of the following to move the Education service to the right-hand column:

*  Double-click the Education entry.
*  Click once to highlight the Education entry and click the >> button.
5. Repeat the previous step to move the Functions services to the right-hand column.

6. Click OK.
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Working with Shortcuts

1.18

Shortcuts are one of the most critical areas for end users to utilize to quickly navigate to
desired data. Shortcuts enable users to instantly open a service or view. Shortcuts should be
created and loaded as part of a profile, but there will be the need to include additional

Shortcut Groups and Shortcuts by end users.
Follow the steps below to add a Shortcut Group and then a Shortcut itself.

Creating a Shortcut Group for Views of data

1. Right click the Shortcut Bar (under the Services group) to activate the area.

*  (Shortcuts to Services is the top level group on the Shortcuts bar to the left.

»  Users can add as many Shortcuts to Views and Shortcut Groups as desired.

2. From the pop-up list, select Add Group.
3. Inthe Name field, enter My Views

Create Group

Please name the shortcut group,

My Shortcuts|

4. Click OK- the new group appears at the bottom of the Shortcuts area.

5. Drag the My Shortcuts Group to the top of the page under the Services Shortcut Group.
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Adding a Shortcut

Adding a Shortcut

1. On the left side of the screen, from the Services shortcut group, click the Persons Ser-
vice.
2. All the Persons Views and folders will display on the right.
Shortcuts i IEREEE RS . B~
e G | PerSORS TR
[, companies
% Contact L Midwest East Coast All Other Mon and Persaons I
. AHLETEs Bl Members Members Members Forme... Drill-Dawn
# Meetings =
& Cases
/= Orders Members per  Members per Persons - With Members per Persons - With
Committes Term Committees... Committee... Order Meeti...
3. Double click ANY existing View - the View will run - if a prompt displays, click on the
cancel button. Notice that the View’s name will also display in the top Navigation Bar.
4. Click on the My Views shortcut group heading created earlier. (Once selected, it will
have a selection rectangle). Users MUST select the targeted shortcut group prior to
selecting the shortcut to be added.
» It may contract - click again to expand
5. Inthe Navigation Bar, right click the displayed View name.
6. Select Add to Shortcut Bar. Note the addition of the view name under the shortcut
group. Repeat to add another view to the My Shortcuts.
) pass - Aptty
L ﬁ Home
@u - | _PL Home » 3 Customers » i Per ﬁtﬂm
: =0 Jew Window
i A Home | [ Accounting | &) Advertising | = Awards | B Campaign
Cut Chrl+X
Shortcuts # 2| I In Place Edit
3 5 b X | InPlaceEd Copy Ctrl+C
‘ Services 2= Wl A
Paste Ctrl+V
M Persons ID | First Name | Last Name
Hh Companies 21 Tracey Lewis Tog — -
B Contact Log 25 Abraham  Rodriquez  MI( P
'ﬁ T 3 33 Gagan Scott Pac
eetings 42 Pablo Jones h
1& Cases 48 Wainwright Jackson  Let|
= Orders 50 Yale Lewis MNu Refresh F3
. : Properties
4l Products 61 Kaitlyn Rodriquez  Cot B
i N L8 80 Quillan Byrd Cottonwood Taping Systems Custome
l& Advertising Position Codes 283 Carlos Douglas  Trustees of theCalifornia State University Manager,
348 Reginald  Walker WC OsakaTechnologies Group, Inc. Advertisi
T 364 Hannah leneen Pandesrmea Phucir Aeenriats
1.19
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Removing a Shortcut

1. In the My Views shortcut group, right click the shortcut view.
2. From the pop-up list, sclect Remove Item.

3. Click OK to confirm the deletion.

Shortcuts I ||Folder
|§Eeneral P | ﬁm H
|
r Add Ikem
AL Remave Ikem

Companies “

Removing a Shortcut Group

1. Right click any shortcut Group.
2. From the pop-up list, observe the Remove Group but do NOT remove the group just

created.
EH‘.I' Shortcuts H| | ]| 2A3 DOanin=ald
: Add Grou
M Persons byM Remowve Group %
.ﬂ CasesLooku
Add Item

fi Personsin G
_ Srall images
i= All Co Group
v | Small images with text
fi PersonsLoo

Large images

Orders by Pr
Large images with text

Copy of Ords

Large images with text below

Muctnmar/Man

Removing a Shortcut Group also removes the shortcuts in that group.

Note: For the transfer of large numbers of shortcuts into a shortcut group, users can open the
Folder List and drag and drop the shortcut into the desired group. This may be more
effective when transferring a large number of shortcuts from a newly connected to

Shared Folder.
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Exception Log

Exception Log

If a problem occurs while using Aptify, the system can record information about the error

encountered in the Session Exceptions viewer; this is found by clicking the Aptify Button

and selecting this option from the drop-down list, (bottom right).

This information can be very helpful in aiding an administrator to determine what caused the

€1TOr.

Users can track session errors as they occur by leaving the Session Exceptions viewer open
on the desktop, with the Auto Refresh option selected. With this setting, errors are automati-

cally added to the Session Exceptions viewer.

When the Manual Refresh option is selected, new errors do not appear while the viewer is

open until the user clicks the Refresh button.

o
- Display Options

45 & putoRefresh Manual Refresh

» QOption to pin viewer to
desktop

e Double-click an error to
view more details

Aptify Exception Form .:lE.lﬂ

General Information
T R R RN IR R RS EREA AT
ddicional Info:

[ExceptionManager. MachineNane:

ExceptionManager. TimeStanp: 11/28/2006 5:02:32 FH
[Exceprionfanager. Ful IName:
prifyExcepricnManagesent, Verzion=4.0.0.0,
Culturespneucral, PublicKeyToken=f3falecabhfa51449
ExceptionManager. AppDozainNane: Aprify Shell.exe
[ExceptionManager. Threadldentity:
[ExceptionManager. WindowsIdentity:

1) Exception Information

AN TN AR AN R AR R AN TR AN W
[Exception Type:

prify. Framework. Businesslogic. GenericEnTity. Apri
tyGenericEncityValidaci onException

[Enticy: Companies

[ErrorScring:

Blank wvalue is not ok for Name.
MachineName:

CreatedbateTine: 1L/28/2006 5:02:32 PH
pplomainiame: Aptify Shell.exe

hreadldenti cylame:

|

To ensure the Sessions Exceptions viewer remains in the foreground of the desktop, click the
pin icon. When Auto Refresh is selected and the viewer is pinned to the desktop, users can
easily monitor whenever a new error is logged.
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Most Recently Used Records/Views

Aptify's main dashboard includes the Most Recently Used dashboard component which
provides a quick and easy method to access records/views that are used on a regular basis.
This component displays a list of Records and a list of Views that a user recently opened or
updated and can display up to 50 items.

Simply double-click an entry in the Most Recently Used Records window to open the corre-
sponding record or view.
] —

Most Recently Used Records | Maost Recently Used Yisws I
it Baldwin, AieshajDanube Partners =

: General Course

Sampeo Holdings, Inc,

*§ Inside Sales 401-1

E Inside Sales 401-1

*E Inside Sales 401-1

*§ Inside Sales 401-1

§ Channel Sales 401-1

E Channel Sales 401-1

*§ Channel Sales 401-1

§ Channel Sales 401-1

*E Direct Sales 401-1

*§ Direct Sales 401-1

§ Direct Sales 401-1

*E Direct Sales 401-1

*§ Web Marksting 401-1

§ Web Marksting 401-1

E web Marketing 401-1

*f web Marketing 401-1

*§ International Marketing 401-1

E International Marketing 401-1

E International Marksting 401-1

*§ International Marketing 401-1

*f Direct Marketing 401-1

E hd
W Fuivmmk b mclembima AMd 4
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Creating Records

O DJCHIVE . v eutietieieeieeie et et e it e et e et e sete st estaesteeste e st esseesseesseasseasseasseassesssesssesssesssesaasseans 2.1
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Record Button Bar & Shortcut KeyStroKes .........cuevveviieviieiiienieeieciecresresve e seesneeeens 23
Creating a New Person and Companies Record..........ccccvevvveviirciinciiniinieiiesieseeneeiens 2.4
Organizations and Employees ReCOrds ..........ccoovvivviirieniiniene e eie e 2.12
Organization ACCOUNTING........c..ccveeeveerrerererrerteseeseesseesseesseessesssesssesssesssesssessessseessesssenns 2.13

Objective

In this chapter, users will understand how to:
* Read a Record Form
* Create a Companies Record

¢ Create a Persons Record
Membership Based Records

Aptify recognizes that for most clients, Companies, and Persons records will be the most
frequently entered and interacted with records in the database. For some clients, Aptify’s
naming convention will be an adjustment - Companies and Persons, may not equate to what a
client knows as Customers or Member records. For others, it will be the fact that the Aptify
Database will track ALL TYPES of Companies and Persons, not just Members.

Below are a few basic definitions according to Aptify:

Companies — The businesses with whom the organization (Client) has a business
relationship. These companies can be customers, vendors, maintenance contractors, etc. They
are the businesses that need to be tracked for various reasons.

Persons — People with whom the organization/association (Client) has a relationship, for
example, association members. Most notably these would encompass members, who the user
tracks membership related data; these can include vendors, hotels, POCs, etc.

2.1
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Reading a Record Form

A record refers to a specific group of data in Aptify, while a record’s form is the display of
that data. All record forms share many common features.

Service Name and Record ID Data Control Bar
Persons ID: 1 =1 =R =<2
EB:X BMETE 2% 9he s 292 00
Name | | E Aiesha ] Baldwin E
Link Box Title Marketing Senior Director

— -anube Partners |H|}

Member Type: Non-Member
Company Member Type: Corporate Member

Tabs - -
Tk Meetings |4L, Committees I‘L Analysis | Awards |-_-l Pictures | & Comments | Attachments | )
%l ns

— Contact |:‘: Details |l'j& Membership |.§ Functions | % Contact Log | Orders |£~= Subscriptio
Account Manager |H
+/ Business Address IZ| RE] 3 o =]
Line 1| 910 Southwest Union Avenue
Line 2
Line 3
City, State ZIP | Palo Alto CA lz‘ 94301

County | Santa Clara
Country | United States E
Pref. Mail Addr. | Business Address

Pref. Bill Addr. | Business Address

F1EE]

Pref. Ship Addr. | Business Address

Primary Email w || Aiesha.Baldwin@demodata.aptify.com |
+ Phone |Z| =1

1 650 || 750-9187 X

The basic layout of a form includes:
* Service Name and Record ID — Displays the record’s service and ID number.

* Data Control Bar — Located at the top of the form; is used for saving, closing, printing
and launching functions such as wizards.

e Link Box — Multi-function field that can:
1. Create a blank record for the linked service
2. Link to an existing record (by multiple search parameters)
3. Open the record listed in the field
4. Enable the user to search for records in the linked service

¢ Tabs — Contain additional fields or views of data.
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Record Button Bar & Shortcut Keystrokes

Aptify Records contain the same button bar regardless of the type of record accessed. The
standard button bar and its functions are shown below:

Show Changes Since Save As
Print Last Save Template  Add/View Note

Save & Close Close Dependencies Clone Show Alerts

d&E MG 28 %2 pEdGo 02 @0 -
Save Find Refresh Pending Help
Change
Save & New Record History New Record Add Record Toolbar Options
From Template To List

Keyboard Shortcuts exist throughout Aptify.
Commonly used shortcut keystrokes:
New Record - Ctrl + N

Save Record - Ctrl + S

Save and Close - Ctrl + Shift + S
Save and Create - Ctrl + N

Print Record - Ctrl + P

Find Record - Ctrl + F

Record History - Ctrl + R

Help - F1

Refresh - F5
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Creating a New Person and Companies Record

24

For Training purposes, students/users in the Aptify End User class will create two records: a
Company and Persons record. These records will be referenced and built upon for the
remainder of the class and use of this class/manual.

The New Persons Wizard is used to enter this information. Users can directly enter infor-
mation into a record, but it is recommended they use/have wizards created for ease of entry.

Contact Information

1.
2.
3.

AN

In the Navigation tool bar, click the Customers Application.
On the Customers Dashboard, click the New Person Wizard button.

Users will enter information to create a new person record. Note that the default is a busi-
ness address.

In the Name field, enter a <fictional person name>.

In the Line One Address for this person, enter any address

In the Zip Code field, enter a familiar Zip Code, click the Tab button.
*  Completing the Zip Code field auto-fills the City, State, and County fields
e Zip Code will take International Postal Codes where available.

Click the Next button.

brereees PO o

Record the Person's contactinfo below

MName (prefix, first, middle, last, suffix)

El Jimmy Anderson El
Business &ddress E E=E 3 = 15

Line 1 | 855 Ring Road

Line 2
Line 3
City, State ZIP | Plympton MA El 02367
County | Plymouth
’ gg:—.t;:-.t}-mfo Country | United States El
Title Function

Referral and Credit

sack Finih
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Company Information
1. Click the blue Primary Company link.
*  Clicking a blank, linked field opens a new record for the associated service

»  Users can do this when a new, unique record is needed and not a link to an exist-
ing one.

In the Name field, enter a unique <Company Name>.
In the Line 1 field, enter a unique <Line One address> as the company’s main address.

In the Zip Code field, enter a unique Zip Code.

A

Enter a Main Phone number.

*  For Phone & Fax numbers,: the 1st field is the Country Code (1 for the U.S.), the
2nd field is the three-digit area code, and the 3rd field is the seven-digit number.

»  Use the Phone drop-down list to toggle between the phone and fax numbers.

h_ New Person Wizard I l‘:' IS J

Enter the person's primary company and any secondary or previous companies

1

1}, Companies ID: 350
i D » =
GEEE M! H%e @M 2% % sRGD a0 @0,

Name‘ Gelato Inc |

Parent| [[x]
CompanyType‘ Retail |Z||
[ AccountManager‘ |rﬂ|)‘|
J_l Subscriptiogs ommittees |‘ Analysisl_& Comments | Attachments |
Contact Info @Cﬂﬂtﬂﬁ E i Membership |m Persons |°=:-‘_ Divisions |@ Contact Log | Orders |
» Company
Title Function ' StreetAddress B RS
Referral and Credit
Line 1| 11 Samoset Street |
Line2 |
Line3 | |
[ Cancel || city, state 2 | Prymouth | [ma [1@
\ County | Plymouth
Country|United States |Z|| Bad Address
|J Main Phane |Z|| @
BRI
[ManEnail_~ [l
Website | 3]
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Adding New Addresses

For reference with the following exercises, turn to page 2.10 to see a summary of the Address
Tool Bar.

1.

A i

10.

2.6

To add additional addresses associated with the business, click the Add New Address
button located next to the address drop-down list.

4 g Lions I%ﬁ Committees Id, Analysis I .« Comments I Attachments |
& @ = Details Ilj(j Membership |'H| Persons I'::-‘_ Divisions I % Contact Log I Orders |
Street Address IZI 5] 3 g@
Line 1 | 742 Evergreen Terrace
Line 2
Line 3
City, State ZIP | Springfield cA [=] 95370

County | Tuolumne

Country | United States E|

In the Enter the new name for the address ficld, enter Supply Warehouse.
Click OK.

A blank Contact area of the Companies record is returned.

In the Address Line 1 ficld, enter 4565 Leland Ave.

In the ZIP Code field, enter 95842, click Tab, city and state will auto-fill.

i‘ﬂ> Subscriptig pUrrnitbees If‘, Analysis I L Cormrments I Attachrents I
5] Contack B membership |fif Persons | 4 Divisions | i Contact Log | (=] orders |
............................. & & &= 19 o
Line 1 | 4565 Leland Ave
Line 2
Line 3
City, State ZIP | Sacramento ||CA =l |95842
County | Sacramento
Country |United States ;|
IMaln Phone j )
N | N
IMain Ernail ;I | | |
Wwebsits | [=]
Select the Details tab.

From the Credit Status drop-down list, select Approved.
In the Credit Limit field, enter 10,000.
Save and Close the Companies record (tab, top left).

* Note that the Company name now appears in the Primary Company linked
field of the wizard.
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e (Steps above could have been written into the wizard as well).

Other tabs will become available once the record is saved. Users will investigate
these tabs progressing through the remainder of the class/manual.

11. Click the Next button of the Wizard.

Title and Function Info

Now that a company record is created and a person record is associated with it, a user can
specify more information about the person.

1. In the Title field, enter Customer Service Representative.
2. In the Primary Function field, enter Customer Support.

3. Scroll down, check the Sales checkbox below; this designates Sales as an additional func-
tion.

4. Click the Next button.

_é-"f MNew Person Wizard - - L — e EF

Enter their current title and primary job function. Other functions can be selected from
the grid below

Title | Customer Service Representative

Primary Function| Customer Support |ﬂ|)‘
& | &
|Se|ected | Start Date End Date Comments | -
Agverusing
Consulting
Contact Info Services
Company Customer
[ Title Function Suppaort =
Referral and Credit Engineering [ |
Finance |:| 3
Mo | O
Marketing [l
Research =
sales 12/4/2013 -
[ Cancel ] [ Back ] [ MNext Finish

b

Sampco should default into the Organization field.
In the Referred By field, enter a 1 and click Tab (Aiesha Baldwin will auto-fill).

5
6
7. From the Referral Type drop-down, choose Friend.
8. From the Credit field drop-down, select Approved.
9

In the Amount field, enter 5000, click Tab.
10. Click the Finish button.
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11. From the Wizard pop up box, click the No button (to not repeat process).

-
& MNew Person Wizard I I = =2 |
If the person was referred to our organization by someone else, record that heresao
they can receive the appropriate benefit. Don't forget to givethe person some credit so
they can use POs and partial payments.
Grqanizatinnl Sampeo Holdings, Inc. |ﬂ |‘)< |
Referred By | Baldwin, Aiesha/Danube Partners [ [3< |
Referral Type | Friend EI
Credit
Status | Approved El Amaount | $5,000.00
Contact Info
Company %
Title Function
[ Referral and Credit
[ Consl ] [_Beck ][ nem
. = y

12. In the Navigation Bar, click Home

13. Above the Recent Customer Records column, click the Most Recently Used Views.
14. Click back on the Most Recently Used Records.

15. The new Persons record will be listed.

16. Click the Persons record to open it.

17. Note the company information associated with this person is shown, and by clicking on
the address field drop-down, one can see the additional address criteria as well.

@thﬁ Home »

ﬁl Home E Accounting F'! Awards | [Ej Campaign Management @ Case Management 5_. Committee

. —
Bl |~

Shortcuts
| Services M= ,._;
—

M Persons New Payment !
ﬂ; Companies
‘i Contact Log Most Recently Used Records | Most Recently Used Views
:l Meetings e Recent Customer Records Details...
= C(Cazes i # Jones, Ralph/X.E. Awaken Components Limited
|7 Orders
4] Products

| Customer/Member Searches H
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Adding New Addresses

For the Persons record, the Contact tab is the default. A users’ Companies Address is
automatically used as the Business Address. To add a person’s home address:

1. From the address drop-down list, choose Home Address.
2. For the Person, enter a new <home address>.

3. This Persons record will now have two different addresses configured, the Pref. Mail
Addr. which is the Business Address and the home address.

4. Click Save button (top left). Once the record is saved, a check mark will appear next to
address types that have an associated record.

5. To add an additional address for example, a persons’ vacation address during a certain
time frame, click the Add New Address button.

6. In the Enter the new name for the address field, enter Vacation.

7. Click OK.

8. Inthe Address Line 1 field, enter 47 Truman Annex Circle.

9. In the ZIP Code field, enter 33040, click Tab.

10. In the address tool bar, click the Setup Default Address and Date Ranges button.

&3 Meetings I“L' Committees I,_u:, Analysisl Awards I % Pictures |£,_ Comments I Attachments I
Eﬂ] Contact |:'; Details |l'j{’j. Membership |.ﬂ Functions | % Contact Log | Orders |\ﬂ} Subscriptions |
Account Manager |H
Vacation E| s ﬁ
Line 1 | 47 Truman Annex Circle
Line 2
Line 3
City, State ZIP | Key West FL [=][ 33040
County | Monroe

Country | United States [+] [F]Badaddress
11. From the Address box, (seen below) setting column drop-down list, select Date Range.
12. Enter a Start Date of 12/17/20xx. (xx is current year)
13. Enter an End Date of 12/28/20xx.

o

‘."’!" Address Default Settings @
Address Address Type Setting Start Date End Date
p | Business Address Mewer
Eilling Addrezs Mewer
Home Address Mewver
PO Box Address Mewver
“acation Date Range 1207202 12282012

14. Click OK and Save and close the record.
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Address Bar

The Addresses tool bar allows users to manage address additions and deletions.

[ New Address " -l 0
/ \ “l\-m
Copy/Paste Label Celete
Address Preview Maplt
Verification
e E# Fomad Yew Hep
Daredoe ParTrers ¥ =l
‘I'I?D".:.u:llz:;\-'\ﬂél_ l::_lllé:_r Aopnys
E:’-w; sraves| 3 |“H"“|'-r"""""| |-
_l—| Gartact | = Detats | v Paembersts | 4, Porsans JL mmlhmnw]uaml
: T ix

Evied B ey roimes i B peiilioni i

Danube PAarcnecs
1818 Benton Strest
Suive 230

Blythe, Ck 95012
United States

The Contact tab of a Companies or Persons form can stores all the addresses for a company or
person. The addresses are available when selecting a Ship To or Bill To address on an Orders
form.

The Company Address record includes an Address Type field, which links to the Address
Types service. An administrator can add or edit Address Types as necessary from the Admin-
istration - CRM application.

If the address is temporary, users can enter a Start and End Date to indicate a time frame for
when this address is valid.

Also, users can place a check mark in the Use As Preferred During Date Range box to
indicate that this is the address to use for the Company during the time period specified.
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Bad Addresses

Users can label an Address as a Bad Address by utilizing the Bad Address checkbox in the
Address section of a Persons record.

Users can then create Views of records with designated bad addresses and call/email those
users for corrections.

i Meetings I“U’ Committees I,_]_L Analysisl Awards | /& Pictures |_£ Comments | Attachments |
gﬂ Contact |-_‘: Details I'-j(j. Membership |a Functions | %b Contact Log | Orders IJ_J, Subscriptions |

Account Manager |H
Vacation E F2E G ENE| A
Line 1 | 47 Truman Annex Circle
Line 2
Line 3
City, State ZIP | Key West FL |Z| 33040

County | Manroe
Country | United States E| [ Bad Address
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Organizations and Employees Records

2.12

The Organization Management application uses Organizations and Employees records to
store information about the internal structure of both the user’s organization and its
employees.

The Organizations and Employees records do NOT store external customer information. This
is contained in the Customers Application as Companies and Persons records.

First time users of Aptify often confuse Organizations with Companies and Employees with
Persons. Most end users of Aptify will NOT need to access either Organizations or
Employees; those areas will usually only be accessed by IT and Accounting for initial entry,
and HR for occasional maintenance.

Employee Records will be set up initially in the database by Administrators. Admins will
then use the Aptify User Administration Wizard to link the appropriate Licenses, Profile,
Security, and Employee record together. This structure will then create an audit trail where the
employees actions are tracked throughout their use of the system.

For the purposes of standard End User training, each user in class will be known as
Baseline User.
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Organization Accounting

Aptify enables users to track the General Ledger (GL) entries for Accounting via the
Organizational structure that is set up during the user’s configuration. When an Organization
(i.e. the company that is buying and will be using the Aptify software) is set up, that company
becomes the parent organization of all GL entries. This setup enables standard accounting
or multi-entity accounting.

Multi-Entity Accounting
Aptify can create GL entries to segregate funds as necessary between a parent organi-
zation and its subsidiaries.

* For example, an association may run a Foundation, which is a separate business entity,
so the organization would use multi-entity accounting to ensure that the funds are associ-
ated with the proper entity.

* A user specifies “Due To” and “Due From” GL accounts to establish debits and credits
accounts between a parent organization and one or more subsidiaries. This is for account-
ing purposes only and does not affect orders or payments from customers.

Setting Up an Organization’s Multi-Entity Accounting

1. Create the Organization and its subsidiaries (as needed).

2. Enable the Generate Inter-Company Entries option on each entity’s Accounting tab.

."i’ Organizations ID: 11 EI@
HSHE X EME ek 9GO @0 -

Name | XYZ Organization
Parent |-H

I}ﬂ Tu:upiu:Cndesl < Comments | Attachments |

E::]] Contact

Functional Currency | US Dollar

sus Organization |ﬂﬁ Employees Iﬁ; Divisions/Subsidiares ,_

Exch. Rate Gain Account

Ewch. Rate Loss Account

Conversion Adj. Account

{ Generate Inter-Company Entries’)

GL Accounts |:I Inter-Company GL Accounts |

W= Frnd ®# # & & @
Type | GL Order Level | GL Account | GL Account Name
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3. Establish GL Accounts between a parent organization and a subsidiary:
Two sets of accounts

*  From parent organization perspective, “Parent Due to Subsidiary” and “Par-
ent Due from Subsidiary”

*  From subsidiary perspective, “Subsidiary Due to Parent” and “Subsidiary
Due from Parent”

Inter-Company GL Accounts Record

General
Related Organization |’ﬂ|
Due To GL Account |H
Due From GL Account |’ﬂ|

Comments

[DK and New] [ 0K ] [ Cancel ]

4. Add these accounts to each Organization’s Inter-Company GL Accounts tab.

*  For example, a user would add the “Parent Due to Subsidiary” and “Parent Due
from Subsidiary” to the Parent record.

GL Account | Drescription [ Debit Amount [ Credi Amount
» 1005 Total Cash Inflow From Payment 50,00
1106 | Credit ajr For Payment to Order ID:165, Line | [ $50.00
2
.-..-_-- 'm--__——_-nma-.nt Due From Parent Organization{6) To | 50,00 | ot
Subsidiary Organizationd?)
001 Asmourt Dus To Subsidiary Organization(7) From | I $50.00
[t Parent Organization(s) =l

5. Specify organization-specific A/R and Sales accounts for products linked to that parent/
subsidiary.

6. Create Payment types that use organization-specific Cash account.
7. Aptify automatically generates GL entries between organizations as necessary.

* In this example, a customer purchases a subsidiary product from the parent organization,
so GL entries are created to specify how the payment should be accounted for between
the entities.
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Record Management
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Objective

In this chapter, users will learn how to:
¢ Work with records
¢ Resolve Record Conflicts

* Duplicate records using multiple methods
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Finding Records

In this section, users will utilize the Find Items function to locate records in a service.

1. In the top tool bar, right click the Persons service and select Find Items... from the list.
The Find Items dialog box will appear.

* The Find Items dialog box can also be opened by clicking the binoculars button
in the Services or View toolbar. Locate the binoculars button.

I

3 I x@s =S )

Find Customer Persons  Find Customer Find Customer Find Customer Person Lookup Al Persons
by Phone Dril- Down by Company by AccountID By Name

m @

Person Lookup  People Who
Have Placed
an Order in
Last 30 Days

2. From the Find-Persons box, click on the blue field labeled Persons search. This will
bring up a box with additional filters for selection.

3. From the Field drop-down list, scroll down to select Company Name.
4. From the Operator drop-down list, select Contains.

5. In the Value field, enter danube.

APLIY CI = FErsuns

Fi_|tEf5|Fig|d5| Results| Find

Field Operator value

Cancel

IIIIIIIIIIII!

6. Click Find.

* A new View window appears that displays the records whose company contains
the word danube.

* A record from this window can be opened by double-clicking it.
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Finding Records

/X Result of Find on Persons

(=[O /=)
2| > | 5] [ Reports M AddTo List B | @ | & | A (5 56 B

Result o Ind on Fersons

j(n) Mame/Company First Name
1 Baldwin, Aieshaf/Danube Partners Aiesha
109 Rodriguez, Jessica/Danube Parmers  Jessia
343 Tate, Luke/Danube Partners Luke
451 Byrd, Theodore/Danube Partners Theodore
685 Wade, Brian/Danube Partners Brian
793 lensen,James/DanubePartners James
1027 Douglas, Sabrina/Danube Partners Sabrina
1135 Meal, Alexander/DanubePartners Alexander
1369 Thompson, Emily/Danube Partners  Emily
1477 Holland, MiafDanube Partners Mia
1711 Lambert, Ulyses/Danube Partners Ulyses
1819 valdez, Aiesha/Danube Partners Aiesha
2053 Aaronson, Edward/Danube Partners  Edward
‘lﬂ.,.ﬁm ret tem 0 vt

Last Name
Baldwin
Rodriguez
Tate
Byrd
Wade
Jensen
Douglas
Neal
Thompsaon
Holland
Lambert
Valdez
Aaronsan

Company
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners
Danube Partners

s

m

b

|1E Records|

Items window.

7. From the results of this find, click the Find Items button (binoculars) to open a new Find

8. Under the column headings, on the first line, in the Field column, enter Company Name;

in the Operator column, enter Contains; and in the Value column, enter danube.

Exactly Matches; in the Value view, enter jessica.

9. On the second line, in the Field column, enter First Name; in the Operator field, enter

* Search lines in the Find Items dialog are separated by AND operators.

Aptify Find - Persons

Filters | Figlds | Results |

Field Operator

IZI Contains

IZI Exactly Matches

=]
=]
-]

Company Name

First Name

Value

IZ| danube
IZ| jessical

EN|EX

Find

Cancel

10. Click Find.

»  Aptify displays the Persons record for Jessica Rodriquez. Aptify displays the
record itself rather than a results screen since only one record fulfilled the search

criteria entered.

11. Close the view.

Aptify End User Training Manual
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Reviewing Record History

In this exercise, a user will use Record History to view previous versions of a record.
1. Open the Persons record, if not already opened.

2. At the bottom of the form, change the Phone drop-down from Phone to Fax.

[Primary Email - ” | - |

G/ Fhone ’@

|1 ||215||252-1111 |x| |

3. Inthe Fax field, enter 1 212 555-5555.
e In the first Fax field (Country Code), enter 1.
* In the second Fax field (Area Code), enter 212.
* In the third Fax field (Phone Number), enter 555-5555.

4. Click Save.

5. Change the Fax number from 555-5555 to 123-4567.

6. Click Save.

7. In the record’s toolbar, click the Record History button.

B8 EBAEE ax % 93BG 92 @0
8. Observe the Record History window that displays.

/X History of Persons Record ID: 2534 [0'Connell, Dave/Aptify] o (3 ]3]
Date Updated who Updated Changes
3132 PM Asmith Fax
4 Phone changed From 555-5555 to 123-4567
42602012 3132 PM Asmith Fax
Record created
426)2012 3131 PM Asmith Record created
9. Resize the columns of the Record History window as needed to display additional

information.

*  Move the cursor between a column header until it becomes a left/right arrow.

* Hold down the mouse button and drag the cursor left or right to expand the width
of the columns.
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10. In the top field, notice the version of the record that shows the original fax number
entered (555-5555).

11. IF users had Admin privileges, the Restore button would be active. This would create a
new version of the record that resets it to the previous version. In other words, this pro-
cess reverts the Fax field to 555-5555.

12. Click Yes to continue.
13. Otherwise, click Close to close the Record History window.

14. Close persons the record.
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Record Management

Viewing Dependencies

3.6

In this section, users will learn how to View Dependencies- records that contain information
that are dependent, or related to, another.

In the top Navigation tool bar, right click Persons service and select Find Items.

15. To open Persons record ID #268, enter 268.

16. Click the Show Dependencies button in the record’s data control bar.

A @EACTE oG 3G a9 @0 ;

17. Observe the Persons Record Dependencies window that displays.

» This window contains a list of all records, or dependencies, that reference the
Persons record and require its information. The list includes multiple Orders,
Payments, etc. Because dependencies must link to another record, Aptify will not
allows users to delete any record that has dependencies. If a user attempts to
delete a record with dependencies, the system will present an error message. For
example, a company record with related persons records may not be deleted.

_.'K" Persons Record Dependencies (ID: 268) = @
J Entity SubType |Field Record ID |Has | Record Mame -
# Scheduled Trans Top Level Bill To, Subscriber 1292 ] 1292

Ex Payments Persan 1555 || 1555

Ex Payments Persan 1840 [ 1840 L
|_ Orders Top Level, Ship To, Bill To, Order 4519 [] 4519 1
|_ Orders Top Level, Ship To, Bill To, Order 3851 [ 3851

&1 Opportunities Person 200 [] Bxhibitor - Ito-Yokado Co., Ltd.

&1 Opportunities Person 535 [] Advertising- Ito-Yokado Co., Ltd.

&1 Opportunities Person 870 [] Furniture - Ito-Yokadoe Co., Ltd.

&1 Opportunities Person 1205 || General - Ito-Yokado Co., Ltd.

=~ - o _ - S T B P S ————" "

18. Close the Record Dependencies window.

19. Close the Persons record.

20. If prompted, click No to confirm closing the record without saving changes.
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Using the Conflict Wizard

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 Wizard will launch automatically whenever one user attempts to save
a record that has been modified by another user since the form was opened.

The first screen of the Conflict Wizard lists the changes that user2 made to the record since it
was opened by userl.

Aptify Conflict Wizard

The recard you are trying to save has been changed by another user. After you loaded the record, the following
changes were made by other users,

Date Updated ‘Who Updated Changes

Business Address

S S Line 1 changed from 11 Oak St. to 982 September Court

o e F

Back Next Finish

On this screen, user] can click Next to continue or Cancel to close the wizard and return to
the form without saving the changes by user2.

The second screen of the Conflict Wizard lists the changes that user] has made to the record.
On this screen userlcan click Next to continue, Back to return to the previous screen, or
Cancel to close the wizard and return to the form without saving changes by userl.

Aptify Conflict Wizard
You made the following changes since opening this record:

Phone -+
Phone changed from 252-1111 to 252-3781

| Cancel | | Back |[ Next l Finish

The third screen of the wizard gives userl three options for resolving the conflict:
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Aptify Conflict Wizard

Choose one ofthe following options:

(@ Keep your changes and integrate changes from the other users that do not conflict with yours

Keep your changes and aver-ride the changes made by other users

Keep changes made by other users, and do not save changes

[ Cancel ] | Back | MNext Finish

1. Save changes by userl and integrate the changes from the other users that do not conflict
with the changes userl has made.

2. Save userl’s changes and override all of the changes made by other users.

3. Do not save userl’s changes and keep the changes made by the other users. If this option
is selected, userl’s changes are still displayed in the form but they are not saved to the
record. (Userl will need to close the record without saving.)

Click Finish after one of these three options is selected. Back can also be clicked to return to
the previous screen, or Cancel to close the wizard without making any changes.
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Resolving Duplicate Records

Duplicate Record Warning k|

1 pokential duplicate record was found in the database, You MaY create or update a
recard with the values entered,

Click the Yiew Duplicates button to view the record that matches this Farm.
Click. Save Record to save the record and not view the potential makch.
Click. Cancel Save to not save the record and nat view the potential match.,

Save Record Yiew Duplicates

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:

1. Yes: Click Yes 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.

2. No: Click No to save the new record without seeing the potential match.

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

If duplicate records exist, a user can merge them into single record
» A user can specify which record and which fields should survive the merging process
* Any dependent records are automatically linked to the surviving record

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

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

hall

hd

10.
I1.

3.10

ﬁ' Aptify Merging Tool EI@
Figld Name Record [D¥ 2534 (0] Default DF 2529 (24) =

17 117 ]

Senior Training Manager Training Manager

222 222

1

212

123-4567

Add Record Hemweﬂemrd][ Show All Field.s] [ Merge ][ Cancel ]

»

Follow these steps to merge records:

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

Select the records to merge (hold down the CTRL key to select multiple records).
Right click within the view and from the pop-up list, select Merge Records.

If there are additional records to include in this merge, click Add Record and use the
Find Items utility to locate them (one at a time).

To remove a record from merge, highlight the record’s column & click Remove Record.

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.

Determine which record to keep. The other records will merge with the record selected.
To select the record (also referred to as the default record), highlight the record’s column,
right click and choose Set Record as Default from the pop-up list.

Determine which field values desired. To select a field value in a record other than the
default record, place the cursor in that field and right click. Then, select Set Field as
Default from the pop-up list. The field will appear with a yellow highlight (within the
Merge Tool; items that will persist in the merge record are highlighted in yellow).

When ready to merge the records, click Merge.
Click OK to begin the Merge process.
Click OK to commit the Merge results to the system.
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Cloning Records

* Makes a copy of an existing record
» Useful if a user needs to create multiple records that share many of the same values
* Reduces data input time and can increase accuracy

To clone a record:

1. Open an existing desired record to clone.

2. From the Data Control Bar, click the Clone button.

3. The new, clone of the original record will open. Make the desired edits and Save.

% Contact Log ID: 5665 C=npcy X
N
A& M0 05 % s&h W) 00,

Date 003

Description | Sent message regarding overdue invaice

Type | Voice mail |E| Creator
Category | Collections |z|
Direction | Outbound |E|
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Save As Pending Record Management

Save As Pending

RS @MEE 2wt sHh@) a2 @0

Sometimes it is beneficial to be able to make certain changes to records that take effect at a
future date. For example, a company is moving locations and will have a new address as of
the beginning of next year. The Save As Pending option saves the record as pending, allowing
a user to modify records prior to a specific date, and then applies those changes automatically
on the scheduled date. When a pending change exists, it automatically enables the Alerts
button prompting the user that there are pending changes on this record. A user can also edit
and delete pending changes as necessary.

Saving Changes as Pending
Follow these steps to save changes to a record that should be applied on a specific date in the
future:

1. Open the Persons record created previously. (Double click Home, go to Recently used
records column, find persons record created)

2. Change the Street Address.
3. In the toolbar, select the Save As Pending button.
4. In the Scheduled Date drop-down, select a month from today.

Save As Pending Change Dialeg @
Scheduled Date Monday , May 21, 2012: 030502 E~-
[ 0K ] | Cancel |

¢ The default value is the current date and time.
5. Click the OK button to close the dialog.

*  The form repopulates with the currently saved data (the pending changes are
removed since they are not applicable yet).

e The Alerts icon turns red to notify all users that pending changes exist for record.

6. After the pending change’s specified date and time passes, the Aptify Scheduled Tasks
system automatically updates the record with the appropriate changes. Once the pending
changes have been saved to the record, the Alerts icon no longer appears in red.
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Modifying Pending Changes

Follow these steps to modify changes that have been saved as pending:
1. Select the Alerts button.

*  When a pending change exists for a record, the Alerts button becomes active,
notifying the user that there are pending changes on this record.

db% BHEE 28 % sheo 22 0@);

2. Expand the Pending Changes hierarchy by selecting the plus sign (+).
wih Alert List = || B |

S|
—| Pending Change by Asmith (Scheduled Date : 06/04/2012 15:13:16)

3. Double-click the pending change to be modified to open the associated Alert Detail dia-
log. This enables the user to see information about pending changes applied to the record.

-

Alert Detail

Address|D -
Line1 changed from 11 Oake 5t. to 582 September Court

Check here to clear the alert. Edit ][ Delete ] [ Close

4. Click the Edit button.

*  The record is refreshed with the pending changes specified in the Alert Detail
Dialog.

5. Change the Address to 1000 Northwest Union Avenue and select Save As Pending.

* Even if a user decides not to make any modifications to the existing pending
change, they still need to select the Save As Pending option to reset the Sched-
uled Date.

Note: the modified changes can be viewed by selecting the corresponding change from the
Alert List. Follow these steps:

*  Select the Alerts button.
*  Expand the Pending Changes hierarchy by selecting the plus sign (+).

*  Double-click the appropriate pending change to view the modified changes.
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Deleting Pending Changes

Follow these steps to delete a pending change:
1. Select the Alerts button.

*  When a pending change exists for a record, the Alerts button becomes active
prompting the user that there are pending changes on this record.

2. Expand the Pending Changes hierarchy by selecting the plus sign (+).
3. Double-click the appropriate pending change to view the modified changes.
4. Click the Delete button.
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Working with Views

Objective

In this chapter, users will learn how to:
* Create and Edit Views
* Sort and Arrange Views
» Understand different types of Views
*  Compose Bulk Messages

* Manage Views

Understanding Views

4.2

Views are the most critical function for finding and communicating data in Aptify. Views are
similar to reports, in that they display a subset of data, but unlike reports, views allow users to
open records and work with the data.

They are the function most interacted with in the database as well. Views are spread
throughout all of Aptify and every Service in Aptify will have multiple Views pulling from it.

Any view that is valuable to a user should be embedded as part of their dashboard and/or
saved as a shortcut. If a view is used daily for a user to see large portions of data, it belongs in
a dashboard. If used interactively to find data daily/weekly, it should be made a shortcut.

Views are organized displays of data that represent subsets of the records contained in a
Service. A user defines filters which define the data displayed in the view. Once created,
views can be saved within each user's profile and used again by selecting the view.

Four Major View Types
List Views
*  Most common used view in Aptify - approximately 90% of all Views are List Views
» Contains a list of records, formatted using columns and rows
Chart Views
* Excellent for inclusion in dashboards, especially at the Executive level
* Groups data based on specified criteria and displays as a chart or graph
Calendar Views
* Good for Meetings, Committees, Education, etc. that utilize date based functions.
* Organizes records using time data, and displays them on a calendar
Pivot Table Views
* Power view option that provides interactive reports to summarize large amounts of data

» Table information can be expanded or collapsed depending on the level of detail needed
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Creating List Views

Creating List Views

Follow these steps to create a List view:
1.
2.

Select the Persons Service shortcut.

In the Navigation Bar, right click Persons and select Create View from the list.

f() SHEE- I aptity
- J& Haom
L Home 3 Customer Management P
/A MErsons Record Ctri+M
: A Home | [ Accounting | &) Advertising Awards | [E§| Cam Er e Chrl+F
Shorteuts = NEN'

| Services

| Cvus.tomer,fr-‘lember Searches

Create Folder

gogect to Shared Folder

Create View

Copy

3. Give the View a name or title. In the Name field, enter Persons in CA. (Give explicit
description for others who might also use it).

This exercise will create a View of Persons in CA

Later in this chapter the exercise will add additional Filters and edit the name.

4. Leave List View selected from the View Type drop-down list.

ﬁr View Properties - 'CA Student Members'

Lo | B

Qonﬁgurationl groupingl Advanced (SQL)l

General |Ei|ters \/l Fields ‘/l §|:urting| Fu:uLmatl ﬂierarchyl Paging .{'l Auto Eefreshl Scheduling_l

Name Persons in CA

Base '.In’iew

Description PErsonsin CA

Base View Description

Save Template...
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Using View Filters

Aptify lets users locate specific information within a database by filtering data to present in
views. Filtered views will only show a view of data based on specific criteria. For example, a
user could create a filtered view that displays only the following records:

Customers who work in the state of California.

Create a Basic Filtered View for Persons
1. On the Persons in CA view properties in progress, select the Filters tab to create data
record filter criteria.

*  Persons appears in the Service column by default. The Service column
drop-down list shows a set of services that are linked to the selected service.

2. From the Field column drop-down list, select State:

e First, click in the Field column. A drop-down arrow appears.

e Start typing State. After entering a few letters, the field will fill in automatically.
3. From the Operator column drop-down list, select Exactly Matches.
4. In the Value column field, enter CA.

¢ The State field uses the two-letter abbreviation.

X View Properties - 'Persons in CA' = @

scheduling L Can iuratiu:unl gr::uupingl Advanced [5QL]||

{Filters «i|)

ields '“-“.l §-:|rting| Fl:anatl ﬂierarchyl Paging \,r'l Auto ﬂefreshl

Service Field Operator Value
Fersons State Ewactly Matches Ch
Persons

5. Click OK to show the view created.

NOTE: Even though the Field designation above reads “State”, it actually is pulling the
Work State of the Person. Work State, because it is the default value on the Persons form, is
only indicated by the text, “State”.

A Persons record’s Home State would be designated by the text, “Home State”.
Add to Shortcuts Bar:

To add this view to the user’s shortcut bar, click on the “My Shortcuts” bar to activate it, then
from the top Navigation bar, right click the Persons in CA and select Add to Shortcuts Bar
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Editing View Fields

This exercise illustrates how to select which fields display in a view, how to rename a view’s
field headings, and how to change the order in which fields appear. By default, views display
a list of selected fields. Users can customize which fields a view displays using the Fields tab
in the view’s properties screen.

1.

From a selected view, on the View button bar, click the Properties button, then select the
Fields tab.

In the Selected Fields column, select from Address Line 1 to Primary Function.
* Hold down the CTRL key to select multiple, separated fields in the list.
* Hold down the Shift key to select multiple, contiguous fields in the list.

Double-Click on the selected fields, or use the left facing arrow, to move them to the
Available Fields column.

Scroll through the Available Fields column values to the Department field.

e Tip: clicking the ‘Field’ column heading in the Available Fields area will sort the
displayed fields in alphabetical order.

;\" View Properties - 'CA Student Members' u@ﬁ

anfiguratinnl Groupipglfdyanced (SQL)l
generall Filters « c:rtingl Fu:u[matl Hierarch ing " | Auto ﬂefreshl 5chedu|ing_|

Available Fields: Selected Fields:
Field Data Type Disp » ] Data Type Display
;El'j”‘l " ::; ;,‘3"_ ID Number D
S'H_ shams T':t 5' ﬂf_ FirstName Text First Nz
!J |x . u ‘ LastMame Text LastNa
FirstlLast Text First
c D Numb c Companmy Text Compa
Cumpa”?N T”; & Cnm Title Text Title
ompanyName & om
Pany MemberType Text Memhe
PreferredAddress  Text Pref.
PreferredBillingade Text Eref CompanyMembe Text Membe
rererme |.|n i Al Te e Department Text Departi
Preferredshippingd Text Pref,
AddrezsD Mumber Busii ™
.m p 4 m 3

Save Template... Cancel

5. hDouble—click Department to move it to the Selected Fields column.

6. Use the Up arrow on the right side to move Department below the Company field.

*  When the View is displayed, the selected fields will display left to right as the
Column Values.
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arch}ll Paging .h.-"’l Auto ﬂefreshl Schedulin_ﬂ_l Q-:lnﬁgurati-:-nl grnupingl

Selected Fields:
- Field Data Type < Display Mams >
1 Do Mumber
FirstMame Text First Mame
LastMame Text Last Mame
Compamy Text Companmy .
Title Text Title
MemberType Text Membership|
CompanyMembe Text Member Type
Department Text Department
4 | (1} | 3
alle ] [ Cancel ]

7. In the Selected Fields column, use the scroll bar to view the Display Name column, then
click in the row for MemberType to edit its Display Name.

8. Enter Membership in the field provided.

*  Click OK. Once the View is displayed (OK clicked), Membership will display as
the column header, not MemberType.
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Sorting Data in Views

Within a view’s properties’ screen, users can specify multiple sorting criteria.

1. From the Persons in CA view, on the View button bar, click the Properties button. Select
the Sorting tab.

2. From the Sort By field’s drop-down list, select Member Type.
* Leave the Direction set to Ascending.

3. In the first Then By field, select Company. (Select the CompanyName or Company field
from the drop-down list rather than the CompanyID field. Set Direction to Descending
for this field.

4. In the second Then By field, select LastName. Set Direction to Descending for this
field.

/X View Properties - 'Persons in CA' = @

Auto Refresh \,r-l SEhEduIin_u_l Config tiu:unl ﬁruupingl Advanced [5QL}|

generall Eilters ““.l Fields « ;matl Hierarchy ““.l Paging -\r.l

Sort by Direction
Member Type |Z| Ascending |Z|
Then by Direction
Company |Z| Descending |Z|
Then by Direction
LastName |Z| Descending |Z|
Then by Direction

Save Template...

|

0K

] | Cancel

5. Click OK to save the changes to see the modified view on the screen.
6. Scroll through records displayed in view and confirm that records are sorted as specified.

*  Corporate Members are listed before Individual Members, who are listed before
Non-Members. Within each Member Type, companies are listed in reverse alpha-
betical order. For each company, persons are listed in reverse alphabetical order.
Note that setting the sort order within a view by selecting a column and clicking
the Sort Ascending or Sort Descending button will override the sorting order
specified in the View Properties screen.

*  WARNING - If a user chooses to change a Views sort by clicking on a column in
the display of the View (after clicking OK), that sort will OVERRIDE the previ-
ous sort designated under the Sort tab.
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View Formatting

Aptify enables users to change many aspects of how Views results look. Users can change the
text’s size, font type, color, bolding, underlining, and italicizing.

1. From the view, on the View button bar, click the Properties button.
2. Select the Format tab.

3. Place a check mark in the Use Custom Formatting for this View box to display the
formatting options.

/X View Properties - 'Persons in CA' = @

5l:|'IF.‘I:|IJ|iI'Ig_| Q:unfigurath:nnl gn:uupingl Advanced ESQL}l
ganerall Eiltersl Fields -\r.I Sorting .ﬁz' ﬂierarchyl Paging ““.l Auto Eefreshl
se Custom Formatting for this View Wrap Caption

Font | Row Cn:nln:nrl Field Level Fn:nrmattingl

Font Tahoma Settings...
Size 8.0000 Underline

Text Colar - |:|

Save Template... oK ] | Cancel

Select the Row Color sub-tab.
Click the ellipsis (...) button next to Alternate Color.

Select a desired color as the alternate color.

A

When displayed, the View will have alternating colors which will enable the rows to be
distinguished more easily.
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Hierarchical Viewing

Aptify has a powerful feature called hierarchical viewing. This feature enables users to drill
into subsets of data directly through the view results set. Users can select what subsets of data
they want to drill into through the Hierarchy tab. To set up this feature:

1. On the View button bar, click the Properties button, then select the Hierarchy tab.

*  Aptify provides numerous hierarchial choices and multiple subsets of data which
can be selected.

2. Select the first of the four Orders listed by scrolling down the list and selecting the
checkbox next to it.

3. Click OK.

¢ The view results return; in the far left-hand column, when the cursor is over a
record a + sign displays; this indicates the record can be selected and its associ-

ated orders displayed
Yersons In CA (Page 1 o
Member Type - MNamef/Company
dividual Member Garner, Daltan/Akebono Cryogenics Incomporated
ndividual Member King, Timothy/&pple Computer, Inc.
Individual Member Mann, Madison/Apple Computer, Inc

4. Move the cursor along the far left-hand column to see + signs appear for each record.
Move to a record and click the + sign in the left-hand column.

5. The Orders results frame will display.

Persons in i H age L8]
Member Type MamefCompany -
pdividual Member Garner, Dalton/Akebono Cryogenics Incorporated [
Qvidual Member King, Timothy/Apple Computer, Inc.
[-] ontactLog (ContactLog)
i} Date D esaiption Creator
3215 1/2/2010 Spokewith contact regarding future needs, call Phone
3216 12/2f2009 Left Vaice Mail Woice ma
3217 11/22009 Left Woice Mail Voice ma

6. Minimize the Orders data by clicking the minus (-) signs.

7. Observe the other changes made to the View thus far: Filters, Fields, Sorting, and For-
matting.
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View Paging

The View Paging settings determine how many records appear on one screen at a time.
Follow the steps below to configure View Paging.

1. Reopen the Persons in CA View.
*  On the View button bar, click the Properties button.

*  OR From the display list, right click on the View and select Views Properties
(near bottom of list).

2. Click OK and look in the bottom right-hand corner of the screen. A number should dis-
play for the amount of records in the view page.

23 Xia Robinson Joist Packaqing Technologies Comp. S

25 Abraham Rodriguez MG Technology Incorporated S

32 Francois Hale N Porterhouse FiltrationManagement AF 5
33 Gagan Scott Pacific Rim Computers S

4 [ I
PEE. 1 e |of2pages@ Reco_ra

3. Multiple pages of results should display. Users can control how many pages the view will
return by setting up paging preferences.

4. Open the View Properties.
5. Select the Paging tab.

6. Notice the default is to allow for paging with 250 results per page. Change the number of
results per page to 50.

7. Click OK. The user should now have more pages of results.

As a rule, most users should NOT change the number of results displayed per page. This
function can be tied by administrators to a Record Set Query as well whereby users will be
limited in the actual number of records they can return overall. For instance, if a user with a
pre-set, Record Set Query amount of 500 tries to return a View of 1000+ records, they will
only receive the first 500 of the records in two, 250 results filled pages.
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Auto Refresh

Users can set how frequently they want the system to refresh the view’s results. This is
helpful when they need to keep a view open for long time periods and there is a lot of activity

that will change the results over time. This function should be combined with opening the

view in a separate window (right click in the Navigation Bar on the View).

1.

the Auto Refresh tab.
2. Change the Auto Refresh Mode drop-down from None to Interval Based.

Re-open Persons in CA. In the View button bar, click the Properties button, then select

*  When the mode is changed to Interval Based, an Interval (Minutes) field appears

that can be changed to specify how often the view is refreshed.

i

/X View Properties - 'Persons in CA' = @

Geparall Filters \./l Fields \./l Sorting \./l Fl:anatI Hierarchy \./l Paging \./l
Auto Refresh SEhEduIin_u_l Q:unfiguratiu:unl gr::uupingl Advanced [5QL}|

Auto Refresh Mode [Inter'ual Based - ]

Interval (Minutes) 15,0000
[] Show Refresh Interval Timer On View

Save Template... 0K ] [ Cancel

3. Change the interval to 1 minute and check the Show Refresh Interval Timer on View
box. This will enable a viewable countdown until the next auto refresh in the lower left-

hand section of the view page.

Click the OK button to return to the view results and note the timer at bottom left.

Individual Member Holland, BakafDole Food Company, Inc
Individual Member Burgess, Maina/EK Techno Business Inc.
Individual Member Cross, Tadako/EK TechnoBusiness Inc
Individual Member Lowe, James/EK Techno Business Inc.

e« 1 » #fef2

2)

—
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Scheduling Views

4.12

Users can schedule a view to automatically output its information once or on a recurring
basis. When the view runs, Aptify can save the view as an Excel file or a Crystal Report and
then print it on a network printer, or send it to multiple recipients as an email attachment.

For example, a sales manager can create a view that displays all orders taken that day.
Then, they can schedule the view to run nightly and send the results to the sales
department in an email message.

1. On the View button bar, click the Properties button.

2. Select the Scheduling tab.

3. Inthe Schedule This View To Run Automatically box, place a check mark.
4. For the Frequency Type, enter Weekly.

/X Create View [o [ [=s]
Hierarch I Paging ;,/l Auto Eefreshl
g:nnﬁgurationl grnupingl Advanced [SQle Qenerall Eiltersl Fields .,.-"l §orting| anmatl

chedule This View To Run Automatically

Schedule | Output Clpi;innsl Advanced §cheduling|

[7] Delete the taskif it is not scheduled to run again.

Frequency Type Rl ~|

art Date  Tuesday , Movember 08, 2011 Start Time  9:00:00 AM 2
End DateD Tuesday , November 08, 2011
Schedule Task Weekly [7] Repeat Task
Every 1 2 Week(s) Every |1 % |Hours
[¥] Mon [] Tues [F] Wed [] Thur Until| %:00:00 AN

[F1Fri [ Sat [0 Sun

Load Template... 0K ] [ Cancel

5. Select the Output Options tab.
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/X Create View | = [= ][]
Hierarchy | Paging ~/| Auto ﬂefreshl
Scheduling |Q0nfigurati0n| Qruupingl Advanced (SQL}I Q&nerall Eiltersl Fields .,/I §Drting| FDLmatl
schedule This View To Run Automatically

Schedule QQut ns:Padvanced scheduling

Message Systems |H
Qutput Types [‘u‘iew "]
Directory
File Name

te and Time to File Name
Redipient®| Email Properties

5| @I InPlacekdit | ¥ | M Find # # & & @

Email | Type

| e
= ) o

In the Output Modes drop-down, leave Email selected.

6

7. From the Message Systems field, enter Outlook Email

8. Observe the Output Types (click the arrow to see options), but keep View as option.
9

Resize the View Properties window to full screen, and from that screen’s toolbar, under-
neath the Recipients button, click the New Record button.

10. Observe the Available fields, then click Cancel.
11. Select the Email Properties sub-tab; observe the available fields.
12. Select the Advanced Scheduling tab.

13. Users can set the View to run on a separate Application Server to reduce the processing
load on the main server.

14. Click Cancel.
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Advanced View Filters

Create a View with Two Filters

1.

6
7.
8
9

From the top Navigation Bar, right click Persons in CA, select Properties (or Properties
button, if open).

Edit the Name and Description fields to read: San Francisco Student Members

* If Persons in CA was previously made a Shortcut, the user must delete that
shortcut since the parameters have changed, and add the new San Francisco Stu-
dent Members as a shortcut.

Click the Filters button.
Keep Persons as the Service and the rest of the first row of the Filters dialog.

For the second row, keep Persons as the Service, from the Field drop-down list, select
Member Type.

e Quickly type “Mem” to jump to the Member Type field
*  Or click the Field column header to sort alphabetically, scroll to Member Type

NOTE: The first Member Type that displays is the numeric value, referring to the mem-
ber type record’s ID. For this exercise, scroll down to the text value. This enables the
filter to use the actual name of the member type,“Student”. Aptify recommends using
the ID whenever possible to reduce search time.

From the Operator drop-down list, select Exactly Matches.
From the Value drop-down, select Student Member.
Third row: Persons is the Service, for Field, select City

From the Operator drop-down, select Exactly Matches

10. From the Value drop-down, select San Francisco.

CIR X ]

Configurgiias upingl Advanced (SQL]I'
Genera @ Fields ““.I §|:|rting| Fu:u[matl ﬂierarch}ll Paging «| Auto ﬂefreshl Scheduling_l

/& View Properties - "Persons in CA'

FilterID Service Field Operator Value

1 Persons State Exactly Matches cA

2 Persons Member Type Exactly Matches Student Member
3 Persons City BEwactly Matches San Francisco

) Persons

11. Click OK to return to display the View. Note the fields listing student members.

4.14
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Editing Filter Logic
Users can also create Views that use an OR operator so the view can display records where,
for example, State is CA or Last Name begins with D.

1. Either from the view, select the Properties tab, OR from the top Navigation Bar, right
click the San Francisco Student Members view and select View Properties.

2. Select the Filters tab.
3. Click the Show Advanced button.
*  The Filter Logic box reads: 1 AND 2 AND 3.
4. Change the second AND to OR so the Filter Logic reads: 1 AND 2 OR 3.

/X View Properties - 'Persons in CA' [_‘Eﬁ

Q:unfiguratinnl grcuupingl Advanced (SQlel
General Filters ~f| Fields “/l gnrtingl Fc:[matl ﬂierarch}ll Paging .,.f"l Auto ﬂefreshl 5C|'|EE|IJ|iI'Ig_|

FilterID Service Field Operator Value

1 Persons State Exactly Matches CA

2 Persons Member Type Bwactly Matches Student Member
3 Persons City Bwactly Matches San Francisco

4 Persons

Filter Logic

1AMD 20R 3

Hide Advanced €| Reset FilterLogic|J) Prompt Wizard I Optimize Sub-Queries

= ) o

Click OK to display the view.

Enter the number of records that appear in the view:  (see bottom right).
From the San Francisco Student Members view, select Properties.

Select the Filters tab to return to the View’s Filters screen.

Click the Show Advanced button.

10. Click the Reset Filter Logic button.

o =N oW

» The Reset Filter Logic button returns the logic to its default settings.
*  The Filter Logic changes to 1 AND 2 AND 3 (since AND is the default operator).
11. Click Cancel to return to the Aptify desktop.

12. Close the view.

Aptify End User Training Manual 4.15



Using the In-List Operator Working with Views

Using the In-List Operator

1. From the Navigation bar, right click the Persons service and select Create View.
In the Name field, enter In List.

Click Filters.

From the Field Column drop-down list, select State.

From the Operator drop-down list, select In List.

A

To the Value field, enter Illinois, Massachusetts, Oregon, and Pennsylvania using one of
the following methods:

*  Manually enter the list of states; separate each state with a comma:
IL, MA, OR, PA

» For fields that have pre-defined values, a user can click the ellipsis (...) button
and select the items to include from the list of possible values.

A Multiple Selections @
Available Values: Selected Values:
Code Mame T‘ Code Name

ND MNorth Dako | United States p | IL Hlinois United States

NE Mebraska | United States Ma Massachus | United States

NH New Hamp | United States OR Oregon United States

N New Jersey | United States P& Pennsylvan | United States

NM MNew Mexic | United States

NV MNevada United States

NY Mew York | United States

OH Ohia United States =

oK Oklahoma | United States E

PR Puerto Rico | United States

PW Palau United States

RI Rhode Isla | United States
J «m Tk Cornt tinitadt Sraves 3 J 4 n b

oK ] [ Cancel

7. Click OK to return the view display.

8. From the “In List” view, click Properties. Click Filters.

9. From the Service drop-down list, select Persons in the second row of the Filters dialog.
10. From the Field drop-down list, select ID.

11. From the Operator drop-down list, select > (greater than).

12. In the Value field, enter 100.

13. Click OK to generate the View on the Aptify desktop.

14. The view now displays the Persons records whose State is IL, MA, OR, or PA and whose
record ID is greater than 100.
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Using the Proximity Operator

Using the Proximity Operator

10.
I1.
12.
13.
14.
15.
16.

NOTE: There is an example of a Proximity Prompt view built into the Baseline Users

From the top Navigation Bar, right click the Persons service and select Create View.

In the Name field, enter Proximity of within 50 mi of 20006.
Click Filters.

Keep Persons as the Service.

From the Field drop-down list, select Zip Code (text).

From the Operator drop-down list, select Proximity.

Move the cursor over the Value field, and click the down arrow that appears. It becomes

an ellipsis. (...) Click the ellipsis.

A Create View = [ E- |z

SEhEduIin_u_I Q:unfiguratiu:unl gr::uupingl Advanced ESQL]II
General Filters |Fielgs ““.l §|:|rting| Fn:n;matl ﬂierarch\yl Paging .ﬁz'l Auto ﬂefreshl

Service Field Operator Value
Persons Zip Code Proximity Proximity Sear\:f(m
v S
Persons

The Proximity Search Wizard displays.

Click Next at the introduction screen.

In the Postal Code field, enter 20006.

Click Next.

Keep the Closer or Exact Distance radio button selected.
In the Distance From Postal Code field, Enter 50.

Click Next.

Click Finish.

Click OK and view the results.

shortcuts. If a user clicks on this view (located under Customer/Member Searches shortcut

Group), they will be able to enter the desired zip code into the prompt. However, this prompt
is based on SQL written directly in the SQL tab of that prompted View and can only be edited
by an advanced user. Therefore the settings are static for that prompted view at 50 miles
from the center of the zip.

New Postal Codes CAN be added for international use.

Aptify End User Training Manual
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Creating Prompted Views

4.18

The most valuable type of everyday use View a user can create is a Multi-prompt view. Multi
prompted views enable users to look up a record by multiple level’s of criteria from one
interface. In the exercises that follow, users will first create a single prompt finding Persons
from a particular Company to understand basic prompt construction. Then users will create a
complicated multi-prompt view for finding Persons record(s) based on multiple possibilities.

Users logged in with a profile of Aptify Baseline User have available to them multiple
prompted views already created under the pre-existing shortcuts on the left-hand side of the
screen. Many have multiple prompts attached to them. Most are created using “OR” state-
ments in the filter logic so that the user may choose from only one selection. Users can easily
integrate “OR” statements and even more complicated combinations of “ANDs”, “ORs”, or
other SQL/boolean search characteristics.

Creating A Prompted View—Text Box

1. From the top Navigation Bar, right click the Persons service and select Create View.
In the Name field, enter Prompt for Company Name.

Click Filters.

From the Field drop-down list, select Company.

From the Operator drop-down list, select Begins With.

Click the Show Advanced button.

Click the Prompt Wizard button.

e A G

Leave Text Box selected and click Next.

Prompt Wizard @

This wizard will help you ta setup user prompting farthe State Field in
the Persons Service.

-

Step 1: Select Prompt Control Type

@ Text Box - User manually enters a value

List Box — User selects a value from astandard list box
Drop Down - User selects a value from a drop down list

Between — User manually enters from and to values

| Cancel < Back MWext = Finish

9. Enter Company: as the Prompt Value

10. Enter <Company> as the Default Value
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Creating A Prompted View—Text Box

11. Click Finish.

-

,.’f Create View

SChEduling_I Q:unﬂguratiu:unl grcuupingl Advanced ESQL}l
General Filters |Fi&|§s N/l inrtingl Fu:ugmatl ﬂierarchyl Paging «| Auto ﬂefreshl

o [ )

FilterID Service Field Operator Value
1 Persons Company Mame | Contains w | <PROMPT DEFAL
2 Persons

Filter Logic

1

[ Hide Advanced ][ResetFiIterLDgic][ Prompt Wizard ] [¥] Optimize Sub-Queries

[ Load Template... ]

[ oK ] [ Cancel

12. Click OK to return to the Aptify desktop. See prompt box.

13. In the Prompt box, enter Danube over the Default Value of <Company>.

14. Click OK.

Company: |t

Prompting -

x|

o< |

Cancel |

15. Observe the displayed records in the view created as a result.

16. Refresh the view to bring up the Prompt box again.

* A view can be refreshed in four ways:
*  Click F5.
e Click the Refresh button on the View Toolbar.

* Right click within the view and select Refresh from the pop-up list.

* Select a different view and then reselect the Prompt for Company view.

17. Enter Otto in the Prompt box and click OK.

18. Observe the displayed records.
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4.20

Creating A Multi-Prompted View

[a——

A e I

|\ T NG T NG R NG T NS T NG R e e e T e T e T e T e T =
L A W D =) O O 0 39 & L K W NN = O

Reopen the Prompt for Company Name view just created.

Click the Name field and delete the current Name.

Enter Persons Search in the Name field as the new Name.

Click Filters.

Select the second, blank filter line Field (first, existent line will be for CompanyName).
From the Field drop-down list, select Name/Company.

From the Operator drop-down list, select Begins With.

Leave the Value field Blank.

Click the Show Advanced button.

. Click the Prompt Wizard button.

. Leave Text Box selected and click Next.

. Enter First Name, Last Name as the Prompt Value

. Enter <First, Last> as the Default Value, then click Finish.
. Click in the third, blank filter line Field.

. From the Field drop-down list, select ID.

9

. From the Operator drop-down list, select “=".

. Leave the Value field Blank.

. Click the Show Advanced button.

. Click the Prompt Wizard button.

. Leave Text Box selected and click Next.

. Enter ID: as the Prompt Value

. Enter 0 as the Default Value, then click Finish.

. In the Filter Logic area, change each AND to an OR.
. Click OK.

. Attempt different values in each prompt to bring results.

NOTES:

*  For text based prompts, always use Begins With as the Operator - This will
ensure a more expedited search. Using Contains will search through an entire
table and is NOT recommended.

*  Always use default value for a prompt of the field name contained in Less Than
and Greater Than symbols for Text based fields. 0 in Numeric based fields. This
will ensure those values are skipped and the filled out value is searched for.
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Creating A Prompted View: Drop-down List

1.

e B B

10.
I1.
12.
13.
14.
15.
16.

Click on Companies Service, then from the top Navigation Bar, right click the Compa-
nies service and select Create View.

In the Name field, enter List of States.
Click Filters.
From the Field drop-down list, select State.
From the Operator drop-down list, select Exactly Matches.
Click the Show Advanced button. Click the Prompt Wizard button.
Select drop-down and click Next.
Enter the values for the drop-down list in the fields provided.
*  Click in the white field, Enter TX, NY, and DC, each, one per line.

Prompt Wizard @

Step 2: Enter Listed Values
The following values will be options for the user:

-

Values
T™
MY
oo

| Cancel | | < Back | | MWext = Finish

Click Next to continue.

Enter TX as the default value.

Click Finish.

Click OK. Click OK when the Prompt box appears.

Observe the displayed records

Click the Refresh View icon.

When prompted, select NY from the drop-down list, click OK, view the records list.

Click on Persons Service, note the view names to the right, click on “List of states” and
see the prompt.

The procedure for creating a List Box prompted view is identical to the
procedure for creating the drop-down prompted view.
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Using the Between Operator

4.22

In Aptify, users can utilize the Between Operator to display results that exist between two
dates or numbers. Between Operators can also be used in a Prompted deployment. This can
be extremely helpful in creating views where date or numeric ranges for the results are
variable.

Using the Between Operator on a set basis

Follow these steps to use the Between operator

1. From the top Navigation Bar, right click the Persons service and select Create View.
In the Name field, enter Member Join Date.
Select the Filters Tab.
In the Field column, enter Join Date.
In the Operator field, select Between.
In the Value field, click on the ellipsis (...).
In the Join Date From field, enter 1/1/2008.
In the To date field, enter 12/31/2008.
Click OK to close the Date Range box.

. Click OK to run the view.

A A A o

—_ =
- O

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

F

/X View Properties - "Member Join Date’ =l 2

SChEduling_I Q:unﬂguratiu:unl gr-:uupingl Advanced (SQL}l
General Filters | Fields N,f"I Sorting N,f"I Fu:u[matl ﬂierarchyl Paging N.f"I Auto ﬂefreshl

Service Field Operator Value
Persons Join Date Between 112008 AND 12f
Persons

& Select a range for Join Date l&

Join Date Fr... | 1/1/2008

To  12/31/2008|

0K ] [ Cancel ]

Show Advanced .

[ save Template... ] [ 0K ] [ Cancel
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Using the Between Operator with a Prompted View

Follow these steps to use the Between operator with a Prompted View:

1. From the top Navigation Bar, right click the Persons service and select Create View.
In the Name field, enter Member Join Date Prompt.
Select the Filters Tab.

2

3

4. In the Field column, select Member Type (make sure it is member type text).
5. In the Operator column, select Contains.

6

For the Value, create a Prompt text box as learned in previous exercises (Show
Advanced Button),

~

On the second Filter line, in the Field column, enter Join Date.
8. As the Operator, select Between.

9. Leave the Value field blank.

10. Click the Prompt Wizard.

11. The Between Operator should default as checked.

12. Click Next.

. /X Create View B =

Scheduling_l Qonﬁgurationl groupingl Advanced [SQL)l
General Filters |Fie|§s .,/I §nrting| Fogmatl ﬂierarchyl Paging .,/l Auto Refresh

FilterID Service Field Operator Value

1 Persons Member Type Contains <PROMPT DEFAU
2 Persans Join Date Between -

3 Persans

Prompt Wizard @

This wizard will help you to set up user prompting faor the Join Date Field
in the Persons Service.

Filter Logic

1AND 2
Step 1: Select Prompt Control Type

Text Box - User manually enters a value
[ Hide Advanced ”ResetFiIterLogi Prompt Wizard

List Box — User selects a value from a standard list box

Load Template... Drop Down — User selects a value from adrop down list

(@ Between —\ser manually enters from and to values

13. In the Join Date From field, enter 1/1/2008.
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14. In the To date field, enter 12/31/2008.

Prompt Wizard I

Step 2: Default Value and Caption
Enter a default value (optional):

From 1/1/2003

From Jgin Date Between

[ Cancel ] [ < Back ]

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

To 12/21/2008

To and

Mext = ] Finish

o

15. Click the Finish button to close the Prompt Wizard box.

16. Click the OK button to run the view.

17. Enter Student in the Member Type Contains field.
18. Leave the Date fields as the default 2008 dates. These can be edited in the future.

p -

Member Type Contains | Student

Join Date Between | 1/1/2008

[l and | 12/21/2008

19. Click the OK button.
20. Observe the results of the View.

4.24
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Utilizing Base Views

Base Views are pre-created views that combine fields from multiple services into one,

selectable view setting. By selecting an existing Base View in a New View, users have access

to the data and fields from the services designated in that Base View.

In the example below, users will select from a View of Persons the PersonsWithCommittees
Base View. Users will consequently see four Services represented in the Fields tab and in the

subsequent results when the View is run:
* Persons
*  Committees
¢ Committee Terms

¢ Member Records

Base Views give users unlimited cross reference possibilities across the entire system. Once
users develop a competency in Views, they can request that certain Base Views be built by
System Administrators and be populated under various services as a Base View value when

creating a new View.

1. From the top Navigation Bar, right click on the Persons service and select Create View.

2. Inthe Name field, enter Base View for Committees & Persons.

3. From the Base View field drop-down, select PersonsWithCommittees.

}r\" Create Wiew

=] [ |

Qonfigurationl groupingl Advanced [SQL)I
General |Ei|ters| Fields .,/I gortingl Format .,/I ﬂierarchyl Paging .,/I Auto ﬂefreshl 5chedu|ing_|

Base View Description

Returnsinformation basedona
View Type| List View El person's Committees involvement.

F‘ersons With Committees EI

Description Base View for Committees and Persons

Mame Base View for Committees and Persons|

Cancel

=

]

4. Click on the Fields tab.
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5. Expand the View and observe the Selected Fields arca.

Selected Fields:

Field Data Type Display Name
Bin) ‘Number D
NameWCompamy Text Name/Company
AddressLinel Text AddressLine 1
City Text City
State Text State
ZipCode Text ZipCode
Country Text Country
PhoneAreaCode Text Phone Area Code
Phone Text Phone
PhoneBxtension Text Phone Bxtension
Email Text Email
MemberType Text Member Type
Hymber Term Bank

TermTitle Text

TermRale Text

Term Title
Term Role

Region ?Ext
TermMemberStartDate DatefTime
TermMemberEndDate  Date/Time

Region

Term Member Start Date
Term Member End Date

Term

Committee Name

Term Text
CommitteeMName Text
CommitteeType Text
ParentCommittes Text
CommitteeCoordingtor  Text
CommitteeReadh Text

CommitteeType
Parent Committee
Coordingtor
Committee Reach

6. There are four Services represented in the Fields:

*  NameWCompany - Persons Service

¢ TermTitle - Committee Terms Service

¢ TermRole - Term Member Service

¢ CommitteeName - Committee Service

7. Select the Filters tab - the same Fields are represented under the Filter Fields column.

8. Click the OK button

»  This will run the View without Filters - users are normally encouraged to apply at

least 1-2 Filters.

» This View can be modified/edited like any other List View.
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Copying & Editing Existing Views

Once familiar with the Viewing systems, users can start to edit/create more complex
Prompted Views. For this exercise, users will open an existing prompted view, copy that
view, and then edit it.

1.

Aptify End User Training Manual

Under the Customer/Member Searches group shortcuts, click to run the Persons by
Location shortcut.

For the Prompt, select the Cancel button (note: the view is active).

On the Navigation Bar, right click the Persons by Location view.

Select Copy.
e This View is Read Only because it was made a shortcut from a Shared Folder.
»  Users are copying the View in order to Edit.
* Discussion of the use of Shared Folders is in Ch. 5.

On the Navigation Bar, click on Persons, then right click on Persons.

From the list, select Paste View.

The displayed Views’ Name should now read: Copy of Persons by Location, Click
Cancel on the displayed prompt.

Open the View Properties by:
*  Clicking the Properties button in the View button bar
* or right clicking in the View and selecting View Properties

Select the Filters tab - observe the previously created filters.

rf(' View Properties - "Persons by Locaticm l":" o=k ﬁ
Scheduling - 'urationl Qroupingl Advanced I:SQL]II
General Fields .,/I Sorting .,/I FD[ITIEltI ﬂierarchyl Paging .,/l Auto ﬂefreshl
Service Field Operatar Value
Persons City Contains <PROMPT DEFAULT=
Persons County Eegins With <PROMPT DEFAULT=
Persans State Exactly Matches <PROMPT DEFAULT=
Persons Address Linel Contains <PROMPT DEFAULT=
Persons Zip Code Exactly Matches <PROMPT DEFAULT=
Persans Phone Area Code Exactly Matches <PROMPT DEFAULT=
Persons Primary Email Contains <PROMPT DEFAULT=
Persons
) [ o
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10.
I1.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
22.
23.

Click in the Field section of the last open row. (to add an additional filter)
From the drop-down, select Country.

From the Operator drop-down, select Exactly Matches.

Leave the Value field Blank.

To create a new prompt, click on the Show Advanced button.

Select the Prompt Wizard button.

Ensure that Text Box is checked.

Click the Next button.

From the Enter a Prompt Caption field, delete the words Exactly Matches.
In the Prompt Caption field, enter a Colon after the word, Country.

In the Default Value ficld, enter <Country>.

* By entering a default value between < > the user ensures that if that field is NOT
used in the prompt, no value will be recognized.

* Because this uses OR in the Advanced Filter string, there must be a default value
placeholder of <Country>.

Prompt Wizard I&

Step 2: Default Value and Caption
Enter a default value (optional):

<Country =

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

[ Cancel ] I < Back Mext =

Click the Finish button.
Change the last Filter logic parameter from AND to OR.
Click the OK button.

24. In the Country: prompt, enter Ireland.

25.

Observe the results.
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Grouping Data in Views

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.

1. Open the Copy of Persons By Location view, click on the Properties button.
2. Select the Grouping tab.

3. Click the Enable Grouping checkbox.

4. From the Field drop-down, select Company.

5

From the Summary Position drop-down, select BelowData.

A View Properties - "Persons by Location' |. (=] | —S
FDLmatI Hierarch =Sl .,,/I Auto ﬂefreshl Scheduling_l
onfiguratio Adwanced [SQL}I generall Filters \,/I Fields \/I Sorting “/I
nable Grouping
Field | Company El
Caption
summary Position | BelowData El
I Sawve Template... I 0K | I Cancel
Select the Fields tab.

Expand the View Properties window.

Select the ID row by clicking once.

v ® =

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

10. Click the Aggregate Function cell in the ID row, then click the down arrow.
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11. Select the Count value.

5elected Fields:

Field Data " Display Name  Hyperlink Target Field Show Decrypted | Aggregate Functi
Company Text Company Name |:|

City Test City [ [
Doo......; Numb D [l O count
FirstName Text FirstMame |:| |:|

LastName Text LastName [l [l

Title Text Title [ [
Addresslinel  Text AddressLinel [ [

State Text Gtate [ [

12. Click OK.

13. In the Country prompt field of the Prompt Select Box, enter Ireland. Click OK.
14. In the displayed View, observe:
e ID column displays the Count of Persons for each company in the light blue line.

»  Users can expand/collapse company groups using the + and - buttons.

Company D City First Name | L

512 Dublin Gaines !

854 Dublin Victar E

1196 Dublin [zaac t

Ler Arann 170 Dublin Sarah L
2222 Dublin Yakov F

1880 Dublin Kaitlyn L

1538 Dublin Wan I

[ Company: Aer Arann

1538 Dublin Xia E

1881 Dublin Mary F

2223 Dublin Zahur L

AerLingus Group Plc 171 Dublin Tracey F
1197 Dublin Kevin ]

B55 Cublin ¥ander ]

513 Dublin Hanmah [

[ Company: AerLingus GroupFlc @
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Grouping is extremely valuable for aggregating financial data such as Orders or Payments.
Users can choose multiple fields to aggregate using different functions. The following will
demonstrate some of those capabilities:

L.

2
3.
4

Under Orders Shortcut Group, click on Orders Balance Grouped by Company View.

In the Bill To Company prompt field, type Hitachi.

Click OK.

Observe the view is grouped by Company and aggregated for Count in the ID field and

SUM in the Balance field.

Drders Balance Grouped per Co.

BillfoCompany| ID | Order Date | BillToName Linel_Produdiame Balance
127 982009 Xanthe Ericcon Sampco Standards VolumeIII £117.00

434 10f2/2008 Edward Carter 4oz Sampco Glass (510.00)

785 10/2/2008 Edward Carter Sampco Golf Shirt £78.75

1136 1022008 Edward Carter Sampco Owford Shirt (510.00)

2051 1/30/2010 Dahlia Hill End Table £712.50

2156  9/8/2009 PaigeRobinson &rm Chair (510.00)

2324 982009 DaceyRobinson The Sampco Way (510.00)

2492 9f@/2009 OliverBeck Sampco SkiCap £34.42

o 2660 9f8/2009 Edward Carter Corporate Membership (510.00)
e 28268  9/8/2009 QueridaMiller  Sampco Hooded Sweatshirt (s10.00)
3092 9/8/2009 Dahlia Hill 120z Sampco Mug £32.40

7608  7/R/2009 Edward Carter Sampco StandardsVolumel £0.00

8103  7/6/2009 Edward Carter Student Membership 242,50

8598  7/R/2009 Edward Carter 2008 Sampco Exhibition £960.00

9093  7fR/2009 Edward Carter  Ewecutive Leather Chair 2425.00

9947 7222013 QueridaMiller  Student Membership £100.00

9975 7/22/2013 PaigeRobinson Student Membership £100.00

10 7{22/2013 PaigeRobinson Sampco 2013 Mew Student Conference £0.00

= BillToCompa < 18 > 2542.57
4.31
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Preview Pane

The Preview Pane is an optional display area at the bottom of a view, which allows users to

access a record’s data without having to open the actual record. Preview Panes are configured
by Administrators, but are turned on and off by end users from a View. They can be enabled

for any View in Aptify, and can display any data that is contained in the view’s records.

Note that Preview Panes do NOT have to display the data currently shown in the View. This
allows users to see information contained on any tab inside a record. Users may also edit the

4.32

data in the preview pane.

In the Persons View below, the Preview Pane button is activated, and a record is selected in
the View. The Preview Pane shows Membership information from the record’s Membership
tab. The View itself displays basic Name, Company, Address, and Title information.

5 | ¥ @ InPlacekdit | [T) [ Reports 4 AddTolist B @ & [I[i7] Preview | A\ &4, |
_IDA First Name L_ast MName Company Title

1 Aiesha Baldwin Danube Partners Marketing Senior Director

2 Alexandra Wade W;ick%wsicsAB Marketing Senior' VP

3 Athena Scott Akebono Cryogenics Incomorated Marketing VP

4 Baka Lambert  Ottoman President

5 Dacey Yukon Polyhedron Power Devices Research Associate

6 Emily Robinson  WCOsakaTechnologies Group, Inc. Research Associate VP

7 Gabrida Estevez 0O Fiber Electric Inc Research Director

8 Habika Harris M.E. Awaken Components Limited Research Executive VP

9 Hannah Taylar Gemstone Solutions Group Research Manager

10 Jezsica Pintaro Folkoch faHB Research Senior Director

11 Madison Harris Frankenversand Research Senior VP

12 Mary Warner France restauration Research VP

13 Nadia Miller Franchi 5.p.A. Sales Associate

Co. Member Type

Member Type | Non-Member

Carrier Route

USCongress

Organization | Sampeo Holdings, Inc. |_H|'X
[Individual hd
Status | Active
Last Dues Amount
Functional Title Last Pay Date
Contact Rank
pntact Han Dues Paid Thru
Directory Rank | 0 Join Date
Exdude From o
[T mail [C] Fax [C] Email [] Directory Termination Date
Mail Code State Senate

State House

County Distric_t

Dues Information
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Selecting the Preview Pane

Users also have the option on a View to select any form template as a Preview Pane under the
Configuration tab. This enables users to create multiple Views with differing Preview Panes.

If a Preview Pane is NOT selected, the default Preview Pane will be displayed.To select a
Preview Pane:

1.

2
3.
4

/& View Properties - "San Francisco Student Members_"_ (o o S |

Open the San Francisco Student Members View created earlier.

Click the Properties button, then click the Configuration button.

In the Preview Template lookup field, enter Persons. Select the Tab button.

From the Lookup List that displays, scroll to click Persons.Orders, then click Select.
e (The one with Persons Orders Tab Sub-Template in the Description field)

S
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ilters .,/l Fields .,/l So rtingl Fo[matl ﬂierarchyl Paging \/I Auto ﬂefreshl Scheduling_l

Form Template |H -
Record Template |H s
anplate Persons.Orders |H * I
] :mW!ne
Read Uncommitted |

From the View Properties pane, click OK.
From the View’s button bar, click the Preview Pane button.
Select one of the records in the View by clicking a name field of a person record.

Observe the Orders information that displays in the bottom half of the View.

== | = | < | B In Place Edit | [5] 4] Reports Add To List EH) | @y [Zz] Preview

jin] First MName | Last Name Company Title Address Line 1
i - k Let's Stop M Shop Adwvertising Assodate 87 Polk St Suite 5
< 90 Quillan Byrd onwood Taping Systems Customer Support SeniorvP 8991 Monet Street
390 o Fatr=on Let's Stop M Shop Director, Finance 87 Polk St. Suite 5
1339 Andrew walker Eechtel Group, Inc. Sales Executive WP 50 Beale St.
1458 Reginald Robinson Cottonwood Taping Systems Manager, Consulting Services 8991 Monet Street
1758 Mason Lowe Let's Stop M Shop Manager, Research 87 Polk St Suite 5
2100 Brian Jones Let's Stop M Shop VP, Engineering 87 Polk St. Suite 5

[y ] Add To List EH] | @, | % | [TZ] Prew

Grand Total | Balance

Linel_Produdiame

42 10222007 Sampco Baseball Hat £17.95 £0.00 Shipped
165  2/23/2010 2007 Sampeca Exhibition $1,125.00 $10.00 Shipped
3019 1/9/2010 Sampco Furniture Standards Volume III £99.00 £0.00 Shipped
4433  10/12/2007 160z Sampco Glass £40.80 $40.80 Shipped

Click Refresh button to return to previous view.
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Composing a Bulk Message

In this exercise, a user will draft a sample bulk message that could be sent to the Persons who
appear in a filtered view. Note that this exercise will draft the message but not actually send it.

1. Open the San Francisco Student Members view created earlier.

2. In the View toolbar, click the Messaging button.

5 = %< | BY InPlace Edit -,:fj Hj] Reporks Add To Lisk @J @ p 2 El Presviem

*  The Aptify Messaging window appears.
3. In the Subject ficld, enter Your Orders - Last 30 Days.
4. Select the Plain Text Message tab.

* A user can compose messages in either HTML or Plain Text format. For this
exercise, use the Plain Text format.

5. Click in the text field and type Dear [space].
6. Click the Insert Field button.
7. Expand the Name folder and select FirstLast.

Select Field =

-~

----- Prefix

----- Firstame

----- MiddleMame 1
----- LastMame ‘E‘
----- Suffix

----- FirstLast

[#-42y Other v

1| 1] | »

| SelectField || Hide |

8. The message field should now read: “Dear <<FirstLast>>". Enter a colon after
“<<FirstLast>>" and click the Enter key twice.

9. To move the cursor to the line below, click the Enter button.
10. Click the Insert Part button.

11. Locate the Accounting folder.

12. Expand the Order Information folder.

13. Select the Order History Part.
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14. Select the Options tab.
15. Select the Addressing sub-tab.
16. In the From Name field, enter your name.

17. In the From Email and Reply To fields, enter your email address.

i Aptify Messaging EI@

File
=1 3

-

Subject: ¥our Orders - Last 30 Days

y

e I Plain Text Message | Attachrmentl{| Cptions

P

Addressing

ype: |Fiew

To: [Emait ]

From Mame: Adam Smith

From Email: &Adam Smithi@ptify.com

Reply To: Adam.Smith@Apﬁfy.com|

CC Type: [None v]
CC:

BCC Type: [None v]
BCC:

18. Select the Preview tab and select the Text sub-tab.

B Aptify Messaging EI@

File
= ! 3

Subject: Your Orders - Last 30 Days

| HTML Message I Plain Text Message I Aktachments I Optionsl Preview |)\:ti0ns |

M4 127 [p][M]
To: Jackson_John@demodata aptify.com

CC:
BCC:

Subject Your Orders - Last 30 Davs
HThL | Text

Dear John Jackson:

This is wour order history

m

G352 272072010 9:25:15 PM Round Conference Table Z700.0000

4550 S5/31/2007 9:24:41 PM The Sampco Way 450.0000

5547 Z2/20/2010 9:25:16 PM Executive Succession Planning Z60.0000
1755 3/28/2010 9:32:31 PM Demo Calendar ¥Year Subscription 510.0000

19. Use the arrow buttons to preview the personalized messages addressed to the people in
your San Francisco Student Members view.

* Note: the <<FirstLast>> field is replaced with Person’s First and Last Name.

* Note: each Person’s email address appears in the To: field for each message.
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Attaching Reports

Users can also attach Crystal Reports to a Bulk Message. This enables users to create a View
for an audience that they wish to send a particular report to, and then attach a specific report,
such as Invoice, Name Tent, Badge, Activity Consolidation, etc. Users would check the
particular Report from the Attachments tab and send the message. The system will then send
the appropriate Report to the individual user with only their relevant data.

Note: It is necessary to be upgraded through Service Pack 5.5.1 for this function.
1. Click the Attachments tab of the Bulk Message.

2. Click the scroll bar to the right of the Report to Attach section.

3. Scroll and then select the Aptify Badge report.

5 Aptify Messaging - B . o=
File I
=
Subject: Your Orders - Last 90 Day
| HTML Message | Plain Text Message Iﬁﬂ'ﬁd'lmﬁntﬂ)apﬁons | Preview I Actions |
Add File Mame Path
Report To Attach | Reports ~
[] Awery 5161 With Mail Code
[C] PersonsByZipCode
|:| Persons By Member Type
[C] Awery 5395 Badge Label :=|
[T] Person by State |
Aptify Badge -
Export Format [ v]
=

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

4. 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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Topic Codes

Topic Codes provide a sophisticated way to collect information about the areas of interest
of customers/members. Topic codes can be used effectively for customer/member
profiling as well as driving personalized content to a particular user’s Web site (if the organi-
zation is using the optional Aptify E-Business Suite). Topic codes can also be a great resource
for target marketing or determining the viability of a new product or service offering.

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.

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
which is useful when targeting marketing campaigns.

Note that Topic Codes are also referred to as “Personal Interest Codes.”

P )

B Mew Topic Codes Record E'@
HEE E M e EGT Ol @0,

Generall Topic Code Entities I Topic CodePossible Values | Attachments |

Mame |

Description

Parent |-}'3j
Status |Active

Type | Code

ENjENjER

Value Type | Yes/No
Default Value | Yes

Start Date | 5/24/2012

=g

End Date

=g

Web Enabled| Global

[]

The Topic Code service is located under the Administration — CRM application, but Views
of Topic Codes can be created from any of the major services.
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4.38

In the default Aptify installation, all users have the ability to add or edit Topic Code records.
In practice, Topic Codes are typically configured by administrators or advanced users so this
form will not be reviewed in great detail in this end user manual.

4y Committees I‘:,. Analysisl Awardsl % Pictures |  Comments I Attachments |
E-;ﬂ(:ontact = Details |'§(l- Membership I ﬁ Functions I % Contact Log I Orders I\ﬂ, Subscriptions I'ﬁ Meetings I

Person Tax Exempt Codes I

General I Personal Iﬂ.ift Companies I 1 Relationships I m] Lisks ﬂﬂ | Saved Payment Methods |

Browse By Category | Al Selected Taopics I
Top Level

[ Business
I Engineering
™ Lanquages
I Law

I tedical

[ science

I™ Sports

checkal | un-checkal |

This illustrates how Topic Codes appear on a record form.

After a user has added Topic Codes to a particular service, the available codes appear under
the Topic Codes tab.

In the example above from the Employees form, there are Top-Level Topic Code categories.
Each of these categories can have one or more sub-topics that a user can access by clicking a
category’s hyperlink.

Aptify creates a Topic Code link between the record and the code (or codes) that a user
checked when the record is saved.

The Browse by Category sub-tab displays topic codes by category. After selecting one or
more topic codes, save the record. Then a user can click the All Selected Topics tab to see a
list of the codes they selected (regardless of category).

Note that selecting a Top Level topic code within the Browse by Category sub-tab does not
automatically enable all of that category’s sub-topics. Users need to place a check mark next
to each Topic Code individually.

From either sub-tab, a user can click the Check All button at any time to select all of the
codes on that particular screen (it does not enable all topic codes, just the ones that are
currently visible). Likewise, a user can de-select all of the visible codes by clicking the Un-
Check All button.

When a user wants to analyze records based on Topic Code selection, they can create a
filtered view of the Topic Code Links service in of the major services (Persons,
Companies, etc.)
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Creating View Templates

Templates can be created for Views as well as records. View Templates enable users to load a

pre-formatted View’s settings into a new View. View properties such as Filters, Sorting,

Formatting, and Scheduling are automatically copied from the desired Template into the new

View. This saves time and prevents mistakes from being made when creating the view.

Creating a View Template

1. Open the View Properties of the view desired to use as a Template.

2. In the lower left corner, click the Save Template button.

Qonﬂgurationl Eruupingl Advanced [SQLJI

Name Person Lookup

View Type

Base WView

Jr'( View Properties - 'Person LD_ El&lg

General |Ei|ter5 “’JI Fields .g"'l icurtingl Fu:uLmatI ﬂierarch}ll Paging “’JI Buto ﬂefreshl 5chedu|ing_|

Base View Descriplion

Description This is @ prompted view example for & lockup of persons by various search aiteria,

A

| | Save Template...

3. Enter the Name of the Template.

A Save Template

oK | [ Cancel

Mame Persons Lookup Baseline

Description

Cateq Dry{GeneraI

v][ New]

QK

][ Cancel ]
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4. At the far right of the Category field, click the New button.

MNew Template Category

Enter the new category name
=

Baseline Views|

5. Enter a New Category Name.

* Defining a Category name creates a folder into which users can organize views.
6. Click OK to save the Category.
7. Click OK to save the Template.

Loading a View Template

1. Create a View from the desired service.

2. In the lower left corner of the View Properties window, click the Load Template button.

‘3\" Create View I. = &J

Q:unfiguratiu:unl gruupingl Advanced (SQLJI
General |Ei|ter5| Fields .,/I iortingl FDLmatI ﬂierarch}ll Paging \."l Auto ﬂefreshl SEheduling_l

Base View Description

Name
View Type| ListView |E|
Base\iew | Persons |E|
Description "

) [ J[o=

3. Click the desired Category, which appear as tabs.

"
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Loading a View Template

f(" Select A Record Template... s

o B

0K, ][ Cancel N

——

- —]

4. Double-click the desired View template to load it.

5. Observe that the view’s settings have been imported into the new View.

f(’ Create View

e

Name Person Lookup
View Type| Lizt Vie

BaseView | Persons

anfiguratinnl groupingl Advanced {SQL}I
General |Ei|ters .{'l Fields J’I gurtingl FDLmatI ﬂierarchyl Paging .{'l Auto Eefreshl SEheduIing_l

-]

Description Thisis a prompted view example for & lookup of persens by various search criteria. -

Base View Description

Load Template...

0K l [ Cancel
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Creating a Chart View

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

1. Right click the Persons service and select Create View.
2. Name the view Individual Membership in CA by City.
3. From the View Type drop-down list, select Chart.

X Create View = @

General | Cﬂartl Eiltersl Auto ﬂefreshl Scheduling Q:unfiguratiu:unl

Mame Membership in CA by City|
2
Description  Membership in CA by City -
Load Template... 0K ] | Cancel

4. Click the new Chart tab and select the Pie Chart 3D type.
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Creating a Chart View

P

‘.’( Create View

General Chart |Ei|ters| Auto ﬂefreshl SEheduling_I Q:unfiguratiu:unl

':hEI'tT‘:'F“E“ Grnupingl’Summar}' | Displayl Cu:ulu:url Title | Data Dptiu:unsl Axis SEaIingl

-

o [ S|

1" Column Line Chart

\_\ Doughnut Chart

" Line Chart

#™Line Chart 3D

«' Pie Chart

gpieChart3 |

Jlg5pline Area Chart
Spline Chart

o Stacked Bar Chart

8- stacked Bar Chart 30

4| 1}

s

m

A pie chart shows the size of items that make

up adata series proportional tothe total ofthe
items inthe series. A pie chart always shows a
single data series and is useful for determining

whichitemsinthe seriesi

sfaremost significant.

Load Template...

OK

Cancel

/|

5. Under the Charts tab, click the Grouping sub-tab.

6. From the Group By drop-down list, select City.

P

X Create View
General Chart |EiItErs| Auto Ref

Chart Type Grouping | Summary

dulin_u_l Q:unfiguratiu:unl

Cl:ull:url Title | Data Dptil:nnsl Bxis Sl:alingl

Pri ' |
@gcm«

)

Function

Display &s

[] customize Grouping Method

Grouping SQL | City

-

SN ECR (S

Load Template...

4]

Cancel

/|

7. Click the Display sub-tab and select Show Legend.
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P

‘.’( Create View

Chasibasand

Show Legend

)

¥ Axis

Show Axis

Drill Down View

Show Major Gridline
Show Minor Gridline

Y Axis
Show Axis
Show Majaor Gridline
Show Minar Gridline

General Chart |Ei|ters| Auto ﬂefreshl SEheduling_I Q:unfiguratiu:unl

ChartT}'pEI Gru:uupingl Summary Display | Cu:ulu:url Title | Data Dptiu:unsl Axis Scalirgl

Z Axis

Show Axis
Show Maijor Gridline
Show Minor Gridline

o [ S|

-

4

Load Template...

=

8. Click the Title sub-tab and in the Top field, enter Membership % in CA by City.

i

/X Create View

Chart Title(s)

General Chart |Ei|ters| Auto ﬂefreshl SI:hedulin_u_I g:unfigurath:nnl

ChartT}'pEI Gru:uupingl summary | Displayl Cu:ulu:urData Dptiu:unsl Axis Scalirgl

S

Left
Bottom

Right

Top Membership %% in CA by City|

-

Load Template...

=

9. Click the Filters tab and set up filters to match those in the following figure.
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P

ff. Create View

REB(ECH =5

generall Cﬂart‘ Filters b!kutn Refresh| Scheduling Q::nfiguratinnl

Service Field Operator Value
-_ Persons Etat& Exa ctly Matches -_CA
Persons Member Type Exactly Matches -
Persons

Show Advanced

[ Load Template... ]

Cancel

ok ||

10.
11.

Click OK to see the displayed 3D Pie chart:

Then close the view.

L EX &

Chart

Membership % in CA by City

Bevery Hils
.Cu perting
.Fremont
.Laguna Miguel
.Los Angelas
[Menlo Park
Wvipi=s
.Moumain View
Wo=kind
Wllr=lo Alo
JRedwood City
BllRoseville

BW5zc=ments
more...
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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. Click the Meetings service on the left.

2. From the top Navigation tool bar, right click the Meetings service and select Create
View.

3. Name the View Upcoming Meetings
4. From the View Type drop-down, select Calendar.

[ =

ﬁ' Create View = @

SChEduling_l Q:unfiguratiu:unl grcuupingl Advanced I:SQL]II
General |Ei|t&rs| Fields “’.l inrtingl Fu:ugmatl ﬂi&rarchyl Paaging .ﬁf'l Auto ﬂefr&shl

MName ¥YZ Contact Log
List‘u’iev.' |E|
Descripion  XYZ Contact Log 4
Load Template... oK | | Cancel

Click the new Calendar Tab.
From the Mode drop-down, select Month View.
From the First Visible Date drop-down, select Manual.

From the Date drop-down, select the 1/1/2008.

o N W
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[

A View Properties - 'XYZ Contact Log' o [

MDdE[Munm View - ]

First Visible Date | Manual -

Date Tuesday , January 01, 2003 E-

Save Template... ] ] [ Cancel

9. Click the Data sub-tab.
10. From the Start Date Field drop-down, select Start Date.
11. From the Duration Mode drop-down, select Standard Duration.

12. From the Title Field drop-down, select ID.

-

/X View Properties - 'X¥Z Contact Log' o |[E][E]
General Calendar |Ei|ters .,z"l Auto ﬂefreshl 5::heu:|u|ing_| Q:-nfiguratiu:unl
| Gru:uupingl Display |
Start Date Field| Date |
Duration Made[smndard Duration "]
Std. Duration {Hours) |1 =
Title Field D ~|
Save Template... 0K ] [ Cancel

13. Click the Filters tab.
14. Keep Meetings as the Service.
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15. For the Field, select Date.
16. For the Operator, select the > symbol.
17. For the Value, select 1/1/2008.

'|'..

generall Calendar Filters | Auto Refresh | Scheduling | Configuration |

+7 | Meetings start Date > 1/10-/2008|
Meetings

l. Show Advanced ]

l Load Template... l E

18. Click OK to display the View.

2 R-T1E OB E -

9
12:00am 1

Jan 06 - Jan 12

13 14 15 16 17
12:00am 2922
12:00am 3032

12:00am 3142
12:00am 3252
12:00am 3362
12:00am 3461

Jan 13- Jan 19

- | Click to add event |
20 21 22 23 24

Jan 20 - Jan 26
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Pivot Tables

Pivot Tables are interactive tables used to summarize data. Users Rotate (or pivor) rows and
columns to view different summaries of data. A Separate Pivot Table tab appears in View and
users employ 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.”

Order Date ~| |
B 1242003 |8 120072008 |
= | Order Lines ProductiD - | Sumn of GrandTolal Sum of GrandTotal

B Danube Patners Im & 60,03

|9 | %

|2 10 I 75

@ Total 100 B0.03
@ Gernstone Solutions Group
@ Lotus Risk Semces Limited
B Osaka Crystal Technologies, Inc.
B Ottoman %
B Toadstool Inteface Technology Inc 123 100
&8 X N. Chamical Systems Co., Inc. S50

i@ Grand Total 7501 A5 13
Oidir Date ~
l l |@ 12:4/2003 [ 12nnzo0z |
Order Lines Productll = BillTaCompany = |Sum of GrandTatal| Swem of GrandTatal|
@5 B0.03
B 8 100
=] @ Danube Pariners | 5

B FRMSIoNe SoImong roup
B Lofus Hisk Saraces Limited
B Crzaka Crystal Technologies, Inc

@ _Crtoman | r.

& rxadston] Interface Technology Inc 123 25

[c:] Chernical Systems Co., Inc | 75

& Total 125 5
310 ] 025

The two screen shots above illustrate 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: Many Pivot Tables can be replaced by Base Views. Base Views are often more
effective than Pivot Tables as they use considerably less processing power, are more
easily displayed in dashboards, and provide more data management options.
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4.50

Managing Views

All pre-created Folders, Views, and Shortcuts in BASE (out of the box/Training/
Sandbox) Aptify are tied to the Baseline Admin profile. That metadata is then tied to the
Baseline profile via Shared Folders. When Administrators are initially setting up End Users
in Aptify, they should ALWAYS copy the Baseline profile in step 6 of the User Adminis-
tration Wizard. By copying the Baseline Profile that user will automatically receive the pre-
loaded Views, Shortcuts, Shared Folders, and developed Dashboards.

The Baseline Admin profile and the Baseline profile are NOT the same; the Baseline Admin
profile is used to house all metadata (Folders, Views, Shortcuts, etc.) - it is the profile from
which ALL metadata should be distributed. The Baseline profile is the most complete END
USER profile that is LINKED to all the metadata owned by the Baseline Admin user. By
linking the data from the Baseline Admin to the Baseline profile, the metadata is not repli-
cated and can be governed for ALL users that copy the Baseline profile by editing it from the
Baseline Admin.

Views that display for the Baseline User are non-editable since they are linked back to the
Baseline Admin’s Shared Folders. This includes all views that initially linked to Shortcuts in
the left hand side of the screen. When users become more comfortable with the Viewing
system they can then copy those views, edit them, and create new views.

In addition, ANY changes made by the Baseline Admin to the views located in Shared
Folders, will be inherited by any users connected to that Shared Folder.

If an administrator wants to transfer control of the Baseline Admin’s Folders or Views to
another user, possibly a Manager of a particular department, the Administrator could run the
Entity Bulk Operation Wizard from a view of the Baseline Admin’s Folders or Views.

Once Aptify is installed and a Client goes live, there are two major methods of distrib-
uting Views to End Users:

Creating/Sharing 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.
Creating/Sharing 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 most new and critical (not pre-loaded) end user Views
be created by an administrator or manager and then placed on a dashboard, or shared. This
helps reinforce standard business processes, ensures Views accuracy, and allows managers to
quickly update the Views for all end users. End users should be encouraged to create their
own views by copying those existing views and editing them to ensure a baseline of accuracy.
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Connecting to Shared Folders and Views

Follow these steps to connect to a shared view:

1. From the Navigation Bar, right click the Persons service and select Connect to Shared
Folder from the list.

Folder List a
ﬁ Home

M customers

ﬂit Companies L L

m Per

[ »

Mew Persons Record Ctrl+M

Find Items Ctrl+F

& £1 4

Create Folder
@nnect to Shared FoIdED

Create View

&1

1 £1

Paste View

i |

2. Expand the desired user (in this case, the SA user), then select the shared folder.

-

/¥ Connect to Shared Folder @

Mame Shared Views

Description Shared Views

Elg All Users
Ela Sa

e v

3. Click OK to add the Shared Folder to the Folder List.
4. Expand the Shared Folder to see the list of shared view folders.
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Folder List o
ﬁ Home
B Accounting
MY Customers
@ Account Managet Functions

ﬁﬂit ompanies
Bl Contact Log
.ﬁ Functions
4"’7/ Member Skatus Types
G Member Types
4"’7/ Person Relationship Types
H‘ Persons
1 _,! Al
@ Shared Yiews
[ List Views
[ Chart Yiews

5. Expand a shared view folder to see all the views that are currently being shared.
6. Disconnect from the shared folder.

*  Right click the shared folder and from the list, select Delete. Click OK.

Creating a Shared Folder

1. Right click the Persons service and select Create Folder.
2. Inthe Name field, enter My Shared Views.
3. In the Share this Folder box, place a check mark.

* A user can also create folders for their own use (for example, if a user wants to
organize their views into categories). In this case, they should not check the
Share this Folder box and the views in this folder will not be available to other
users.

rﬁ_ Create Folder @

Mame My Shared Views

-

Description Views I want to share,

(] ] | Cancel
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4. Click OK.

5. From the folders list, move the Basic View to the Shared folder. Note that this feature
only works with the Folder List. Views cannot be dropped from the Navigation
Bar

*  Click the Basic view.
*  While holding down the left mouse button, drag the view into the shared folder.

* Release the left mouse button to move the view into the folder.

[Folder List
ﬁ Haorme
28 Accounting
M Customers
@ &ccount Manager Funchions

ﬂit Companies
% Contack Log
.ﬁ Functions
*&’ Member Skatus Types
¢ Member Types
*&’ Person Relationship Types
'ﬁ' Persons
; J All
a2l Shared Views
[ List Views
[ Chart Yiews
[ Pivor Tables
| J! Formatted View
T Persons in CA
] J! Prompt For Company
@ My Shared Yiews

! J Basic View

6. Other users can now connect to the shared folder and open the view that have been
shared.

Any changes made by the owner of the folder will be inherited by the end user that
connects to a shared folder.
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Running a Crystal Report

Objective

In this section, users will understand some of the Aptify reporting features and how views are
used to report and communicate data, including how Aptify integrates with Microsoft Excel,

how to run a Report, and how Aptify integrates with Business Objects Crystal Reports.

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

* How to run Reports
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Exporting a View to Microsoft Excel

The following directions explain how to export a specific Views’ results (Companies) to
Microsoft Excel using the Excel Integration Wizard.

1. Create a new list view from the Companies service, specify the following characteristics:
* Use a filter to display only Companies in Oregon.
» Edit the Fields to display only the Name, City, State, and ZipCode.

*  When finished, the view should display the sample companies in Oregon. Try to
create this view on your own. If you need assistance, follow these steps:

*  Select the Companies service and select Create View.
e Assign a name for the view (like “Companies in OR”).
*  Click Filters.

*  From the Field drop-down list, select State; from the Operator drop-down
list, select Exactly Matches; in the Value field, enter OR.

¢ Click Fields.

*  Move fields between the two display columns so that only Name, City, State,
and ZIPCode appear in the Selected Fields column.

* Click OK.

2. From the view button bar, click the Export to Excel button to launch the Excel Integra-
tion Wizard.

* 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 user has selected a record, right click within the view and select Clear Record
Selection from the pop-up list before clicking the Microsoft Excel Export icon.

5l X B mplaceEde | ] (W) Reports {6 Add To Lig 1 8 | [2 preview | [&] () B
Jrego tegrate Yiew with Micrasoft Excel... _

jin] Marne ess Lil Gty  State p Cod ountr AreadinPhe  Main Email ‘Web Site

18 | Prince Crystal Technologies, Inc, 5776 Portla OR 97201 Uniter 503 869-3 main@princryteci http: f v, princrytecing con
27 Great Lakes Food Market 2732 Euger OR 97407 United States

35 Hungry Covote Impaort Store ity CElgin QR 97827 United States

40 ULWC Micropolish Division 9395 Portla OR 97201 Uniter 503 306-3 main@ulwemicdiy hktp:f fww ubwcmicdiv. com

55 Lonesame Pine Restaurant 89 Ch Portls OR 9721 United States

59 PPLM Carsmen Discount Software Company 1255 Portla OR 97201 Uniter 503 979-1 main@ppimoardis http:ffwww pplmoardissofcon
153 The Big Cheese 89 Jel Portla OR 97201 United States

3. From the Type options, select Copy Data.

4. From the Mode options, select View in Excel.
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5. From the Column Header Display Options, select Use Database Field Names.

Excel Integration Wizard - 10| x|

Select fram the aptions below to apen this Yiew in Microzoft Excel, ar zave it ta a file.
— Type

o Copy Data [Thiz option makes a copy af the data in Excel, but iz not linked and can nat
be refreshed. |

£ Link ta Data [Thiz option will allow vou to refresh the data from Excel at any time. |

—Mode Colurmn Header Display Optionz
i Wiew it Excel [without zaving the file] " |Uze Display Mames
£ Save tafile " {lse Databaze Fisld Hames
" Save to File + View in Excel

— Options

File M ame I |

Wiorkzhest Mame |

ok LCancel |
Vi

6. Click OK.

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

*  After exporting the view data to Microsoft Excel, a user can format the spread-
sheet and resize the columns as necessary.

1ol
E_] File Edit Wiew Insert  Format  Tools  Data  window  Help - F X
HE Arial -0 - B I U |EE - E
I i | % | =y [ | ¥¥ Reply with Changes... End Review. .. H

Al - 5 D
&, B | ¢ | o | E —
1 |D Marme City State ZipCode

2 18 Prince Crystal Technologies, Inc. Fortland |OR B7201

3 27 Great Lakes Food Market Eugene OR 7403

4 35 Hungry Coyote Import Store Elgin OR 727

BN 40 ULYWC Micropolish Division Fortland |OR 7201

B 55 Lonesome Pine Restaurant Fortland |OR 57219

7 8% PPLM Oarsmen Discount Software Company  Portland  (OR 7201

=N 153 The Big Cheese Fortland |OR B7201 -

M 4 » n\Sheetl  Sheetz f Sheets / [ 4] | LlJJ

Ready v

7. Close Microsoft Excel without saving the file.
8. From the Companies in OR view, click the Microsoft Excel Export icon again.

9. Select Link to Data from the Type options.
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10. Select Save to File + View in Excel from the Mode options.
11. Select Use Display Names from the Column Header Display Options.

»  Users will not notice a difference between these two options since the Field
Name and the Display Name are identical for these company fields.

* Note that the Display Name refers to a parameter in the field’s definition and
not to a Display Name a user modifies in a view’s properties screen. There-
fore, an administrator would need to edit the Display Names to have an effect
on the exported data.

12. Enter CLASSEXCEL.XLS in the File Name field.

* A user can also browse for a location to store the file by clicking the ellipsis (...)
button.

*  Microsoft Excel files use the .XLS extension.
13. In the Worksheet Name field, enter Companies in OR.

Excel Integration Wizard -0 x|

Select from the optionz below to open thiz View in Microzoft Excel, or zave it to a file.
—Type

Copy Data [Thiz option makes a copy of the data in Excel, but iz not inked and zan not
be refreshed.|

£ Link to Data [Thiz option will allow you to refresh the data fram Excel at any time. ]

—Mode Colurnn Header Display Options
" Wiew in Excel [without saving the file) % Use Digplay Mames
" Save ta file " Use Database Field Mames
& Save to File + View in Excel

— Optiohz

File Mame IE:'\cIasse:-:cel.Hls |

Winrksheet Mame |D:um|:uanies inOR

14. Click OK.
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=10l x|
@ File Edit Wiew Insert  Format  Tools Daka  Wwindow  Help -0 X
gﬁ Arial -0 - B I U EEE=E A~ H
o I s I i| (0= Reply with Changes, ., End Rewview.,. H
B11 - &
A B | ¢ || E [T
1 |/ID Mame City State FipCode
2 | 18 Prince Crystal Technologies, Inc. Fortland OF 57201
3 | 27 Great Lakes Food Market Eugene OR 97403
4 | 35 Hungry Coyote Import Store Elgin OR 97827
5 | 40/ULWYWC Micropolish Division FPortland [OF 97201
E | 55 Lonesome Pine Restaurant Fortland OF 972159
7 | 89 FPPLM Carsmen Discount Software Company  |Portland OF 97201
5 | 153 The Big Cheese Fortland OF 57201
0 -
M4 4 ¢ M|\ Companies in OR ;/ Sheetz £ Sheet3 / | 4] | ﬂJJ
Ready S
Excel Notes:

*  Depending on how Microsoft Excel is configured on a computer, a user may see
a message box concerning automatic data refreshes before the spreadsheet opens.
Select the “disable automatic refresh” option if this message appears.

*  Once Microsoft Excel opens, it displays the CLASSEXCEL.XLS file, which
contains the contents of the view.

* Note that the Linked Data is automatically formatted in Microsoft Excel.

e Ifauser only sees “Linked Data” in the first cell, right click on the cell and
select Refresh Data from the pop-up list.

* Note that the Workbook Name a user configured appears on the spreadsheet tab.

*  To manually refresh the data, right click within the data area and select Refresh
Data from the pop-up list.

15. Return to Aptify but do NOT close Excel.

16. Open a Companies record the user created and change the State to OR.

17. Save and close the Companies record.

18. Open the Companies in OR view (or refresh the view if it is already open).

* the Companies record should appear in the view (along with the Companies
records of the other students in class).

19. Return to the CLASSEXCEL.XLS spreadsheet
20. Right click within the data area and select Refresh Data from the pop-up list.
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5.6

21.
22.
23.

24.

25.
26.
27.

28.

29.
30.

-iBix]
@J File Edit Wiew Insert Formak  Tools  Data window  Help -3 X
i [ o -1 ~[Blr U E== B
o " i | e & Fil (=2 Reply with Changes... End Rewiew, .. E

B1 - & Mame
A B c [ D] gy
| 1 ]ID |[Name City State leCnde

| 2 | 18 Prince Crystal Technolog ¥ cu H0OR 97201

| 3 | 27 Great Lakes Food Marke - OR 97403

| 4| 35 Hungry Coyate Impart St = =¥ OR 97827

| & | 40 ULWC Micropalish Divisi d0OR 97201

| 6 | 55 Lonesome Pine Restaur d0R 97219

| 7 | 89 PPLM Qarsmen Discou 1 0R 97201

| B | 153|The Big Cheese L Ecc HOR 97201
o -

M 4 » H["Companies in OR ; Sheg bas | ﬂj_l

Ready Clear Contents y

4 Insert Comment

5 Format Cells. .

.@ Edit Query...

ff‘ Daka Range Properties...

¥ Refresh Data ) |

*  The new Companies records should now appear in the spreadsheet.
Open this Company record again and change the State field back to its original value.
Save and close this Companies record.
Open the Companies in OR view (or refresh the view if it is already open).

e Only the original records should appear in the view.

On the CLASSEXCEL.XLS spreadsheet, right click within the data area and select
Refresh Data from the pop-up list.

*  The spreadsheet only displays the original records.
Open the View Properties dialog for the Companies in OR view.
Click Fields and to the Selected Fields column, add the MainPhone field.
Click OK to return to the Aptify desktop.

e The MainPhone field should now appear in the view.

On the CLASSEXCEL.XLS spreadsheet, right click within the data area and select
Refresh Data from the pop-up list.

*  The new MainPhone field is not added to the spreadsheet. When the
Excel Integration wizard’s Type is set to Link to Data, Aptify updates the Excel
file with changes made to the displayed fields; it does not update the Excel file to
reflect changes made to a view’s properties.

Close Microsoft Excel.

Close the Companies in OR view.
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How Reporting Works

With the Report Wizard, a View can be exported to almost any report format. The Report
wizard can generate standard reports or mailing labels, export records to another format,
print name badges, and more. Note that the Report Wizard automatically creates a new Lists
record when generating a report. This List contains the records that appear in the selected
View.

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 the 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.

Other reports that are specific to a service are listed on various category tabs in the Report
Wizard. Aptify ships with several service-specific reports which may be modified or replaced
as required. Contact the System Administrator to add client-specific reports to a particular
service.

Note that 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.

While the View system provides sophisticated capabilities to filter and sort data, it simply
shows results in a tabular format. To provide robust output, Crystal Reports® is integrated
into the View system through the Report Wizard.

Crystal Reports is a database reporting tool created by Crystal Decisions (http://
www.crystaldecisions.com). An administrator can create new customized Crystal
Reports for an organization but users need to purchase a license from Crystal Decisions
first.

Aptify provides a wide variety of Crystal Reports with Aptify that can be used without
purchasing a license from Crystal Decisions. These reports include creating a pie chart to
analyze view data or mailing labels which can be used to send new literature to customer/
members.

However, if a user wants to develop new reports or edit existing reports, they would need to
purchase a license to Crystal Reports from Crystal Decisions for every developer responsible
for report writing. These licenses are not provided by Aptify.
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Running a Standard Export Report

In this section, a user will learn how to export data from a view to a text file.
1. Create a new Persons view that displays persons whose State exactly matches OR.
2. After loading the view, click the Report Wizard icon in the toolbar.

* Alternatively, a user can right click within the view and select Report Wizard...
from the pop-up list.

Lj H > B InPlace Edit - ] Reports !:l

Fersons In

D First Mame Last Mame
1 fiesha Baldwin
3 Athena Scokk
5 Dacey Yukon

3. Select the Export report (under the General tab) and click Next.

F Report Wizard =
Step 1: Select a Repoart
General |Labels I Memberzhip | Subscription | Meetings | Analysis |
Marmne | Dezcription
Lizt Standard Listing Report
Cretail Standard Detail Report
Expoart Standard Export Repoaort
Person Repaort Report of Persaon Information
Perzon Roster Perzon Roster Report
Persons By Company Fie chart of persons by Company
Persons By fipCode Fie chart of persons by Zipocode
Perzonsz By Member Type  Pie chart of perzonz by membership type
Aptify Badge Creates batch for each person who iz attending the

Helg | Cancel = Back | Met = I Fimizk

4. Move the following fields to the Selected column: AddressLinel, City, FirstLast, State,
and ZipCode.
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x
Available Selected
&ddress(D i’

AddressLine = |
Addreszline2 o |
Addrezzlines

Addrezzlined

APendoriD = |
Azsistant=AreaCode . |
AzsistantzCountryCode ;I
—Export Type

IDeIimi‘ted =

% Comma Delimited Text Gualifier |
" Tab Delimited

" Other

e

Helm | Cancel | = Back Mext = Fimmizt

5. Click Next to continue.

6. Click Finish to create the export file.

e Users will use the default file name and location for this file. The wizard will cre-
ate a file called export.txt and place it in their computer’s C: root folder.

[4 Report YWizard

Expaart File Iu::'l.expu:urt.txt I
¥ Export Calumn Mames as First Row

I

Helk | Cancel = Back Mext = | Firizh I
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7. Click OK when prompted that the export operation has completed successfully.

» Ifauser wants to see what the exported data looks like, they can open the
export.txt file using Notepad. It will look something like this:

=1

File Edit Format Wiew Help
=

['1D", "FirstLast", "addressLinel”, "City", "state”, "Zipcode” N
"18", "sakbrina Lewis","5776 south Lakeshore Lane", "Portland”, "or","07201"

27", "Baker Isador","2732 Baker EBlwd.'","Eugene","oRrR","97403"

"35", "Herbert Johnson","City Center Plaza 516 Main st.","Elgin","or","97827"
40", "Michael wade", "9309 S"I%/VEI" Canyon street”,"Portland”, "or", "97201"

"55", "DahTia Weal","89 chiaroscuro Rd. ", "Portland”, "orR", "97210"

85", "Paul robinson”, "125%5% Ironwood Avenue", "Portland”, "or", "97F201"

"153", "Baka Isador”, 8% 1efferson way suite 2", "Portland"”, "or", "97201"

"I60", "Dacey Baldwin',"5776 sSouth Lakeshore Lane","Portland”, "or","97201"
"369", "odessa Isador","2732 Baker Blwd.","Eugene","or", "97403"

"3F7","vamind Garcia", "City Center Plaza 316 Main st.","Elgin","OR", "O7EZT" ;'

»  After creating the export file, a user can import its contents into another program,
such as Microsoft Word or Excel.
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Running a Crystal Report

In this section, users learn how to run two specific Crystal Reports.

Running an Analysis Report

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

2. Run a view such as, All Companies. At the top of the view, Click the Report Wizard
icon.

Report Wizard |

Step 1: Zelect a Report

General |Membershi abel |

Matmne DEzcription

Lizt Standard Listing Report

Detail Standard Detail Report

Export Standard Expart Report

Company Report of Company Information

Company Profile Report of Company information, order histary, and o

*  The Report Wizard launches and displays the list of reports supported by the
Companies service.

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

F Report Wizard x|

Step 1: Zelect a Repoart

General | Membership  Analysis |Lahel |

Matme | Description
Pie Chart By State Distribution of Companies, Grouped By State
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Reports

5.12

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

Pie Chart By State [All Companies]
1 i - ;
L Ind M A

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

(=]
=0
i)

Main Report |

=101 %]

Companies By State

B Hone  408%
Wl CA 124%
O Ny 56%
ol 32%
OTx 8% |
B Tthers 350%

Towml: 100D0%

Current Page No.: 1

|T|:|tal Page Mo, 1

Zoam Fackor: 50%

* A user can print the report from this screen.

7. Double-click one of the California slices in the pie chart.

* This displays the records that correspond to the pie slice.

*  Click the grey X in the upper right-hand corner of the view to return to the main

screen of the report.

8. Click the X in the upper right-hand corner of the Crystal Reports window to close the

rep

ort.
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Creating Mailing Labels with Crystal Reports

1. Open the Persons in OR view created previously.
2. Click the Report Wizard icon in the toolbar.

3. Select the Labels tab.

4. Select Avery 5161 Label and click Finish.

» Ifauser had a printer with the Avery 5161 Label sheets, they could print out the
labels directly from the Crystal Report window.

» Alternatively, a user could export the report to another format by clicking the
Export icon in the Crystal Reports toolbar (the envelope icon).

Crystal Report Yiewer - |EI|E|

&S % | B = P M |1

I Main Feport |

L

SABRIMA LEWISPRIMCE CRYETAL TECHMOLOGES, IMC.
5776 South Lakeshore Lane

PORTLARND OR 97201

BAKER ISADORMSGREAT LAKES FOOD MARKET
2732 Baker Blvd.

EUGEME OR 97403

-
1| | b

Current Page Mo.: 1 |T-:|I:a| Page Mo.: 1+ Zoom Fackor: 100%:

5. Close the Crystal Report.
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Contact Logs

O DJECEIVE . ..eeutteteete ettt ettt ettt et e et e s et e st e s te e s bt e bt et e e teenseenbeeabeenbeentesatesaeesneesneenseenseens 6.1
Understanding Contact LOS ......coeeueeriereririeienienenieeteeieeie ettt 6.2
Creating a Contact Log from the Persons Service..........ccovcvevieeieciiniiniieiieeieseeneeiens 6.3
Creating a Contact Log Record from the Employees Service.........coccvvvviiiniencieneenienns 6.5
Creating a Quick Contact Log Record from a Persons View ..........c.cccocevvienieneeneeninnns 6.6

Objective

In this section, users 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, users will be able to:
» Understand Contact Logs
* Create a Contact Log from the:
*  Persons Service
*  Employees Service

* Contact Log Service

6.1



Understanding Contact Logs Contact Logs

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.).

Users can link a Contact L.og 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 Qutlook. 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.

Users can also quickly record a Contact Log record from the Persons View. If a user right
clicks on a Persons record, selects Person Options, automatically either a “Left Voice Mail” or

“Record Phone Call” contact will be created.
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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. Open a Persons record.

2. Select the Contact Log tab.

98]

To open a new Contact Log record, in the toolbar, click the New Record button.

*  Aptify automatically fills in the Date/Time field with the current date and time.
In the Description field, enter XYZ Contact Log (where XYZ are your initials).
Leave the Type field set to Phone and Category set to Sales.

Change the Direction to Inbound (customer initiated contact).

N o »os

On the Next Contact tab, enter the last day of the current month and a time of 8:30 AM
in the Date/Time field.

*  For example, 12/31/20xx (xx=year) 8:30 AM (no periods)
8. From the Status drop-down list, select In-Progress.
9. In the Assigned To field, enter the Persons record created previously in training.
10. In the Forward field, enter Juan Carlos.

11. In the Reason field, enter Call XYZ Company with requested information.

i
H‘%‘ﬂj I'-r:'LH_T_I 2 it | Ba :ﬁ\ﬂ_ﬁ:‘,{:? +3 & @e:
Date | 20972009 1:57:50 PM =

Description | Request For information from X¥2 Company representative

Type IPhone LI Creakor
Category ISaIes ;I
Direction IInbound ;I

Mexk Contact I Dzt ails I Lirks Il}ﬂ Topic Codes I b Follow Ups I Attachments I

Date)/Time | 2/28/2000 &:30 aM =] create Follow-up
Skakus |In-Progress ;I
Pricrity IMedium ;I
oot | £
Assigned To | John Samuels |ﬂ | Fal |
Forward | Juan Carlos |H | > |
Reason | Call ¥¥Z Company with requested information| ;l

12. Click Save and Close.
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13. When a Contact Log is created and saved:
*  Aptify auto-adds user name to the Creator field (After Saving & Closing).
*  If Microsoft Outlook is installed on the computer, Aptify automatically creates an

appointment based on the information provided within the Next Contact tab.

Call IMS Company with requested information - Appointmenk - |EI|5|

¢ File Edit Mew Insett  Format  Tools  Ackions  Help

il saveand Close | & (Il | #¥Recurrence... | E]Invite attendees | ¥ B | X | @ - | @ B

Appointment ] Scheduling ]

Subject: ICaII IS Company with requested information

Locakion: I LI Label: II:l Mone LI
Start irme [mon 12/31/2007 x| [s:moam | T Al day event

End time: [Mon 12312007 =] Jmooam =]

™ Reminder: |15 minukes LI -\Elél Show time as: II:l Free LI

ﬁ" =
Zonkack Log

) ) 315 APTFRM (90 E).
Call JMS Company with requested information

(=
Conkacks, .. | I Categories... | I Private o

14. On the Contact Log record, select the Links tab.

*  There should already be two links listed on this screen. Aptify automatically adds
a link to Persons record and that person’s Companies record from which the user
opened the new Contact Log record.

Link Type  Abstract Categories |Z|
Abstract Cateqories |H |}| Add [ Delete]

Record ID
1 Persons

Link Type

: Baldwin, Aiesha/Danube Partners

Phone: 1(650)750-9187

E-mail:

i : Aiesha.Baldwin@demodata.aptify.com
1 Companies Danube Partners

il Phone: 1(550)750-9187

E-mail: main@danupar.com

15. Click Save and Close to save and close the record.

16. Return to the Persons record and note that the Contact Log record now appears in the
Persons record’s Contact Log (Incomplete tab).

17. Close the Persons record.
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Creating a Contact Log Record
from the Employees Service

Users can create a Contact Log record from the Persons, Employees, Orders, or Contact Log
service. This exercise, will create a Contact Log record from a Employees record.

1. Open the Employees record that corresponds to the Aptify User Account.

*  When in class, an instructor can assist if you cannot identify which Employees
record is linked to your User Account.

2. Select the Contact Log tab.
e This tab should already list the Contact Log created in Exercise 1.

3. In the toolbar, click the New Record button to open a new Contact Log record.

b

In the Description field, enter Sent introductory e-mail to XYZ Company representa-
tive.

From the Type drop-down list, select E-Mail.

On the Next Contact tab, from the Status drop-down list, select Complete.
Click Save.

Select the Details tab and enter text.

®° =N W

* For example, a user could paste the text of an e-mail message in this field.
9. Select the Links tab.
10. From the Link Type drop-down list, select Persons.
11. In the Link field, enter your Persons record and click the Tab key.
12. Click Add to add the link to the Contact Log record.
13. Click Save and Close to save changes and close the record.

14. Return to the Employees record and note that two Contact Log records now appear in
the Contact Log tab.

15. Close the Employees record.
16. Open the Persons record.
17. Select the Contact Log — Complete tab.

* Note that the Contact Log record created in this exercise was added to the Per-
son’s Contact Log > Complete tab rather than the Contact Log > Incomplete
tab since the Contact Log’s Status was set to Complete.

18. Close the Persons record.

IMPORTANT NOTE: As a rule, users should NOT create Contact Logs from the Contact
Log service as the Contact Log will then NOT be linked to any Persons, Company, or
Employee record. Users should instead create MOST contact logs from those services. Users
should use the Contact Log service to create VIEWS of Contact Logs.
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Contact Logs

Creating a Quick Contact Log Record

from a Persons View

Users can create a quick Contact Log record from a View of Persons. There are two process
flows tied to views: Left Voice Mail and Record Phone Call. The following exercise will

take users through the use of these quick contact logs.

1. Run the San Francisco Student Members view (shortcut).

Click once on the first record in the View to select (but not open); right click this record.

2
3. Float over the Persons Options selection from the drop-down list.
4

Select Left Voice Mail.
2| = | % | B In Place Edit

dan Francisco uden

5] [ Reports Add To List B | @

= Elprevim iy

ID | First Name | Last Name Company Title Member Type
48 Wainwright Jackeon Lat'e Ckam bl Chan Aduarticina Acsodgte Student Member ¢
80 Quillan Byrc New Record Crl+N ort SeniorVP Student Member (
390 John Jack Open Record Ctrl+0 ] Student Member ¢
1339 Andrew walk WP Student Member ¢
1458 Reginald Rob Delete = " dent Member ¢
Lt son Low < Persons Options Left Voice Mail ]
2100 Brian Jong (
2484 Emily May Add to List LA Record Phene Call.. L
Report Wizard Ctrl+R
L e |

* A Contact Log is automatically created under that Persons’ Contact Log tab

5. Click to open the Persons record.

6. Select Contact Log tab to view the Contact Log format.

7. The Contact Log will be placed under the Contact Log, Select the Complete tab. Close

the box.

8. Right click on the Persons record, Persons Options again. Float over the Persons

Options selection from the drop-down list

9. This time select Record Phone Call.

6.6
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10. The Contact Log automatically Opens, as it assumes the user is speaking to a person.

%, Contact Log ID: 6816

— -:--El.g
i R L W R e == R e =N - R T
Date  FENEETEGRE

Description | Talked to Jackson, Wainwright/Let's Stop N Shop

Type | Phone [=] Creator | DOrtiz i
Category | Sales [=]
Direction | Qutbound [=]
attachments |
[i] Next Contact |i§ Details |E@ Links |[3 Topic codes | &, FollowUps |
DatefTime | [F=]] [ Create Follow-Un

Status | Incomplete

Priority | Medium E'
Parent 4 | <
Assigned To | David Ortiz | ><
Eorward FYES
Reason

11. Note Contact Log box to easily enter information.
12. Close box.
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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
REVIEWING CASES....eevieiiiriieiieiieteiteeveseresteseesteesteeteesseesseasseesseessesssesssesssesssesssesseessees 7.5

Objective

Users will be able to:
¢ Create Cases

» Track Cases from inception to conclusion

Overview

Case management is included in the Aptify CRM application to allow organizations to track
their customer’s inquiries and their resolution. Individual Cases track incidents, or “tickets”
as some organizations call them. This allows each customer request to be tracked, allows each
request to be monitored through its individual process and supports the creation of detailed
customer histories. Some examples where Case Management can be used:

e Track Initial Customer Inquiries
* IT Help Desk
*  Customer Support requests and Ticketing

» Sales Inquiries

7.1



Creating Cases

Case Management

Creating Cases

Using the New Cases Wizard

1.
2.

o 0 N kW

Click the Case Management dashboard shortcut.
Click the New Case wizard button.

¥ e
=
@\_/',f‘k Home » @] Caselanagement  »

i Al Home | [l Accounting | = Advertising | P9

Shortcuts

[Sorvice=
"o % E = @ sm oa Ee

| customer/rMember Searches

Rece e eve

P
Most Recently Used Records | Most Recently Used Views

Company Lookup

PersonLookup
Persons by Location
Mame Sounds Like

Pe by Membership

Proximity Prompt

zaz33fE

In the Company field, enter the name of XYZ company that submitted the case.
In the Contact field, enter the name of the person.

In the Source field, specify the source of the case as External.

In the Date Reported field, confirm that today’s date appears.

In the Recorded By field, confirm your name (if not automatically populated).
For the Case Report Method, select phone.

In the Contact Log Description field, enter a description which will be generated auto-
matically when this new case is created. This will tie the Contact Log to this new case.

Welcome tothe New Case Wizard

This wizard will step vou trough the process of creating a new Caze and any
relewvant Contact Log entries and workflow T asks related ta this case.

fos

HEW EaSE Please enter Contact Infomabon
i .-'f Comparty | Y7 Corparation |ﬂ | X |
|
f A Wizard {Conkact | faronson, Edward/Danube Partners |H | x |
Source | External |ﬂ | X |
- Steps: Date Recorded | 2/17/2003 =
i Contact Details Recorded By | Dave 0'Connel |ﬂ | X |
Caze Detailz

Assignment Detalls Case Report Method IPhnne

Bl

Contact Log  Test
Descriptian

Cancel Back Mext

7.2
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Using the New Cases Wizard

10.
11.
12.
13.
14.
15.

Click the Next button.

For case Title enter, XYZ Case
Choose a Category of Finance.
Enter a Priority of High

Enter Type of Complaint

Enter a Summary of “Customer was billed incorrectly”

Aptify New Case Wizard

. ® Pleaze enter Case Information
tlf. ’ Case Title ‘ %Y Case |

Steps:

Cateqary IFinance j
Priarity IHigh j

Type ICnmpIaint j

Wizard Surnmary | Customer was biled incorrectly,

Contact Details Case Description |

[» Case Details

Azzignment Details

i

Special Meeds

16.

Cancel Back Mt

Click the Next button

Aptify End User Training Manual
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17. For the Primary Designee, select an employee record. For class enter ID #1

18. For Manager, select an employee record. For class, enter Linda Jameson.

| - Aptify New Case Wizard x|
a ﬁt . f)f@ Please enter Assignment Information

Primary Assiqnes ‘ Dave O'Connell ‘H ‘ by ‘

I Hﬂw Ease Mananer ‘Linda Jameson ‘H‘X_‘

Camments

Wizard

' Steps:

Cortact Detailz
Caze Detailz
[» Agsignment Detals

Cancel Back Mt

19. Click the Finish button

20. Observe the success message and click the OK button.

Mew Case Wizard

Case # 3724 has been created successfully,
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Reviewing Cases

Reviewing Cases

1. Open the case just created.

2. Click the Status drop-down and select Completed.
3. For Date Closed, select today’s date.

4. For the Closed By employee select ID #1.

X SR 28 % 96290 00,

=10 x|

Title | WYZ Case

Parent |

Skatus I Reported j Priatity I High

Cateqary I Finance j Type I Complaink

Cornpany | WY Corporation ‘H | X |

Contack | faronson, Fdward/Danube Partners ‘H | X |

Summary | Customer was billed incorractly,

" Satisfaction |£| Summary | < Comments | Attachments |

—Timeline
Date Reparted \ 21172009 i Source | Exterml # |>< |
Est, Start Date | i Bl | x|
Date Started | 2/17/2003 & Manzager | Linds Jameson x|
—Assignment
Est. Completion Date ‘ " & Type of Assignment Imgt Assigned j
Date Clased ‘2}'1?!’2009 i Date Assigned Internal | =
~Closure Primary Inkernal Assignee | Dave O'Connell |H | w ‘
Closed By ‘ Dave O'Cornel |H | X ‘ Primary Assignee Role I j
Result I j Diate Assigned External | |“"I
Reaﬂ‘ |H | X ‘ External Comparry | |H | * |
External Contact| |H *
5. Open the Contact Log tab.
6. Observe the Contact Log that was created using the Wizard.
7.5
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7. Select the Tasks tab
8. Open the Task that was created using the Wizard.
» Tasks can be used for the tracking of small projects

»  Users can associate Main Tasks and multiple sub-tasks. Sub-Tasks can be rolled
up to track hours for a project

-

" 2] Tasks I 14389 o e |
HebE @mMEEH 20t nhe -0 @0

Name

Type | Geners 4 |
Description

Status | Mot Started E Pricrity | Mormal |E|

F'arent| |H |‘>=' |

General | Linksl Predecessors | Sub-Tasks I Attributes | Attachments |

Dates
Assigned | 11/7/2011 ) Due | )

Started | [T Completed | i
AssiandEh-'|Jnhn Samuels ||_-H|}( |
Assigned To | Adam Smith ||_-H |'}<’_ |
4 Cnmpletelzl
Flours Estimate Actual Variance

Hc:nurs| 0.0000 || 0.0000 || 0.0000 |
lelup|:.:::: ||:.:::: ||:.:::: |
Tu::taI|I.IIII ||:.:::: ||:.:::: |

9. Close the Task record.
10. Save and Close the Case.
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Committees

ODJECLIVES ..ntenteeieeie et ettt et ettt et e et e st e sttesateste e bt et e e st eteebeenseanseenseenseensesnseensesneesneans 8.1

Creating a Committees ReCOTd.........ccceeiiiiiiiiieiieieeee et 8.2

Creating CoOmMMItEEE TEIMIS. ......eeivieiieieeieriiesieesiee it ettt e e te ettt esieesaeesseesseesseeseens 8.3

Adding Members from @ VIEW ........cceeiieiiiiiiieieeie ettt sttt 8.4

Adding Members from a RecOrd..........ccoiiiiiiiiiiiiieieieee e 8.7

Editing Member Information.............ccoccerieiierieieee e 8.8
Objectives

In this section, users will work with the Committee Management application. When finished,
a user will be able to:

¢ Create a Committee record
¢ Create Committee Terms
¢ Add members to committee terms

» Assign titles and ranks to committee members

Overview

Organizations frequently assemble committees to 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.

Aptify’s Committee Management application provides diverse functionality to address the
varying committee structures of an organization. The Committee Management application
includes two services. The Committees service tracks the overall information about the
committee and its purpose. The Committee Terms service tracks similar information, but the
information is specific to the scope of the particular term. For instance, a committee may be
designed to schedule a particular event, and its mission may be to successfully hold the event
and stay within a budget. A committee term could be created to handle the tasks up until the
event occurs, and then another committee term could be created to handled all the follow-up
tasks. Each committee term could have its own schedule and purpose. 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 would create one
Committee and one Committee Term for each Committee.
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Creating a Committees Record Committees

Creating a Committees Record

[a——

Click on the Committee Management Application, then Committees Service.
Right click the Committees service and select create New Committees Record.
In the Name field, enter X¥Z Finance Committee (XY Z= your initials).

In the Organization field, enter an ID number of 1, click Tab.

From the Committee Type drop-down, select Standards.

In the Coordinator field, enter (number) 1, click Tab to auto-fill.

In the Description field, enter Balance Budget.

In the Goal field, enter Balance Budget.

A e A

From the Reach drop-down list, select National.

. In the Date Founded field, enter a date (ELEVEN MONTHS PRIOR TO TODAY’S
DATE).

—_
=

--Eummittees ID: 4 ;Iglﬂ
=Nl B ERRE S M-SR R AR N T
Marne | ¥¥E Finance Committes |
Parent | [#a]%|
Crganization | ®YZ Organization |H | > |
Committes Type IStandards ;I
General | Terms I Members I'ﬁ} Meetings Ij]F‘deucts I Akbachments
Coordinator | Juan Carlos |H | > |
Description | =YZ Finance Committee

Goals  To pass a sound and balanced budget per wear in a timely manner ;I

[ -

Reach INatiDnaI LI

[rate Founded
¥ Active

11. Click Save.
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Creating Committee Terms

Creating Committee Terms

The Committee Term records tracks individual terms of different committees and their info.
1. Select the Terms tab on your Committees record.
2. Click the New Record button in the toolbar.
* A new Committee Terms record appears.
*  Aptify automatically fills in the Committee field and the Start Date.
In the Name field, enter XYZ Finance Committee 20XX (committee term name.
In the Director field, enter your Persons record name.
Enter the Start Date as (11 MONTHS PRIOR TO TODAY’S DATE).
Enter the End Date as (1 MONTH IN THE FUTURE FROM TODAY’S DATE).

A

=
HESE =Ml e o5 e sy -ag @0,

Mamme | *¥Z Finance Commitkes 2006 |

Committes | #¥Z Finance Cornmitkes |H | = |

Director | Miller, Tan/kKurmpulan Guthrie Berbad |H|X |

General |Meetings I Members | Mominees | Active Members I In-Ackive Members | Atkachments

Fa_r]
|EET S

Start Dake | 1/1j2006

Fa_r]
|EETS

End Date | 12(31/2006

Term Email | | |

Goals

Accamplishments

Surmnrnary

[ allow Duplicate Members

7. Click Save and Close.
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Adding Members from a View

1. Click on the San Francisco Student Members View shortcut.
2. Select the first Person in the view.

3. Click the Add Persons to Committees... button.

5 = ¥ BY nPlace Edt -.,:% ﬂj] Reports ) Add ToList B g'j s El Previem l@ = 1‘;} %

I First Mame Lask Mame Campany Title
4 Baka Lambert Okboman President
346 Pablo Harris Ottoman Advertising Manager
£33 Edward King Ottoman Director, Sales
1030 Valerie (Garmer Otkoman Marketing Senior Direckor
1372 Jessica Hale Ottoman Advertising Associate WP
1714 Yale Wade Ottoman Director, Information Technology
2056 Gary Carter (ttoman Marketing Director
2398 ia Johnson Ottoman VP, Research

4. Click No to add all Persons in the view, when prompted.

Add Person To Committees Wizard

&dd all af the people in the view ko committees?
Click ¥es to add all people in the view to committees
Click Mo ko add anly the selected rows ko cammitkees
Click Cancel bo nok add any people ko commitkess,

Yes Mo Cancel

5. From the Filters options in the Select Committee Terms window, select All Committee
Terms.

* This displays all Committee Terms in the system regardless of their Start/End
Dates.

6. Select the Selected checkbox for each of your XYZ Finance Committee terms.
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Adding Members from a View

Select Committee Terms -0l x|

¥ Add Person(s) as Member ¢ Add Person(s) as Momines
—Filters
{~ Current Committes Terms £ Past Cammittes Terms  © Fukure Committes Terms % All Commitkee Terms
Selected 10 Zommitbes Term Start Date End Date Reﬂ
O 33 Board of Directors 2007 BOD 1/1 2007 1231 2007
O 41 Furniture Standar 2007 Standards C 1)1 2007 12)31 2007 J
46 wYZ Finance Comr XYZ Finance Comr 112007 12)31 /2007
O 22 Audit Commitkee | 2006 Audit Commi 1)1 2006 12)31)2006
O 10 Board of Directors 2006 BOD 1/1 20086 1231 /2006
O 32 Furniture Standar 2006 Standards C 1)1 2006 12)31)2006
45 %7 Finance Comr %¥Z Finance Comr 1/1/2006 1231 /2006
O 71 Audit Committes | 2005 Audit Commi 1/1,/2005 12/31 2005 =
1| | 3

(a]4 I Zancel |

10.
I1.
12.

13.

14.

15.

16.

17.

Click OK.

Click Yes to confirm the addition of the people from the view to the selected committee
terms.

Click OK when prompted that the people were successfully added to the committee
terms.

Open the All Persons view and sort the records by ID (if not already sorted).
Select the first record.
Hold down the CTRL key and select the second record.
*  Two records should now be selected.
Click the Add Persons to Committees... button.
When prompted, click No to add only the two selected Persons to committees.

Select All Committee Terms from the Filters options in the Select Committee Terms
window. Re-sort the Committee Term records by ID if they are not already sorted this
way.

Expand the box to full screen to see all fields. Place a check mark in the Voting Member
box (far right) for your XYZ Finance Committee 20xx term only

Place a check mark in the Selected box for your XYZ Finance Committee 20xx term only.
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Select Committee Terms _|a] x|

8.6

¥ Add Person(s) as Member ¢ Add Personis) as Nominee

—Filters

™ Current Committee Terms & Past Committes Terms

{~ Future Committee Terms ¢ All Committes Terms

Selected D0

37
33
41
46
o
10
32
45

OO xOdnoil

Committes Term Skart Date

Audit Commitkes 2007 Audit Commi 1/1)2007
Bioard of Directors 2007 BOD 112007
Furniture Standar 2007 Standards C 1)1)2007
%¥Z Finance Comr ¥YZ Finance Comr 1)1)2007
Audit Commitkes 2006 Audit Caommi 1/1)2006
Bioard of Directors 2006 BOD 112006
Furniture Standar 2006 Standards C 1)1)2006
%¥Z Finance Comr ¥YZ Finance Comr 1)1)2006

18. Click OK.

End Date

04

Raﬂ

J

mE

Cancel |

19. Click Yes to confirm the addition of two people to the selected committee terms.

20. Click OK when prompted that the people were successfully added to the committee

terms.

21. Open the second record and select the Committees tab.

* Note that this screen now displays the person’s Committee Term.

22. Close the record.
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Adding Members from a Record

1. Open the Persons record created at the start of the class.
Select the Committees tab.
Click the Add to Committees button.

From Filters options in Select Committee Terms window, select All Committee Terms

A

In the Voting Member box and the Selected box for your XYZ Finance Committee terms,
place a check mark.

6. Inthe Rank column for each term, Enter 2.

Select Committee Terms _ 1Ol =

| @ Add Person(s) as Member ¢ add Personis) as Mominee ‘

Filters
" Current Committes Terms ¢ Pask Committee Terms & Future Commitkee Terms %0 All Committee Terms ‘

Selected ji] Committes Term Start Date End Date Ra;l
(] 41 Furniture Standar 2007 Standards C 1)/1/2007 121312007
46 ®¥YZ Finance Comr x¥Z Finance Comr 1712007 12351 /2007
[ 22 audit Committee | 2006 Audit Corarni 171 /2006 1213112006 J
[l 10 Board of Directors 2006 BOD 141 /2005 1213112006
(] 32 Furniture Standar 2006 Standards C 1)/1/2006 12[31 /2006
(] 45 ¥YZ Finance Comr x¥Z Finance Comr 1)1 /2006 121312006
[ 21 Audit Commitkes | 2005 Audit Commi 171 /2005 1213112005
O 9 Board of Directors 2005 BOD 112005 12312005 _|LI
| | 3

oK I Cancel |

7. Click OK.
8. Click Yes to confirm the addition to the selected committee terms.
9. Click OK when prompted that Person was successfully added to the committee terms.

*  Committee terms should now appear Persons record’s Committee tab. A user can
edit or delete a Person’s Committee term settings by right clicking on an entry.

o x|
HSHEX EMEE 2xrce g Ga+as @0
Mame I ;I | Dave | | | | o'Connel | I ;I

Title | Director Training |

Company |:i‘l | Pl |

£ contact I—:? Details IG(} Membership I ﬁ Functions I.%’ Contact Log |Orders |\Q Subscriptions I'ﬂ} Meetings |
42}\ Commitkees |& Analysis I fumards | i Pictures I .+ Comments I Attachments |

Aadd ko Cormmittess

Committee Term |'v'0ting Member |Rank |C0mmittee Mame |Person Title |
x¥Z Finance Committes (| 0 X¥Z Finance Commitkes
®¥Z Finance Committes O 0 ®¥Z Finance Commitbes

10. Close the Persons record.
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Editing Member Information

1. Open the previously created X¥Z Finance Committee record.
2. Select the Members tab.

e This tab displays all of the members of all of the Committee Terms. Note- those
members who are in both Committee Terms are listed twice (once per term).

'I%-Eummittees ID: 4 ;lglﬂ
X BHGE 29 0 gHG0 O 00,

Marne | #¥Z Finance Committbes |

Parent | ‘H %
Qrganization | ®YZ Qrganization ‘H | x |
Committee Twpe IStandards j

i 1D Mernber Term Rark -
| 4 Lambert, Baka/Otkaman ¥YZ Finance Commitbes

346 Hartris, PablofOttoman | Y2 Finance Cammitbes

658 King, Edward)Cttoman | ¥¥Z Finance Committes
1030 Garner, Yalerie/Ottomar ¥YZ Finance Commikbes
1372 Hale, Jessica/Ottoman  ¥YZ Finance Commikbes
1714 Wade, Yale/Ottorman  ¥YZ Finance Comnikbes
2056 Carter, Gary/Ottoman | ¥¥Z Finance Committes

2398 Iohnson, ¥iafOttoman | ¥YZ Finance Commitbes
1 Baldwin, Siesha/Danube ¥¥7Z Finance Committes -
4| | 3

[ T B | |0F4pages |9?2 Recards

o o o o o o o O O

[
Select the Terms tab.
To open the Committee Term record, double-click XYZ Finance Committee 20xx.

Select the Members tab.

A

To open the corresponding Committee Term Members record, double-click the first
record entry.

7. In the Rank field, enter 1.

8. In the Title field, enter Chairman.

9. Change the Start Date to 1/1/20xx and the End Date to 12/31/20xx.
10. In the Voting Member box, place a checkmark.
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| Members Record
| General | k

Commitkee Term | A E Finance Committes 2006 |H | * |
Member | king, Edward/Stkoman |H|X |
Fank | 1 |

Title | Chairrnan |

Rols | E3ES
¥ wating Member

Region | |

i

Start Date | 1/1/2006

End Date | 12/31/2006

Goals | | ﬂ

Accomplishrments

Summary

K Cancel

11. Click OK.
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8.10

_(o) x|
|g%ﬂ-_§'ll>< HJ.;E-I '_‘}}_&} By _IJ%E‘F{:J ‘Pj @0;

Mame | %YZ Finance Committes 2006 |

Commitbes | wNE Finance Cormmiktes |:H | * |

Direckor | Miller, Ian/kumpulan Guthrie Berhad |ﬂ | > |

General | Meetings | Members | Mominees | active Members | In-Active Members | Attachments |
5% S ) reports add ToList B @, | & =) 5 B

1D Member Rank. - Title
1030 Garner, Yalerig/Okkamar 1

12. Open the second Committee Term Members record.

13. Change the Start Date to 12/1/20xx.

14. Change the End Date to yesterday.

15. Click OK.

16. Click Save to save these changes to the Committee Terms record.

17. Click the In-Active Members tab.

*  That person should now be listed as an inactive member since term has expired.

18. Select the Nominees tab.

19. Open a new Committee Term Nominees record.

20. In the Member ficld,enter Jensen, Pamela. (This field links to the Persons service.)
21. In the Title field, Enter Secretary.

22. In the Rank field, enter 3.

Nominees Record

Genetal |

Member | Jensen, Pamela/old World Delicatessen |:H | * |

Title | Secrekary |

Rark | 3

Surnrmary

23. Click OK.

24. Save and Close the Committee Terms record and then the Committees record.
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Products & Inventory

O DJECEIVE ...ttt ettt ettt ettt et e e st e st e st e s bt e bt e bt e seenseenbeeabeenbeeneesatesaeesseesneenseeseens 9.1
Understanding PrOQUCES........c..ooiiiiiiriininireeteeneeeete ettt 9.2
Creating a New Products Record.........cccceeviiiiiiiiieiiieieieee ettt 9.3
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Objective

In this lab, users 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 a Kit Product
* Creating an Inventory Location
* Creating a Product Inventory Ledger
* Creating a Product Inventory Ledger Entry
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Understanding Products

Product Types

Aptfiy 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

Publications

Meetings

Expos

Housing

Classes

Publications, Meetings, Expos, 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 Publications product
type is selected, a Publications tab appears on the Products record. Additionally, extended
order detail forms are defined for products with product types of Expos, Meetings, and
Housing.

Product Types are configured by administrators.

Product Categories

Product Categories are configured by users and group similar products together. Users can
create product hierarchy of categories and sub-categories. Users can also create General
Ledger (GL) Accounts that flow down to new products in a category. 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

1. Select the Product Maintenance Application and note the dashboard shortcuts.
Click the New Products Record button on the dashboard.
In the Name field, enter X¥Z Product (where XYZ are your initials).

> won

In the Category field, enter Books/Publications. Click Enter.

*  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.

-

{ﬂ Mew Products Record F=R(EeR
S ERTE 225 aheR 02 @0k

Mame | ¥¥Z Product

Category | Books/Publications |ﬂ |F
Type | Publication |z|
Parent Product |H

Version Number

DistributionType | Hard Shipment |z|

Top Level Item
Currently Sold

| m3

Available On
Available Until

| =3

Description

5. Click Save.

Aptify End User Training Manual 9.3



Creating a New Products Record Products & Inventory

GL Accounts Tab
1. Select the Accounting > GL Accounts tab.

¢ Notice how six GL Accounts are listed. These accounts flowed down from the
Product Category.

Inventory Tab
1. Select the Inventory tab.
2. In the Require Inventory box, place a checkmark.

] ,_ﬂ MNew Products Record = E=E| 5 -
e b B = M (E 2 R S e @O

Mame | XYZ Product

Il
s

Category | Books/Publications |H |)"
Type | Publication El
Parent Product |H

&Q, Subscription I . Comments I Publications I achm

General I_" Details I =] Web I Prices I Hi 0 Inventory Jl szcembly I_Zl Accounting

Quantity On Hand Quantity Shipped
Quantity Reserved Quantity On Order

PurchasesfAdjustments Iﬂil Vendors | ¥ On Order I

Ave. Lead Time | 0

Default Inv.l ocatio
[C] Require Inwventary

FEIE
B

Cost Method

[] tnclude In Shipping Calc.
[[] Drop Ship

[C] Make Internally

[C] reguires Fulfillment

[C] Allow Backorders

3. Inthe Re-Order Qty ficld, enter 100.
4. In the Minimum Stock field, enter 500.
5. Click Save.
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Understanding Pricing

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
*  Group Discounts
Provide discounted prices if customer orders specified number of units or above
* (Can Combine multiple pricing features
For example, an early bird special for members only
*  Support for prices in Multiple Currencies

The Order Entry System automatically selects the correct price based on membership, order
date, and/or order quantity.

Pricing Can be set at three different levels:
*  Organization
*  Employee
e 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. (In other words,
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 (keep in
mind that 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.

Aptify End User Training Manual 9.5



Organization Pricing Products & Inventory

Organization Pricing
[ organizations1iz RS T=TE

e B &y K im M o ] L R 2al pEn G a2 @ O o

Marne |Sampcn Haoldings, Inc.
Parent | [#a]x]
ts | attachments |
i|95 Emplovees

+ Divisions{Subsidiaries | % Accounting |

Fed Tax # | |
Own Type | =l

Primary Sharehalder | |

Rewvenue | $0.00
Established :
Fiscal Year End :

Order Entry Permissions
I Allows Price Owverride I Allows Price Seleckion

I allow Free I allow Related Product Prompt Close

Employee Pricing

BN EHAEE e s @0 Y
Mame IMr. =1 | Juan |I:I | Carlas | I |
Title | WP, Marksting |
Oroanization | Sampco Association EES
Supervisor | John Samuels EES

Departrment I v| Position Code I vl

& Comments | Attachments |

7l Conkact > skills | Personal | @ Direct Reports | %8 Contact Log |3 Topic Codes |
“Web Page | |ﬂ |
Referral Type I _vl
Referred By | [#a]>]
Linked Person | [#a]><]
Pay Rate | $0,00 | Bil Rate [$0.00
Diate Hirad

Date Terminated

r—Order Entry Permissions
I Allows Price Override I Allow Related Product Prompt Close
I allovs Price Selection

I allovs Free

Product Pricing

43 10| =]

Al Products 11

il g ¥ Mg E e sa md Gt O e
rame | Sampen 10-Gallon Hat
Cateqory [HatsfAccessories [#a]><]
Parent Praduct | [#a[><]

] subscription | = Commerts | attachments |
General | & Details | o] web % Prices Hierarchy | @ Inventary | Assembly | = Accounting |

[l Pricing Table {Settings | advanced |

Min Price | $0.00

I Allow Free
I Allow Price Override
I allow Price Selection
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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. On your X¥YZ Product record, select the Prices tab.
2. From the sub-type area, open a new Prices record.

» To do this, on the sub-type toolbar, click the New Record... button or right-click
in the gray area and select New from the pop-up list.

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).

AN

From the Type drop-down list, select Base Price.

Prices Record

General | currency |ﬁl¥f Rounding |:_" Filter Rule I_{ Comments I
Mame | Member
Price | $100.00 [[] Includes Tax ] Default

Member Type | Member El
Include Sub-Member Types

Type % of Base

Start Date [=1| End Date =
Minimum Quantity | 0
Maximum Quantity | 0

Pricing Rule |H

Description

OK and New] I Ok I I Cancel

7. Click the OK and New button.
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8. Note on the Product record in background, the Member Price record appears in the
Prices tab.

\ﬂ} Subscription | o Comments | Publications | Attachments |
zeneral | = Details | o] web o Prices

8= Higrarchy |,,r,] Invenkory | Assembly | | Accaunting
{a.| Pricing Table |Settings | Advanced |

BE X Mrd & # & & @

Mame Price Includes Tax | Member Type | Start Date | End Date | % of Base | Minimum Quantity
Member 100,00 O Member 1]

9. In the Name field, enter Non-Member.

10. In the Price field, enter $0.00.

11. From the Member Type drop-down list, select Non-Member (if not already selected).
12. From the Type drop-down list, select % of Base Price.

13. In the % of Base field, enter 200.

-

)
AN Products ID: 9922 [ | ]
= RN, B RS MR R R VRS SN X T i i

Name | X¥Z Product

Catecory | Books/Publications |-i':'i|'>i
Type
Parent Product | | |~H|

\ﬂ, Subscription I_{ Comments | Publications I Attachments I
General I—_: Details I ] Web L. Prices IJ::-‘_ Hierarchy I.;J Inventory I Assemblyl_ﬂ Accounting

{4 Pricing Table | Settings | Adwvanced |

E‘__]_; & Find ?ﬁ@&ﬂ

Name Price Includes Tax | Member Type | Start Date End Date % of Base | Minimum Qi
Member 100.00 = Member 0
MNon-Member  200.00 [ MNon-Member 200

14. Click OK. Click Save.

* 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.

Important Note: Filter Rules is an available and valuable tab under a Prices record. Filter
Rule records can be set up to cross reference specific areas/services to set a particular price.
For instance, a user could tie a discount to the amount of Continuing Education Credits a

Bill To Persons has or to the number of Classes they have taken in a particular year.
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Creating a Related Product Prompt

A Related Product is considered to be an additional product that can be seen as an accessory
or a cross-sell product. The related product will appear next to the Order form, as a separate
window when a user places an order.

For example, if an organization is selling a subscription for maga-
zines, the related product may be a travel bag at a discounted price.

L.

e A o o

Related Products Record

From the XYZ Product record, select the Details tab.

Select the Related Products sub-tab.

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.

In the Prompt Text field, enter the Financial Planning Available.

In the Web Prompt field, enter the Financial Planning Available.

General

L& Camments I

Related Produck | Financial Planning | +y | > |

Product Relationship Twpe | Accessory |H | = |

|7 Active
Start Date | 2/10/2009 =

End Date | | _"|

W &t Prompt Operatar

Prompt Text  Financial Planning is an accessory to XVE Product, and it ;l
is awailable for only $10. Ask the member if hefshe is
interested in purchasing the produck today.,

[

v web Prompt

‘Web Prompt Text

(a4 Cancel |

9. Click OK.

*  When a user takes an order for XYZ Product later in this class, a pop-up dialog
box will appear to inform them that there are related products available.

10. Save and Close the XYZ Product record.
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Inventory Objectives

Because users checked the Require Inventory button under the Products, Inventory tab,
they will have to set up and understand:

* Creating an Inventory Location
* 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 stored in multiple warehouses and transferred between as necessary

* Inventory records configured by the organization’s Accounting department

3 Services related to Inventory Management:
Inventory Locations (ILs)

* Inventory Location must be identified first. For physical products, the location is
a bin or pallet location in the warehouse.

*  For meetings, it would be a block of seats available in the meeting room.
Product Inventory Ledger (PILs)

e Product Inventory Ledgers must be created next. Each Inventory Location will
have a ledger for each product it contains. These Ledgers are used to house 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 its own product inventory ledger. Led-
gers are only created once at the creation of a product.

Product Inventory Ledger Entries (PILEs)

* Inventory transactions — 4 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

e Automatically generated during batching process

e Each PILE is tied to a PIL

* A saved PILE cannot be modified

* Use an Adjustment PILE to make corrections if necessary
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Creating an Inventory Location

Creating an Inventory Location

[a——

$ ® N kv

Return to the Product Maintenance Application.

On the dashboard, click the New Inventory Location button.

In the Name field, enter XYZ Warehouse.

In the Description field, enter Contains XYZ products.

In the Organization field, enter 1.

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 field, enter 500.

10. In the Manager field, enter John Samuels (this links to the Employees service).
11. Click Save.

F-

. Mew Inventory Locations Record

bl Sy Oy = M

| B3

(=[5 ]S

R T S @G;

i

Generalhlﬁ-ﬁ Product Inventory Ledger I‘ Pr

Mame | X¥Z Warehouse

Description

Oraanization

X¥Z Organization

Type

Max Units
Replenish Level
Replenish Quantity
Height

Depth

Replenish Source

Manager

Ein El Status
5000 Weight Units
500 Max Weight
500 Linear Units
0 Width
0

Allow Direct Fulfillment

John Samuels

Active
Pounds
a
Inches

0

[

|3
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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 a user tracks inventory must have a Product Inventory Ledger assigned to it.

1. Select the Product Inventory Ledger tab on the Inventory Locations record created
previously.

2. Click the New button in the toolbar to open a new Product Inventory Ledger record.

« Aptify fills in the Inventory Location field automatically since the user opened
this record from an Inventory Location record. A user can also open new Product
Inventory Ledger records directly from the Product Inventory Ledger service.

3. In the Product field, enter XYZ Product.

f:ll Product Inventory Ledger ID: 355 El@
HESHEX =MD 25 %a G a2 @0
Product | X¥Z Product |-3‘3l|)‘~
Inventory Location | XYZ OraanizationXYZ Warehouse |.}3.|)=.
Comments
Attachments

Product Inventory Ledger Details |57 Product Inventory Ledger Entries

Quantity OnHand
Quantity Available
Quantity Reserved

Quantity Shipped

Quantity Balance

4. Click Save.

* Note that the Product Inventory Ledger Entries tab is now active.
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Creating a Product Inventory Ledger Entry

Users will utilize 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 tab.

2. Click the New Record button and open a new Product Inventory Ledger Entries
record.

*  Aptify fills in the Product Inv. Ledger field automatically since a user opened this
record from a Product Inventory Ledger record. A user can also open new Prod-
uct Inventory Ledger Entries records directly from the Product Inventory Ledger
Entries service.

3. Inthe Description field, enter Add 1000 units.
4. In the Quantity field, enter 1000.
5. In the Unit Cost field, enter $20.00.

| 95| New Product Inventory Ledger Entries Record (o[- (] I
WSS E8EE 282kl ag @0, '

Product Inventory Ledger Entry Transactions | Attachments |
General |:@ Product Inventory Ledger Entries |
Product Inv, Ledaer | ¥¥Z Produd-XY7 Warehouse |-H|:H'
Original PILE |4

Description | Add 1000 Units

| Date | 10/31/2011 o Type | Purchase (=]
: Quantity | 1000
Unit Cost | $20.00 Currency Type | US Dollar |4 [x
Quantity Balance Entry Qty. Balance

6 -Click Save.
7. Click Close.
8. Note the Product Inventory Ledger record, then Save and Close.
9. Refresh, then Save and Close the Inventory Locations record.
10. Open the XYZ Product record (dashboard, Find Product).

e A user can access the Products service and their custom views from either the
Inventory Management or the Product Setup and Maintenance application.

11. Open the record, then select the Inventory tab.
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12. Notice that the Quantity On Hand field reads 1000.

MName XYZ Product

Catenory | Books/Puhlications |H |}"
Type
Parent Product |H

gQ._ Subscription |‘£« Comments | Publications I Attachments I

General I—:? Details % Hierarchy @9 Inventory | Asszembly |EI Accountil

Quantity On Quantity Shipped

Quantity Reserved Quantity On Order
| Inventory Ledger I
General |-§ Dimensions Iij Purchases/Adjustments Ilﬂt Vendors | 58 On Order
Re-Order Qty. | 0.0000 Ave. Lead Time | 0
Minimum Stock | 0

Notification Employes |H

Default Inv.Location |H
[ Require Inventory
Calculate COGS

Cost Method

[7] Include In Shipping Calc.
[7] Drep ship

[[] Make Internally

[] Requires Fulfillment

[[] Allow B ackorders
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General and Prerequisites Subtabs

Two additional areas that are useful for product configuration are the General and Prerequi-
sites subtabs found under the Details tab.

General Tab

The 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. Select the Details tab.
2. The record should default to the General subtab.
3. Check the Open Order Line on Add checkbox.

*  Checking this box automatically opens up the Order Line on an Order form when
the product is added.

»  Useful feature when additional information is required on an order such as addi-
tional shipping info, booth info for an expos sale, registrant info for a class, etc.

4. Check the Allow Description Override checkbox.

» Feature enables users to type over the Product Description that is auto-added
when a product is ordered.

»  Useful if particular instructions are needed regarding a particular product on a
specific order.

E ACCOUNting bscription Il'f Comments I Attachments |
Genera ®] web I':L_j Prices |_::-‘_ Hierarchy I§ Inventory I% Assembl}ll

o bl tEs IE] Prerequisites I
‘@ "% Related Products ID Topic Codes I Standing Orders IE, Part Of I Tasks I
Topic El
Code
Organization | Sampcofssaciation |H|'>*
Committes |H
Prev.Version |H
Base Produd | Sampco Baseball Hat |’H |'>*'
Chapter Assignment Rule El

z

QrderLine Description
Order Line Fields

Open Order Line an Add
Allow Description Overrid
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Prerequisites Tab

The Prerequisites enables users to set up prerequisites for a product. Clients will only be able
to order a product if they meet the prerequisites set up under this tab.

1.
2.
3.

b

6
7.
8
9

10.
I1.
12.
13.

Select the Prerequisites subtab.
Check the Require Prerequisites checkbox.

Observe the Prerequisites Failure Message and the Web Prerequisites Failure Mes-
sage linked fields.

» 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 on the Prerequisites Failure Message link to open a blank record.

In the Name and Base String fields, 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.

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.

In the Operator field, enter Exactly Matches.

In the Value field, enter the State from step 5 above.

Save and Close the Products record.

E Accounting E) Subscription |!1,‘ Comments | Attachments |
General ﬁ_’ Web |11 Prices |‘ Hierarchy |§ Inventory |§ Assemblyl

General |'_' Topic Codes | Standing Orders |E, Part Of | Tasks |
", Attributes [z | Prerequisites

Require Prerequisites

Prerequisites Failure Message | Purchasee must be from State of Massachusetts to purchase. |H|){

Web Prerequisites Failure Message |H
Filter Rules
# Service Field Operator Value
p |1 |Bill To Person State Bxactly Matches | MA
*
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Creating a Kit Product

Kits are products that contain two or more products and 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. Inthe Name field, enter XYZ Kit Product (where XYZ are your initials).
4. In the Category field, enter Books/Publications.
e The Product Type ID should be set to Publications.
5. Click Save.

Assembly Tab
1. Select the Assembly tab.
2. From the Kit Type drop-down list (red), select the Kit Product type.

98]

Click the Assembly Using Inventory From Sub-Products checkbox.
* Notice that the Assembly functionality is now active.
In the toolbar, click on the New record icon to open a new Parts record.
In the Sub Product field, enter X¥YZ Product.
In the Quantity field, enter 1.

N v s

In the % of Revenue field, enter 75.

Parts Record

General |

sub Product | ¥YZ Product |H | > |

Cauankity | 1 |

% of Revenue | 75|

Carmments

(04 Cancel

8. Click OK.
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9. Open another new Parts record.

10. In the Sub Product field, enter Sampco Baseball Hat.

11. In the Quantity field, enter 1.
12. In the % of Revenue field, enter 25.
13. Click OK.

,r_[l Mew Products Record

= NN, e ERS)

® | =

PEn G A @'0:

[=llE s

Name | X¥Z Kit Product

Category | Books/Publications

Type | Publication

Parent Product

\ﬂ)_ Subscription |4{ Comments | Publications |
General I = Details I ®] Web I'ml Frices Id:_ H

Kit Type | Kit Product

Attachments |

Assemble using Inventary from Sub-Products

4%
[=]

4

rarchy |4:,1 Inventory Assembly |_Z| Accounting |

=]

= Mrnd # # & & @
Sub Product Quantity | % of Revenue | Comments
¥¥Z Product 1 75
Sampco Baseball Hat 1 25

14. Click Save.

Prices Tab

1. Select the Prices tab.

Click the New Record button.

Add a Member Price of $105 for each kit.
Click the OK and New button.

A i

Click Save and Close.

Product Grouping

Add a Non-Member Price of $210 for each kit. Mark this price as the default.

» Easy way to add multiple products to an order in one operation

* Setup like a Kit product
e Group itself is not added to an order

*  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

Within Aptify, once 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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Types of Orders

The Aptify Order Entry system enables organizations to process any type of transaction
within one module. A single order can combine different types of transactions. For example, a
service representative could process a new membership, register that individual for a meeting,
and sell a book all in one transaction with one invoice.

In Aptify. all income-generating items are classified as products. including booth space at
expos, meeting registrations, subscriptions and membership dues. Aptify has developed a

sophisticated method of tracking the extended information associated with these complex
transactions within the Product Service/Order Entry system. Unlike some generic products
that encourage workarounds to handle these types of transactions through a centralized Order
Entry system, Aptify was designed to handle all transactions.

The Aptify Order Entry system provides full-feature order and payment processing. The
Order Entry system has the following features and capabilities:

e Orders can be placed for multiple and diverse products on the same invoice.

e Orders and Payments records automatically pull address information from
customer records for shipping and billing addresses saving order processing
time.

» 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.

* 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. To accommodate this, Aptify has a deferred income option that can
automatically generate scheduled transactions over a given time period to recog-
nize the income as it is earned.

e 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 gives users the hands-on knowledge and experience of ordering a product and
viewing the decrease in inventory. Normally, Orders would be done using a user’s
companies E-Business web site OR by using a wizard - see the next exercise. An Order
would NOT normally be created by using a Persons record - users are doing so in this
exercise to see features - such as advanced addressing - that would not be accessible via the
web site/wizard.

1. Open the Persons record.
2. Select the Orders tab.
3. In the toolbar, click the New Record button to open a new orders record.
*  New Orders record displays: Aptify automatically fills in fields, including:

*  The Ship To information (Name, Company, Address, etc.) since the form
was opened from a Persons record.

* The Date field with today’s date.

Mew Orders Record
WS EREE 2Rkl o2 @0

Al

(4]
fdd Customer | ¥ chipping I_:l Accounting I ¥} Caﬂcellatioﬁ' » Subscriptions I .« Messages I Attachments
Order Date| 10/31/2011 |" Order Addresses
Ship ToAdd
ship To | @'Connell, Dave fAptify |.H|}; ay - ~ Ship ToAddress
Ship To Company | Aptify |.H|); Line 1| 25 Faorest Avenue
Billing Same as Shipping Line 2
Bill To M Line 3
\ Bill To Company M ‘ City, State ZIP | Fairfax
Customer Type: County | Fairfax
Non-Member/Non-Member Country | United States
Campaian |.H
 Ship To Phone
chip Type | U.5. Mail E

e Am4 mmen

*  Note that the same address information that was added to the Ship To section is
also added to the Bill To section. To specify different Bill To information,

4. Remove the check mark from the Billing Same As Shipping box.
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5. To the right of the Ship To field, click the Addresses button (record center).
»  This button is circled in the following figure.

*  Clicking this button displays a drop-down list that contains all of the addresses
associated with the Person and the Company (including the addresses found on
the Addresses tab).

6. Select Ship To Person Addresses > to use the address added to the record’s Addresses
tab in the previous Companies & Persons exercise.

7. Of the choices, select Home.
*  Note: Ship To address information changes to the Home address.

:‘ Mew Orders Record

===
HS ERGEH & e aEhEs a2 @0,
Order Entry - O'Connell, Dave /Aptify
i Customer |':: Shipping I:l Accounting | % Cancellations | ] Subscriptions I_( Messages | Attachments I
Order Date| 10/31/2011 = Order Addresses
W4 Shio ToAddres: 1 B 8 a2
Ship To| 0'Connell, Dave/Aptify [ T PemnAr - — RN S
| or
e |H|>‘ Wt Ship To Company Addresses  » m[
Billing Same as Shipping
2 ™ ¥t Bill To Person Address » [
;,  Bill To Company Addresses 3
Bill To Company m i fan va  [=][22102
Customer Type: County | Fairfax
R Country | United States E
Campaign #4
| + Ship To Phone |z|
Ship Type | U.5. Mail Iz‘
1 571 || 421-8260 X
Order Source | Walk-In Iz‘

8. From the Billing Same as Shipping box, remove the check mark.

9. In the Bill To field, the person and Bill To Company then populates automatically.

10. On the right side of the order, under Order Addresses, use the address drop-down list to
switch from the Ship To Address to the Bill to Address. Note that the Bill To Address
still uses the original address (note when toggling between the Ship To Address and Bill
To Address using the address drop-down list).

11. Next to the Ship To field, click the Addresses button, and from the pop-up list, select
Person > Vacation Address.

* The Bill To address is updated to use the vacation address entered previously.

12. From the drop-down list items, click between the Bill To and the Ship To.

* Notice that there are now specified different Bill To and Ship To addresses.

13. In the Find Products field, Enter your XYZ Product, and click the Tab key.

14. In the Quantity field, Enter 1.

15. Click the Add button (right of Quantity).

104

¢ An Order line is added to the form for 1 unit of the XYZ Product.
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Lines

Find Product |

ooct 1L | Product Description
9922 XYZ Product

0rderType|Regu|ar |2“ orderStatu5|Tak.en lz“ | Ship Partial | Order Totals
PaymentType| Purchase Order |Z|| 8- Initial Payment Amount Shipping @
PO # | | CashComnl[  [M[X] Handing[ 000 @
Terms| | PavmentSCheduIeType Tan @
ue Date | & currency Type[UsDollar_ [] o swoaq]

16. To delete an order: Highlight Order Line 1 (as shown in Figure 10.3) and click the Delete
key. Click Yes to confirm the deletion of the order line.

17. In the Find Products field, enter X¥Z Product and click the Tab key.

18. In the Quantity field, enter 2 and click Add, which initiates the actual order.
* An order line for 2 units is added to the Order at $200 each for a total of $400.
*  The related product prompt appears to the right of the form.

19. In the Price field, click the 200.00 to display an ellipsis (...) button.

20. Click the ellipsis button and review the available prices for this product.

»  Note that this person is charged $200 since this person’s Member Type is Non-
Member. The Member Type is also reported below the Order Level field on the
Order form. It should read Non-Member.

21. From the drop-down list, select 100 (the member price).
22. When prompted if a user is overriding the automatic price, click Yes.

*  The price updates to $100/unit and the Order Total changes to $200.

Find ProduCt‘ |ﬂ|>\'| BLakiy

Line|Type| ProductID‘Product |Descripﬁon |Quantib,r |Price |Discount |E1rtended
1 @ 9922 XYZ Product 1 §200.00 0

Summary
Order Type| Reqular |ZH Order Status ‘ Taken |ZH | Ship Partial | TCTES
Sub-Total
payment'ﬁfpe| Visa E‘ Sy v  Initial Payment Amount £200.00 Shipping @
I €C Account #| 1234567890 1234 | Cash Control #[x] Hand\ing @
[ CCExp Datz| 1/24/20%% ﬁ csc Payment SChed”'ET‘”’e Ta)( @
authCode | | Curency Type[UsDolsr  [] T sl

|
CC Auth Type 12 [=] Order Level | Regular =] Balance $200.00
| Save for Future Use

23. Select the Payment Type drop-down.
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24.
25.
26.

27.

28.
29.

30.

31.

From the Pay Type drop-down list, select Visa.
In the CC Account # field, enter 4123 4567 8901 2345 (any 16 digits beginning with 4).
In the CC Exp. Date field, enter a date two years from today’s date.

Note: On the training server, users can enter any value in the Acct # field since it is not
configured to validate credit card numbers through Paypal. On a Live system, users
would only use valid credit card numbers provided by a customer/member.

Check the Save for Future Use checkbox(towards bottom right); this enables users to
reuse the CC on subsequent orders for this Person without having to re-type.

Note: This function must be enabled per payment type under the Order Entry Admin-
istration application, Saved Payment Types service.

Click the Save button.

The system prompts users that this order can be shipped because all of the products on the
order have:

*  The Requires Fulfillment box cleared (this box is on the product form’s Inven-
tory tab)

*  The product has available inventory (Requires Inventory box is checked and
this product is stocked in the warehouse).

On the order prompt screen asking if the user wants to have the item shipped, click No.
(Later, in another exercise, this order will be manually shipped).

Close the Orders record.

Aptify End User Training Manual



Order Entry

Creating a Multi-Line Order

Creating a Multi-Line Order

In this exercise users will enter an Order 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 the quickest/most efficient way to handle a standard order. 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.

L.

2
3.
4

Click on the Order Entry application to open the dashboard.
Click on the New Order Wizard button.
In the Ship To field, enter your Persons name and click Tab.
Click the Next button.
8 New Order Wizard l ‘ . l =Tre &1
Order Date| 12/28/2013 | Order Type| Regular [=] Order Source | Walk-In [=]
/a;-.\ Ship To| Baldwin, Aiesha/Danube Partners [#a]x Bill To 3
ug Ship To Company | Danube Partners [FES Bill To Company m
Billing Same as Shipping Customer Type:
Currency Type| US Dollar El Corporate Member/Non-Member
8 - Order Addresses
+ Ship ToAddress E‘ A1 3 &=
Line 1 | 910 Southwest Union Avenue
L Line 2
_ - Line 3 N
> Specify Customer Info
Add Products City, State ZIP | Palo Alto cA El 94301
Enter Initial Payment County | Santa Clara "
Country | United States E| |
Ship To Phone Iz‘
1 650 750-9187 x
Back Finish
In the Find Product box, enter 16 and click Tab.
Click the Add button.
*  The system will add the 16 oz. shot glass to your order.
In the Find Product box, Enter Arm and click the Tab key (arm chair fills in).
Click the Add button.

e The system will add the Arm Chair product to your order.
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9. Click the Next button.

— —

B New Order Wizard

Customer Type:
Corporate Member/Non-Member

Find Product

[#[>] quantity 1

Line | Type| Product ID| Product

| Desaription [Price

| Quantity

|Discourt | Extended ]

@

Specify CustomerInfo
> Add
Enter Initial Payment

140 33 16ozSampcoGlass
L 48 Arm Chair

160z Sampeo Glass
Arm Chair

1
1

$16.00 0
£250.00 0

$16.00
£250.00

| Campaian |

[ Order Totals

tl Ship Type | U.5. Mail

.

e E—
Handling s0.00| @
=L aud

|
|
|
I
I
L

Help I

10. Select the Saved Payments icon next

to the Payments Type drop-down.

11. Float the cursor over the Persons selection.

12. Click to select the Credit Card information that displays to the right. Note the informa-

tion autofills.

13. Click Finish to place the order.

Note that a user is not prompted that this order qualifies for auto-shipment since

both products have the Requires Fulfillment box checked on their respective

Products records.

- —
'8, New Order Wizard -
CC Account # Persons
ccep Date’—@ csc Companies
‘ e | romentscheduteipe[Nene  [7]
ce T 1 =
Save for Future Use [] Suppress Confirmation Emails
Specify CustomerInfo
Add Products
» Enter Initial Payment
I
|
l
| Help Cancel | [ Back || Next __Fmish

14. Click Yes to create another Order.
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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.

From the Order Type drop-down list, select Quotation. Change Order Source to
Phone.

:2 Mew Order Wizard

A O i

10.
I1.
12.
13.
14.
15.
16.
17.

Aptify End User Training Manual

> Specify Customer Info

Order Date| 12/30/2013

Order Type| Quotation

Ship To | Baldwin, Aiesha/Danube Partners
Ship To Company | Danube Partners
Billing Same as Shipping C

)

Currency Type

Order Addresses

a4 -

In the Ship To field, enter the persons name. Click Tab to auto-fill. Click the Next button
To the Order Line, add your XYZ Product.

Click the Next button. Click Finish - quotations do net require payment information.
Click No to create another Order.

Click on the My Orders Today shortcut (Under the Orders Shortcut Group).

Orders Quotations |

B 5| X 2] b [ Reports M| ) AddToLit B @y & | A5 B B T E D

1D Order Date Linel_ProdudMame Grand Total Order Status
9363 10/31f2011 XYZ Product £200.00

Balance
£200.00 Taken

Double-click on the Quotation entry created above to open the Orders record.
Change the Order Type from Quotation to Regular.

Select the Saved Payments icon next to the Payments Type drop-down.
Float the cursor over the Persons selection.

Select the Credit Card information that displays to the right.

Click Save.

Change the Order Status from Taken to Shipped.

Click Yes to indicate that all items in the order have been shipped.

Click Save and Close.

Click the Refresh button on the My Orders Today view.

The Quotation is changed to a Regular Order.

10.9



Ordering a Product w/Related Product Prompt Order Entry

Ordering a Product w/Related Product Prompt

1. Click on the New Order Wizard (Order Entry Dashboard).
2. In the Ship To’s Name field, enter 1 and click the Tab key.

e Information from the Aiesha Baldwin record (who is Person ID 1) automatically
populates the Name, Company, and Address field on the Ship To and Bill To sec-
tions.

3. Click Next.

4. Create an order line for the XYZ Product. User should try to do this on their own. Other-
wise, follow these steps:

* In the Find Product field, enter XYZ Product and click the Tab key.
* In the Quantity field, enter 1.
*  Click the Add button.

5. Notice that the Related Product Prompt configured in the previous exercise now
appears to the right of the Wizard. Drag the prompt to the center of the screen.

Related Products: X¥Z Product (3504} g

Product Product Relationship Type | Comments
4 Financial Planning BCcessory Financial Planning is an accessory o ¥¥Z Product,
+ and it is available for only $10. Ask the member if
hefshe is interested in purchasing the product today,

» Users may receive an error message if attempting to close the Related Product
Prompt. An Allow Related Product Prompt Close option on the Employees
form’s Details tab can be enabled in order to allow users to close this pop-up.

6. Double-click the plus (+) sign in the column on the far left of the dialog to automatically
add one unit of the Financial Planning product to the order.

7. Click the Next button.

8. Next to the Payments Type drop-down, select the Saved Payments icon.
9. Float the cursor over the Persons selection.

10. Select the Credit Card information that displays to the right.

11. Click Finish.

12. Click OK.

13. Click Yes to create another Order.
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Ordering a Kit Product

1. Enter your Persons info for the address info.
2. Click the Next button.
3. Create an order line for 1 unit of your X¥Z Kit Product.
*  The price of the order is the kit price and not the sum of the individual products.

4. To the right of the Add button, click on the Expand checkbox to see the components.

-“- e —— - - * I (i

Customer Type:
Corporate Member/Non-Member

Find Product | ] quantiy | [ Add | Expand Kits

Line | Type Product ID| Product Description Quantity Price Discount | Bxtended
1 ﬁ 9923 X¥Z Kit Product 1 £105.00 0

5. The components of the Kit product display.

Lines
Find Product | ]| uanty | 1] add ¥ Expandkits
Line | Type Product  Product Description Quantity Price Discount | Extended
1 fﬁ 3506 W2 Kit Product 1 480,00 0 $50,00
fﬁ 3504 W2 Product 1.0000 $0.00 0 $0.00
Al 42 Sampeo Baseball Hat Sampco Baseball Hat 1.0000 $0.00 0 $0.00

Click the Next button.

6
7. Next to the Payments Type drop-down, select the Saved Payments icon.
8. Float the cursor over the Persons selection.

9

Select the Credit Card information that displays to the right.

10. Click Finish.
11. Click Yes to create another Order.
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Processing a Price Adjustment

Aptify allows users to make price adjustments to an order. This ability will override any
prices that are set in the system. This assumes that the Order Entry Permissions for the
Organization, Employee, or Order allow users to override prices.

1. Create an order for 10 units of your X¥Z Product.

*  The Order line uses a price of $50 per unit, which is the Group Member price you

created for the product.

2. Click in the Price field to display an ellipsis button.
3. In the price field, double-click to edit the price.
4. Enter 60 in the Price field.
5. Click out of the Price field and select Yes when the price override prompt appears.
*  The price changes to $60/unit on the Order line and the Order Total updates to
$600.
Taken By ‘ Dave O'Connell |ﬂ | B ‘ Country IUnited Kiqdom -|
S ‘ |ﬂ|>&' ‘ |7 Aptify Order Enktry
Carnpaian ‘ |ﬂ|>{ ‘ E @ ::lﬁﬁ:::ds;rliged a price different From the system
The system will no longer calculate pricing Far this
order line. Do you wish ko proceed?
Lines |
Yes Mo
Find Product [B[x] quartity | 1
Line |Type Produck Product Description Quankity Price Discount | Extended
1 % 3504 %2 Product 10 $60.00 [...| o $500,00

10.12
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Making a Partial Payment for an Order

In some cases, a customer/member may make only a down payment at the time the order is
taken.

1. Click on the New Order Wizard (Order Entry Dashboard).

2. Create an order line for 1 unit of your X¥Z Product.
3. Select the Saved Payments icon next to the Payments Type drop-down.
4. Float the cursor over the Persons selection.
5. Select the Credit Card information that displays to the right.
6. Change the Initial Payment Amount from $200.00 to $100.00.
l o - | e— — ——— - - - o

Payment Type | Visa El Q_-:J - Total

CC Account #| 3432434324324 &_ Initial Payment Amount $100.00] 2P

CC Exp Date | 12/30/2015 T=| Csc Cash Control [
Auth Code Payment Schedule Type | None El
CC Auth Type Order Level | Regular El
[[] save for Future Use [] suppress Confirmation Emails

7. Click Finish.

8. Users can process additional Payments by using the New Payment button on the Order
Entry dashboard.
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Paying with a Purchase Order Order Entry

Paying with a Purchase Order

1. Open a new Order.

2. Create an order line for 3 units of your X¥Z Product.

3. Double-click the far left, non-editable field in the order line to open the Order Line
Details window.

Lines

Find Product |

ine |Type Produck Produck
3504 X¥Z Product

4. Change the Quantity from 3 to 5.
5. In the Discount field, enter 25.

*  This will apply a 25% discount to the order line.

HOrder Lines Record

i3Eneral | Ship Ta | . Comments |

Quantity [5 | Price | $100.00 |Dis-:u:uunt

Inventory Location | BYE Organization!syE warehouse - fisle 44 Shelf B |ﬂ | > |
[T Mot Returned To Stack

Campaign Code | |ﬂ | * |
Chapter | |ﬂ | * |
Descripkion | ;I

[

6. Click OK.

* Notice that the Quantity, Price, and Discount fields have been updated based on
the changes made in the Order Line Detail window.
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Order Entry Paying with a Purchase Order

7. Select the Customer tab (if not already open).
8. Click the Ship To Company link to open the XYZ Company record.
9. Select the Details >>Organization tab on the XYZ Company record.

10. Confirm that the Credit Status is set to Approved and the Credit Limit is set to
$10,000.00.

*  Only Companies or Persons that have Credit Status set to Approved and a Credit
Limit that is greater than the Order Total can use a Purchase Order to place an
order.

11. Close the XYZ Company record.

12. Set the Payment Type to Purchase Order under the Order’s Payment heading.
13. Enter 23 as the PO #.

14. Click Save and click No when asked if the user wants to ship the order.
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Marking Orders As Shipped Order Entry

Marking Orders As Shipped

Once the products in an order have been shipped to a customer/member, users will need to
change the Order Status from Taken to Shipped. For accounting purposes, General Ledger
(GL) entries are created once an order is marked as shipped.

A user can manually open each Orders record and change the Order Status to Shipped (as
done for the Order in Exercise 3) or a user can use the Marked As Shipped function
(described in this exercise).

1. Observe the Orders Over the Last 30 Days view on the Order Entry dashboard.
2. All Orders should have a Taken By status.

Button Bar =

By )
Refun

Find Payment d Wizard Shipping Dashboard

e
i x]
New Order Wizard Order Cancellation

New Payment

2 & % | S W Reports | B AddTolist B[ @) & | ] Preview | A | [d B & = 55 4 CB

jin] Date Ship To Compamy Ship To Name | Order Type | Total | Balance Status
10091 12/28/2013 Danube Partners AieshaBaldwin Regular 19.95 0.00 Taken
10092 12/30/2013 Danube Partners AieshaBaldwin Quotation 12.00 12.00 Taken
10093 12/30/2013 Akebono Cryoaenics Incomorated Athena Scott  Regular 200.00  100.00 Taken

Orders Over the Last 30 Days  [1]

3. Click to select all entries in the view.

4. Right click anywhere in the view and select Order Options > Marked as Shipped.

ID Date Ship To Company Ship To Name | Order Type | Total | Balance Status
1 Nl R 4 ’ Cibe Aiesha Baldwin Regular 13,95 0.00 Taken
i e hecon " lieshaBaldwin Quotation 1200  12.00 Taken
1 Open Record Crl+0 Ly sthenascott Regular 20000 100.00 Taken

Delete Del

( Orders Options ¢ Mark as Shipped % >
Add to List s
. Create Order Batch
Report Wizard Ctrl+R feate Lrder Bete

5. All Orders that qualify will now be marked as Shipped.

* Orders in a quoted status will not be shipped; only orders that have a payment
associated with them can be shipped.

*  This function is generally reserved/accessible for users who will be doing the
actual packaging/shipping of the product. This function is also applicable to vir-
tual products that not need to be packaged, but do need approval to be shipped

6. Refresh the View and confirm that the Order Status is Shipped for the Orders.
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Order Entry Canceling an Order with the Order Cancellation Wizard

Canceling an Order with the Order Cancellation
Wizard

In this exercise, users will cancel one of the X¥Z Product Orders from a previous exercise.
1. Inthe View of Orders over the Last 30 Days, select the first order listed.
2. Click the Order Cancellation button on the dashboard.d

5 . i
Button Bar
IB

Mew Order Wizard Order Cancellation Find Payment

| ¥ 5 I Reports M Add To List B |
1D Date Ship To Company Ship Tao |
10091 12/28/2013 Danube Partners Aiesha Bz
10092 12/30/2013 Danube Partners AieshaB:
10093 12/30/2013 Akebono Cryogenics Incoporated Athena S

[+]
]

‘roducts Sold Today
r the Last 30 Days

3. Review the welcome screen and click Next.
4. In the Order field, enter the first order number.
5. From the Cancellation Reason drop-down list, select Incorrect Product.

* Employee should populate automatically based on your user’s Employees
record.]

Aptify Order Cancellation Wizard - |I:I|ﬂ

Step 1: Specify an Drder
Flease spedify the arder which you would like to cancel, Alsa, ensure that the value For

/‘\ employves is correctly entered,

| E :_:B

Taken By | Dave O'Connel |.H | x |
Order | 3860 A
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Canceling an Order with the Order Cancellation Wizard Order Entry

6. Click Next to continue.

7. Place a check mark next to the XYZ Product order line to indicate that both units are
being returned.

Aptify Order Cancellation Wizard i [m]

Step Z: Specify Order Lines
Flease specify one ar more lines to cancel, Also, indicate the quantity which should be cancelled,

To see order line details, dick in the Product column, check Al | check None |
Line | Produck Cuankity Zancel Quankity
i w¥Z Product 2.0000 Z.0000
z Sampeo T-Shirk 4,0000 0

[™ Return Shipping Charge

[T Include Cancellation Fee Product

Product I j
I—

Cancel I Back | Mext | Firish I: l
a0

8. Click Next to continue.

9. Using the wizard, a user can either keep credits that result from a cancellation on account
to apply against future orders (as a Credit Memo) or a user can refund the amount. In this
case, select Refund.

»  The Refund Amount is automatically calculated to equal the Cancelled Amount.
A user can specify a lower refund amount but not a greater one (the Refund
Amount must be equal to or less than the Cancelled Amount).

Aptify Order Cancellation Wizard oy ]

Step 3: Refund or Credit
Would you like the resulting credit to be refunded to the customer of retained on account? Only
if the First pavment toward this order was a check will this wizard allow a check to be issued as a
refund,

Balance

{¥ Keep On Account
" Refund

Cancel Back | Mext I Finish I{1
2
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Order Entry

Canceling an Order with the Order Cancellation Wizard

Figure 10.1
Cancellation
Order

10. Click Next to continue.

11. Click Finish to generate the cancellation order.

12. When prompted, click Yes to open the cancellation order and review its details.

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.

HBDX BMAEE 2% % 9660 +00 @0,
Order Entry - Aaronson, Edward /Danube Partners
fit# Customer |':f: Shipping |_Z‘ Accounting I & Cancellations I\ﬂ) Subscriptions I_._; Messages |_‘ Attachments I
Order Date 4 Order Addresses
Ship Ta baronson, Edward Janube Partners |H|>ﬁ &y - ‘/ Ship ToAddress |z| =] \3 &=
Ship To Company | Danube Partners |H|>‘ Line 1| 210 Southwest Union Avenue
[¥] Billing Same as Shipping Line 2
Bill To Er) Line 3
Bill To Company M4 City, State ZIP | Palo Alto ca lz‘ 94301
Customer Type: County | Santa Clara
Corporate Member/Non-Member Country | United states B
cemosn |H + ship To Phone |z|
Ship Type | U.S. Mail lz‘
Order Source | Walk-In lz‘ 1 || 650 || 750-9187 x
Lines
Find Product |ﬂ Quantity Add @
Line | Type Product ID | Product Description Quantity Price Discount |Extended
1 g 3507 XVZ Product ¢ -1.0000  $100.00 0 (5100.00])
Summary
@EFT‘;DE ) order Status | Taken El " Ship Partial | Order Totals
sub-Total
Payment Type - Initial Payment Amount Shipping 3
PO # Cash Control ) Handling i
Terms Payment Schedule Type — -
Due Date Currency Type S
OrderLevel | Regular lz‘ P

13. Change the Order Status to Shipped and save the order.

A user need 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

14. Close the cancellation order.

15. Click No when prompted to cancel another order.

Aptify End User Training Manual
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Objective

In this chapter, users 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 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

Users can use the Payments service to create additional payments

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

11.1



Making a Payment Payments

Making a Payment

Summary Area on an Order Record

Payment Type | Pre-Paid Check |Z| &S~ Initial Payment Amount Shipping
Check Number| Cash Control _m Handling

Order Type| Regular lz‘ Order Status | Taken | Ship Partial

) ©

Bank| Payment Schedule Type | None

|

| el Ta
AccountNumber| | Currency Type | US Dollar

|

|

e

Total

eacn|
IIIIII

Branch Name| Order Level | Be_gular Balance

Ly

Users should access the Summary area to record any payment at the time of the order.

Users should open a separate Payments Record (from the Payments service) to record an
installment payment or balance payoff.

Payments Record

Locate Order/Invoice with Balance Due

HhOGX SME ] n k) ahG o oS0

Tk b [T L
B e d, oo (The Cracher o K ordwSewch. | grdees | peees |
Compary [The Cracies Box .

Paymment Unes | Dt | sutherizations | G Ertries | 42 Interation | Conmerts |
gal- N MEEENN

=7 —
F4

Payment Lines: Applies a specified
amount to an Order or Order Line Payment Total

When a user takes an order with a payment on it, the system automatically generates this
record.

Payment Lines - reflect payment made to the order. Automatically assumes full payment.
If not full payment, the user can double click on the item and change the information.

If a user knows what the order the payment is for, they can use the accounting tab of that
order to generate this form.
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Payments Multiple Payments to An Order

Multiple Payments to An Order

1. Order an XYZ Product from your Persons’ record Orders tab.
2. In the Summary area, enter the payment type.

3. In the Initial Payment Amount field, enter in half of the total amount that is due for the
order (as illustrated in Figure 11.1).

* Note that a user cannot enter a partial payment using a Purchase Order payment
type, as a purchase order is a promise to pay the full amount.

OrderType‘ Regular |Z|| Order Status | Taken |ZH | Ship Partial ‘ Order Totals
Payment Type ‘ Visa E” SR Tnitial Payment Amount ssuu.c@ Shipping @
CC Account #‘ | M;‘mﬂ Handling@
€C Bxp. Date i) Pavments«:heduleTy’pe Taxﬂ)
Security # Currency Type[UsDollr  [-] Total
cC Auth Cod| | orcerLevel poance[ _stoooon]
CC Auth Type | NA ]

4. Click Save. Click NO to not ship the order.

* Note that the Balance field reflects an amount due after applying the partial pay-
ment.

5. Select the Accounting tab and then click the Order Payments sub-tab.
» The system will display past payments applied to the order.
6. Click the New Record button to open a new Payments record.

» The system automatically displays the payoff amount of the order. For this exer-
cise, the payment amount will not be in full.

T —

Hebe ZMcE 280 hegae @0
Taken By | Adam Smith ||:H |‘2<.’_ Droanization | 5ampoo Holdings

Person | Baldwin, AieshafDanube Partners ||:H |‘2<.’_ |
Cu::mDarr'r| Canube Partners |ﬂ|}< | [ Order Search ] [ Order # ] [ Inve

Payment Lines | Detailsl Authorizations | GL Entriesl AP Integration | Comments |

BE X Mrd & ¢ & & @

|0rder |App|ies To | Is Tax | Order Line # |Amount | Payment Amount | Comments
£500.00 Payment on Order ID: 985

9857 Entire Order 0 50

[
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Multiple Payments to An Order Payments

114

7.
8.
9.

10.
I1.
12.
13.
14.

Double-click the Payment Line to open the Payment Lines record.
In the Amount field, enter half of the payoff amount.
Update the Comments to indicate that this is a partial payment.

P -

Payment Lines Record

General | © Comments
Applies To |Entire Crder E
Order | 9857 |ﬁ|}:

Crder Dekail

amount | $250.00| ¥y

Click OK.

On the new Payments record, select the Details tab.
From the Payment Type drop-down list, Select Visa.
In the CC Account # field, enter 4111111111111111.
In the CC Exp. Date ficld, enter 12/31/2014.

E5 Mew Payments Record EI@
HHd BERETE o9 %6 &6 Ce @0

Taken By | Adarn Smith |-H |)&' Draanization | Sampeo Holdings, Inc. |-H |)i'
Person | Baldwin, Aiesha/Danube Partners |-H |){
Company | Danube Partners |-H |}s‘ | Order Search ... | | Order # | | Invoice # |

Payment Lines  Details | ajthorizations | GL Entries | AP Inkeqration | Comments |

Payment Status | Posted E‘ Payment Type | Wisa E| -
Pavment Level | Regular lz' CC Account # (4111111111111
Cash Contral Bakch |-i‘!l CC Exp. Date l12/31/2014 | =l

Payment Date | 11/1/2011 Security #

Deposit Date | 117172011 ZC Aukh Code
Effective Date | 11/1/2011 CC Auth Type
Service Charge Account E‘
Service Charge | $0.00
Refund

Currency Tvpe | US Dollar E‘

Status Info
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Payments Multiple Payments to An Order

15. Click Save and Close.
16. Return to the Order Payments sub-tab on the Orders record.
* Notice that the payment appears on the order.
17. Click Save.
18. Create another payment to pay off the remaining balance on the order.
* Review Steps 6 through 15 if assistance is needed with this step.

19. Click Save and Close.
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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. Open the New Order Wizard (Order Entry dashboard).

2. Create an order line for your XYZ Product.
*  The total should be $100.

3. From the Payment Type drop-down list, select Purchase Order.
4. Inthe PO # field, enter 555.
5. Click Finish.
6. Repeat steps 1-4 (use 556 for the PO #).
7. Observe the Orders over the Last 30 Days (Order Entry dashboard).
8.  Write down the TWO PO Order IDs:
Order Entry Dashboard
Buttan Bar
y D S = By el
New Order Wizard Order Cancellation Find Payment Mew Payment Refund Wizard
HEH BS A | S M Reports | )] Add ToList E| @y % | [57] Preview | A | [ & & =F 5a
-,g E‘ : | jin] | Date | Ship To Company | Ship To Name | 0rderType| Total | Balancel
5 =] 10091 12/28/2013 Danube Partners Aiesha Baldwin Regular 15.95 0.00 Taken
&R w 10092 12/30/2013 Danube Partners Ajecha Baldwin Quotation 12.00 12.00 Taken
g E 10093 12/30/2013 Akebono Cryogenics Incorporated Athena Scott Regular 200.00 100.00 Taken
=] ey
£ B
(=]
g
S

9. From the Order Entry dashboard, select New Payments button.
10. Click the Order # button and enter the ID for one of the orders written down in Step 8.

anmen! E DEU =

Enter the Crder ID

9358

11. Click OK.

* A payment line is added for the full amount remaining on the order entered.
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Payments A Single Payment to Multiple Orders

12. Click the Order # button again and enter the ID for the other order from Step 8.
13. Click OK.

* A second payment line is added to the form.

=&

DS EMLE 5% PEhGT a2 @0,

Taken By | Adam Smith |ﬂ |‘K | Drganization | Sampco Holdings, Inc. |ﬂ|‘){ |
Petson | Aaronson, John/Tortugs Restaurante |H|X |
Compan |Tortuqa Restaurante |ﬂ|}( | [Order Search ] [ Order # { [ Invoice # ]

Payment Lines | Detals | Authorizatons | GLEntries | &P Integration | cComments |

BE X Mrid £ 4 8 &1 @

Crder |.0.|:|plies Ta |Is Tax |Order Lire # |.0.mnunt |F‘ayment Amount |Cu:umments

9353 Entire Order i} 100 $100.00 Pavment on Order ID; 9858
6342 Entire Order i} 17.95 $17.95 Pavment on Order ID: 6342

|2 Ikems |

Total |$11?.95 |

14. Select the Details tab.

15. From the Payment Type drop-down list, select Pre-Paid Check.

16. In the Check Number field, enter a check number.

17. Click Save and Close.

18. Open the Orders Over the Last 30 Days view (Order Entry dashboard).
* Notice that the two orders Balance Total is now $0.00.

19. Open one of the orders from step 8 and select the Accounting > Order Payments tab.
* Notice that the payment created appears under the Accounting tab.

20. Close all open records.
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Apply a Single Payment to Multiple Order Lines

At times, customers may only send a payment to pay for one item on a Purchase Order.

1.
2.

S

10.

I1.
12.
13.

14.
15.

Open a new Order from the New Order Wizard.
Create order lines for the following products:
* Line 1: 3 Sampco Baseball Hats
* Line 2: 2 XYZ Kit Product
From the Payment Type drop-down list, select Purchase Order.
In the PO # field, enter 899.
Click Save.
Write down the amount in the Extended column for each order line item.
e Linel:
« Line2:
*  The order should have two order lines.
Save and Close the order.
Click on the New Payment button.
Click the Order # button.
Enter the Order ID from Step 7 and click OK.
*  Aptify adds a payment line for the full amount owed on the order.
Double-click the payment line to open the Payment Lines record.
Click the Applies To drop-down list and select Order Line.

From the Order Detail drop-down list, select order line 1 to apply a payment only
against the Sampco Baseball Hat order line.

On the Payment Lines record, enter the extended amount for Line 1 in the Amount field.

Edit the Comments field and indicate this payment applies to one line of the order.

Payment Lines Record

General |_{ Comments |

Applies To En
Order | 9265 [[x]
Order Detail I j
Amount | $0.00 |[ U5 Dolar e

oK Cancel
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Payments

Apply a Single Payment to Multiple Order Lines

16.
17.
18.
19.
20.
21.
22.
23.

24.
25.
26.
27.
28.

Click OK.
To open a second Payment Lines record, click the New button.
Click the Applies To drop-down list and select Order Line.
In the Order field, enter the Order ID from Step 7.
From the Order Detail drop-down list, select order line 2.
In the Amount field, enter the extended amount for Line 2.
In the Comments field, enter Payment for 2 XYZ Kit Product.
Click OK.

* Note that the Payment Total has increased to cover the entire order total.
On the new Payments record, select the Details tab.
From the Payment Type drop-down list, select American Express.
In the CC Account # field, enter 333331111122222.
in the CC Exp. Date field, enter 1/1/2012.
Click Save and Close.

Aptify End User Training Manual
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Payments

Over Payments

11.10

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.
1. Create a new Order for one unit of the Sampco Baseball Hat product.
2. Enter a PO payment type with the PO number of 778.
3. Save but do not close the order.
4. Select the Accounting tab and then select the Order Payments sub-tab.
5. Right click under the Payments area and select New Record from the pop-up list.
* A new Payments record appears, with a payment line for the balance on the order.
6. Double-click the payment line to open the Payment Lines record.

7. 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.

8. To open a second Payment Lines record, Click the New Record button.
9. Inthe Order field, enter the Order ID for the order opened in Step 1.
10. Leave the Applies To set to Entire Order.

11. In the Amount field, enter $200.

12. In the Comments field, Enter Customer Overpayment.

13. Click OK.

»  The Payment Total updates to $200 greater than the order amount.

STy
o EEE E 2R el e e
Taken B | Dave O'Connell |ﬂ|>{ | Crganization | Sampoo Holdings, Inc, |ﬂ | - |
Person | Aaronson, Edward/Danube Partners |ﬂ|}( |
Cormpan: | Danube Parkners |ﬂ|}( | Crder Search ... I Order # I Inwoice # I

Payment Lines | Details | Authorizations | GL Entries | &P Integration | Comments |

B X #Hrd F & 8 & @

Order | Applies To Is Tax | Crder Line # | Amount | Payment Amounkt | Comments
9566 Entire Order (| u] 19,95

9E66 Entire Order [} [u] 200,00

$19.95 Payment in Full on Order #9566 ko Sampco Basek
$200,00 Cuskomer Overpayrment

2 Ikems

Tatal |$219.95
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14. Select the Details tab.

15. From the Payment Type drop-down list, select Pre-Paid Check.
16. In the Check Number field, enter a check number.

17. Click Save and Close.

18. 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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Objective

In Associations and Membership based organizations, the most important aspect tracked 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.

Recall that Aptify allows 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 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

There are two types of basic subscriptions that will be examined in this chapter:
*  Manually renewed Membership Subscription

e 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

e User clicks the Auto Renew checkbox on the Subscription tab

e Subscription is shipped

*  User can open up the Subscription order that was generated

*  User can open the Renewal tab & click on 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
e Known as a “Bulk Subscription”
*  Specify number of copies on Order Line Details form

*  Order Total increases automatically if the number of copies increases
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Creating a Membership Dues Product

1. 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.

Select the Subscription tab.

In the Subscription Item checkbox, place a check mark.

From the Subs. Type drop-down list, select Monthly.

e T - o R

In the Issues field, enter 12.

e Even though this is a one-year membership, a user configures the Subscription
Type to Monthly with 12 issues to comply with General Accepted Accounting
Principles (GAAP).

9. In the Grace Period ficld, enter 1.
10. Verify that the Restart After Days field is set to 180.
11. Change the Restart By ficld to Restart with New Subscription.

rship I Succession I,ﬂ Issues I i Subscriptions |;j,j Subscription Fulfilments

| subscription Ttem

[=]

Subs, Type | Manthly

Issues | 12 Grace Period | 1

Renewal Behavior
Restart After Days | 180

U = el P estart with Mew Subscription H

/| shows Prompk

Calendar Year Subscription

oF |

Skart Dake
Turnover Date

Prorate Behavior

12. Select the Membership sub-tab (Under Subscription tab).

13. In the Dues Product checkbox, place a check mark.

14. In the Member Type field., enter Member

15. Leave the Member Start Date field set to Use Subscription Settings.
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Web |L Prices I‘:_'-‘_ Hier arichy It- Inventary | fssembly F_l ficcounting | )

ks Attachments

SuCcession I,ﬂ Issies I\*} Subscriptions Il‘]-é Subscription Fulfilments I

Creating a Membership Dues Product

General i Membership

Dues Produck
Member Tvpe

ermber Start Diate | Use Zbscription Settings |z|

16. Select the Accounting tab and verify that the Deferred Income checkbox is checked.

17. Select the Prices tab.
18. Add a default Non-Member price of $500.
19. Add a Member-Renewal price of $250.

é,, Subscription | L Comments I Attachments I
General |*§'¥ Details | |#] web L Prices |“=:-‘_ Hierarchy |‘}Inventnry| Assemnbly | %] Accounting

| Pricing Table |Settings | advanced |

BAE X Mrd & # & & @

Mame Price Includes Tax | Member Type | Start Date | End Date | %% of Base
Mon-fember S00.00 O Mon-Member
Member-Fenewal 0,00 O Member

20. Save and Close the record.
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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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Membership Dues & Subscriptions

Ordering a Membership Dues Product

This exercise demonstrates how a Non-Member places an order for a dues product and how
their Non-Member status automatically changes to a Member status.

1. Open a Persons record.
2. Select the Membership tab.
3. Note that the Member Type, Co. Member Type, and Root Co. Member Type are set to
Non-Member.
ﬁ_ PersonsI0: 2529 EI@
HEE X =R E s sal 3G SO @0
MName El Dave O'Connell El
Title | Training Manager
Company | Marriott International, Inc. |1ul|)‘
Member Type: Member
Company Member Type: Non-Member
"&} Meetings |4L, Committees | ¥ Analysisl Awards | & Pictures | .+ Comments | Attachments |
E;] Contact | = Details 53' .ﬁ Functions | % Contact Log | Orders |\ﬂ,, Subscriptions |
Member Type | Non-Member
Co. Member Type
Root Co. Member Type
— = = Dues Information
Organization | ¥X¥Z Organization |-)‘!]|)‘
|Individual -
Status | Active
Last Dues Amount
Functional Title Last Pay Date
TER TS Dues Paid Thru
Directory Rank | 0 e Beta | =
Exdude From o =
Mail Fax Email V| Directory Termination Date | ]
Mail Code State Senate
Carrier Route State House
US Congress County District
4. Select the Orders tab.
5. In the toolbar, click the New Record button.
6. Create an order line for 1 unit of X¥Z Membership Dues. (Find XYZ membership prod-
uct, click ADD)
7. Enter payment information (use either Pre-Paid Check or a Credit Card). If CC, checkbox
at bottom labeled, Save for future use.
8. When asked if the user wants to ship the order, click Save and click Yes.

Click the Refresh button.

Member.

12.6

Notice that the Customer Type reported on the Order changes to Non-Member/
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Ordering a Membership Dues Product

Order Entry - 0'Connell, Dave,/Marriott International, Inc.

BaEustome ¥ shipping |:‘ Accourting [ F Cancelations |\u, Subscrintions | 4 Messages | /0 Attachments |
Order Date Order Addresses
SipTo " #E S
ahip To Compary Lire 1
/| Eiling Same as Shipping Ling 2
Bil To. Line 3
Bill To Company Ciby, State ZIP
Customer Type: Courty
Hon-Member,Member Country
Campaign M
Ship Type | U.5. Mal E|
Order Source | WalkeIn E| X

9. From the order record, select the Subscriptions tab.
* Notice that a Dues Subscription was created for this order.
10. Save and Close the order to return to the Persons record.
11. At the top of the Persons record, click the Refresh button.
12. On the Persons record, select the Membership tab.
13. Note the following changes that were made to the Membership tab:
*  The Member Type has changed to Member.

¢ The Dues Information section is now filled in.

ﬂ_ Persons ID: 2529
HEE:X EMoE s 98w +a2 @6 .

Marne El Dave C'Connell El

Title | Training Manager

Compary | Marriott Inkernational, Inc., |-H|)i

Member Type: Member

Company Member Type: Mon-Member

'&} Meetings Iq: Cammittess I‘:, Analysis I Amards I--l Pickures I .« Comments I Attachments I
gﬂ Contact I-: Details  Hdd Membership‘fl# Functions |% Contact Log I Orders I\EL Subscriptions |

@nber Type | Member El

Ca. Member Type

Root Co, Member Type
Dues Information \

Organization | $YZ Organization |H|)‘ | —— |
Individual -

Status | Active
Last Dues Amount
Functional Tithe Last Pay Date

Contack Rank
onkack Ran Dues Paid Thru

o

Directary Rank p
rectary Ranl Join Date [ 107202000 [
Exdude From

Mail Fax Email

Termination Date | ]

}

/| Direckory

Mail Code
Carrier Route

US Congress

State Senate
State House

County District

14. Close the Persons record.
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Manually Renewing Memberships/Subscriptions

12.8

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. Click the Membership dashboard.
2. Observe the All Active Subscriptions view.
3. Select the Membership Dues subscription at the very top - sorted by ID.

4. Click the Subscription Renewal Wizard icon in the View Toolbar.

5% S ) reports AddTolist B2 & LY

10 Subscriber SubscriberComparny Produck

1836 Spencer king w47 Subscripkion

5. When prompted that the user is renewing 1 subscription, click OK.

Aptify Subscriptions

@ Are wau sure yau wank ko renew 1 subscripkion?

(nls I Zancel

6. Inthe Due Date field when prompted, enter the last date of next month.
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Enter Date ¥alue x|

Renewal Due Date (3172009 =

Ok, I Cancel |

7. Click OK to continue.
8.  When prompted that the renewal process is complete, click OK.
*  Aptify automatically created an order quotation for the subscription renewal.
9. Click the Order Entry dashboard
10. Look under the Orders Over the Last 30 Days view.
11. Locate the most recent order whose Ship To Name is your Person

e This should be the order in the view with the highest ID number since it was the
last order created by the system using your Employees record.

12. Double-click to open the quotation order.

Lines
Find Product [aa Quantity Add
Line | Type Product ID | Product Description Quantity Price Discount |Extended
1 ﬂ 3510 XYZMembership Dues Individual Sub: Dave O'Connell. Start: 11/2/2012 # Copies: 1 1.0000 £0.00 0 50.00
Summary
Order Type| Quotation @ Order Status | Taken E Ship Fartial Order Totals
Sub-Total
Payment Type | Purchase Order |z| - Initial Payment Amount £0.00 Shipping i
PO # | RENEWAL Cash Control [ Handling ;
Terms Payment Schedule Type Tax 5
Due Date | 12/31/2011 = EISRVRITE Total
OrderLevel | Regular
raerhee & lz‘ Balance

13. Change the Order Type from Quotation to Regular.
14. 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.

15. Click Save and click Yes to ship the order.
16. Select 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 on the Marketing tab 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. Click the Order Entry Application
2. Click the New Order Wizard.

3. Enter a persons’ record information. Create an order line for 1 unit of your XYZ Sub-
scription product.

4. Open the Order Lines record by double-clicking the orange box to the far left.
5. Select the Subscriptions tab of the Order Lines record.

COrder Lines Record

General | Ship To  Subscriptions | ° Comments

In Memory OF |-H
In Honor Of |-H
Recipient | O'Connell, Dave/Marriott International, Inc. |-H|)'~
Recipient Compamy M
Purchase Type | Individual E Subscription Copies | 1

Subscription Start Date | 11/7/2011

Agent Order Number
| Auto Renew

0K | | Cancel

Check the Auto Renew checkbox.
Click the OK button.

Finish processing the order in the New Order Wizard.

=N

Ship the order from the Orders Over the Last 30 Days view.
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Fulfilling the Auto-Renewal Standing Order

1. Click the Membership dashboard.
Observe the Active Standing Orders view.

Select the Membership Dues standing order at the very top - sorted by ID.

Sl

Click the Standing Order Fulfillment Wizard... button in the View Toolbar to launch
the wizard.

j{u] ShipTa ‘oCom| BillTo |2Camp Type Frequency e Cre:  Payment Tvpe  ment 1 xpire

11 O'Connel, Dave/s¥¥Z Corporat O'Con xYZ C Frequency Annually J2nna 3 Wisa [201E

5. Click Next to continue.

6. Select the Process Only The Highlighted Records In The View option.

Aptify Standing Order Fulfillment Wizard =t

Welcome ko the Aptify Standing Order Fulfillment Wizard, This wizard will walk,
/ vou through the process of filing all standing orders that have products
=l qualified for distribution or have frequencies where standing orders should be
P = Fulfilled.
s i
— Step 1: Select an option below

{* Process &ll Records In The View 'My Standing Crders'
{” Process Only The Highlighted Records In The View - 1 record(s)

Cancel Back. | Mexk I Finish |

7. Click Next to continue.

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

12.12

Subscriptions - Full Cancellation

1.

2
3
4,
5

Y ® =

I1.

12.
13.
14.
15.
16.
17.

Open the New Order Wizard from the Order Entry dashboard.
Create an order line for 1 unit of your XYZ Subscription product.
Enter the payment information - use saved credit card info.

Ship the Order from the Orders Over the Last 30 Days view.

In the View Toolbar, click the Order Cancellation Wizard button to launch the wizard.

Button Bar /\

.
e

Mew Order Wizard Order Cancellation

Click Next.
In the Order field, enter the ID of the order created above (the subscription).
From the Cancellation Reason drop-down list, select Incorrect Product.

Click Next.

. To the left of the row for the XYZ Subscription order line, place a check mark. Leave

the Cancel Quantity set to 1.
Click Next and follow the on-screen instructions to complete the cancellation process.

*  When prompted to select a balance type, select Refund. If prompted, in the
Check Number field, enter “12345” for the refund check.

To open the cancellation order when prompted, click the Yes button.

When prompted, change the Order Status to Shipped and select Yes.
Save and Close the order.

When asked to process another cancellation, click No and close the wizard.
Open the view of the Subseriptions service.

Double-click the 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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P 5

A, Subscriptions ID: 1834 = ===
HSBESX EREGE on/%a 9wl 92 @0

Subscriber | Zaldwin, Carlos/Hanari Carnes |H |}i’
Subscriber Company | Hanati Carnes |H |)ﬂ'
Recipient | Baldwin, Carlos/Hanari Carnes |H|}ﬂ

Recipient Compan |H
Product | ¥Y2 Subscription |H|)ﬂ

Chapter #

@atus Zancelled @ flurm Zopies
Issues Sent Purchase Type: Individual
Distribution Type | Hard Shipment |E|

Renewal I_._f Camment s | Attachments I
PUfEhﬂEES |"ff Celivery Schedule |f,;,, Delivery Log IL Marketing
BE X EFfnd & # & & @

Order | # Issues | StarkDate End Date | Agent | Agenk Order #
9866 12 11702011 11)8/2011 -1

5567 -1z 1472011 11/7)2011 D

18. Select the Marketing tab.

¢ Notice that the number of Issues Purchased is 0.

19. From the Reason Cancelled drop-down list, select No Longer Needed.

¢ Comments I Atkachments |
i =|Purchases | 7 Delivery Schedule |;;“ Delivery Log % Marketing | Fenewal |

Referred By | |H | =
Campaign | | Y | b

Issues Purchased | a |

# Purchases | 2 |

Reason Cancelled §

Cancel Comments

20. Click Save and Close.
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Subscriptions - Partial Cancellation

[a——

A e I I A o

—_ =
—- O

12.
13.
14.
15.

Step 2: Specify Order Lines
Flease specify one or more lines to cancel. Also, indicate the quantity which should be cancelled. To see order line details, dick in the Product column.

V)1 3511 ®¥¥Z Subscription  Individual Sub: James Cross, Stark: 117772011 # Copies: 1 $39.95 1.0000

Open a new Orders form from the Persons record.

Create an order line for 1 unit of your XYZ Subscription product.

Enter the payment information in the Summary area (use Pre-Paid Check or Credit Card).
When asked to ship the order, click Save and click Yes.

Select the Subscriptions tab to confirm that a Subscription has been generated.

Save and Close the order.

Open a view of the Orders service.

Select the most recent order.

In the View Toolbar, click the Order Cancellation Wizard button to launch the wizard.

. Click Next to begin the wizard.

. Observe that the ID of the order created above (your Persons subscription) is already

entered in the Order field.

Leave the Cancel Reason field blank.

Click Next.

In the checkbox for the XYZ Subscription order line, place a check mark.
Set the Cancel Quantity to .5.

»  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.

| Check All | |CheckN0ne|

Line |Product ID | Product Description Extended | Quantity Cancel Quantit

16.

17.

12.14

Return Shipping Charge Show Cancellation Fee Products

Product

Fee

To complete the cancellation process, click Next and follow the on-screen instructions.
*  When prompted to select a balance type, select Keep On Account.

Click Yes when asked to open the cancellation order.
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18. Change the Order Status to Shipped and when prompted, select Yes.

19. Save and Close the order.

20. When asked to process another cancellation, click No.

21. Open the view of the Subscriptions service.

22. 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 out rather than 1 year).

Renewal I_._{ Camment s | Atkachments I
=] Purchases |L"J; Delivery schedule |r, Delivery Log I:__._.J Marketing |

L

B X MFrd & # & & @

Order | # Issues | Stark Date |End Date | Agent | Agent Order #
9863 12 11742011 Sjg/2012 -1

Paeg -6 11702011 11/7/2011 B

2 Ikems

23. Select the Marketing tab.

24.

¢ Notice that the number of Issues Purchased is 6.

Renewal |_-.i Camment s | Attachments I
Purchases |”:J; Delivery Schedule |I1 Delivery Log

_ . Marketing’

Referred By |H
Campaign |H

( Issues Purchased )

# Purchases

Reason Cancelled | Mok Cancelled |E|

Cancel Cormments
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Objective

In this chapter, users will have the opportunity to work with Campaigns. This includes:
* Creating Campaigns, manually or using the Campaign Setup Wizard
* Creating Campaign Segments to target users’ 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 clerk can specify a campaign for the entire order or
apply the campaign to a specific order line
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Using the Campaign Setup Wizard

Campaigns

Using the Campaign Setup Wizard

The Campaign Management application enables users to incorporate products specifically
tied to a marketing campaign in order to offer discounted prices. Once a campaign is tied to
an order, all products linked to the campaign will display the appropriate discount.

1. Click to open the Campaign Management dashboard.

2. Click the Campaign Setup Wizard button.

Campaign List Builder Campaign Impart.. ‘

All In Progress Campaigns

B3 ¥ S M Reports M| ) AddTolist B 5 | AT S

jin] Name Start Date | End Date | Orders Placed
3 General Marketing Campaign 1/1/2008 12/31/2013 373
4 FURN20 112012 2
5 Meet2013 1f1/2013 35

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.

»  The wizard automatically populates today’s date in the Start Date field. Users
can modify this date as necessary.

6. Inthe Coordinator field, enter the Employee.

7. Select 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.

Campaign Setup Wizard E@g'
Define the campaign
f Flease enterthe description, start date, end date, and coordinator forthe campaign.
el
#
- %{ MName | ¥X¥Z Campaign
/ W Description | Introduce XYZ Product
Start Date | 1/24/20X% @
End Date | 2/24/200%
= Coordinator | John Samuels |H |>"
Cancel Back Mesct Finish

8. Click Next.

9. Leave the Status as In-Progress.

13.2
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10. In the Type field, enter Marketing.
Campaign Setup Wizard E@

Choose a Campaign Status and Type

Imporkant: In order For campaign pricing ko be used,
the status must be set to In-Progress.

. !

) Status | In-Progress EI
Tvpe Marketin |H |>"
- -]
\'ﬁ
[ Carnicel ] [ B ack ] [ Iext ] Finish

11. Click Next.
12. Select No to not add category pricing and click Next.
*  Discount Pricing can be added for a whole Category of different products.
13. Select Yes to add per-product pricing to the campaign and click Next.
14. In the Product field, enter XYZ Product.
15. In the Discount Type column for both Member & Non-Member row, select Discount %.
16. In the Amount field for the Member row, enter 20%.
17. In the Amount field for the Non-Member row, enter 10%.

Carmpaign Setup Wizard R e = |
Enter Product information for this campaign
§ Product | XYZ Product |H |)"
L Currency Type | US Dollar |.H|)"
RI [
%1, Member Type Discount Type Amount Sub Member Type?
" Corporate Member  Discount % 20.0% [}
Individual Member Discount % 20.0% |:|
Member Discount % 20.0% =
MNon-Member Discount % 10.0% [}
Student Member Discount % 20.0% |:|
'\x..:.:-?
[ cCancel | [ Back |f e | Finish

18. In the Amount field for all other Member Types, enter 20%.
19. Click Next.

20. When asked if a user wants to enter another product, select No, and click Next.

21. Click Finish to create the Campaigns record and click OK when the prompt appears.
22. Open the Campaigns record just created.

23. Select the Discounts tab and note how the wizard applied the settings to the record.
24. Click Close.
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Adding Prospects to a Campaign

13.4

A list of prospects can be added to campaigns to identify the target audience for a direct
marketing campaign. Aptify provides several technique to add Persons to a Campaign’s

Prospect List.
1. Open the XYZ Campaign record (if not already open).
2. Select the Prospect List tab.
*  Click the New Record button to open a new Campaign List Detail record.
3. From the Type drop-down list, select Person.
4. Use the Find Items dialog to locate the Habika Harris record (ID 8).
e After selecting the record, Harris, Habika/X.E. Awaken Components Limited
should appear in the Person field.
5. The Prospect Status field should default to Invited.
»  After a Person has responded to the marketing offer, they would return to this
screen and change the Person’s status as appropriate.
ff Mew Campaign List Detail Record . - l — | (=] |_ihr
HESE @M E S ca PRGSO @0
General |l1' Comments | Attachments |
Campaign | XYZ Campaign |H|}~'
Type | Persan |E|
Person | Harris, Habikaf¥.E. Awaken Components Limited |H |F
Compamy |H |
Campaign Seqment |H
[7] I= Generated
Frospect Status | Invited |H |}~'
6. Save and close the Campaign List Detail record.
7. Open a second Campaign List Detail record from the Campaign’s Prospect List tab.
8. From the Type drop-down list in the second row, select Company.
9. Use the Find Items dialog to locate the U. Hardwick Physics AB record (ID 2).
10. Clear the Prospect Status field and enter Invited.
11. Click Save and Close.
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Adding Prospects to a Campaign

12. Open the All View of Persons.
13. In the All View, select the first 8 persons that display.
14. In the View Toolbar, click the Add to Campaign button.

A ¥ B In Place Edit .,:a W reparts {9 fidd To List B2 % = ElPreview i

Dttoman

(=)
L]

(ol Firsk Marne Lask Marne Compary
4 Baka Lambert Cttoman President

346 Pablo Harris Ottoman Advertising Mz
638 | Edward King Ottaman Director, Sales
1030 Yalerie Garner Qtkarman Marketing Seni
1372 Jessica Hale Qtkarman Advertising As
1714 Yale Wade Qtkoman Director, Infor
2056 | Gary Carter Okkoman Marketing Dire
2398 Xia Iohnson Ottaman WP, Research

15. Use the Find Items dialog to select the X¥Z Campaign record.
16. Click OK when prompted to add the Persons to the selected campaign.

Aptify Campaigns

‘ol are abouk ko add & recordis) ko the campaign
list.

Click Ok ko Conkinue

K I Cancel

17. Click OK after the records have been added to the campaign.
18. Open your XYZ Campaign record.

19. Confirm the 8 Persons from the All View have been added to campaign’s prospect list.

Prospect List Tfor XY ampaign
1D Type Person Company | Status Campaign:
3136 Person Harris, Habika/X.E. Awaken Components Limited Invited
3137 Person Baldwin, Aiesha/Danube Partners Invited
3138 Person Wade,Alexandrafl). Hardwick Physics AB Invited 3
3139 Person Scott, Athenaftkebono Cryogenics Incorporated Invited
3140 Person Lambert, Baka/Ottoman Invited
3141 Person Yukon, Dacey/Polyhedron PowerDevices Invited bl
3142 Person Robinson, Emily/WC OsakaTechnologies Group, Inc. Invited -
1 | 1 [ 3
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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, users will create a Campaign Segment for
the XYZ Product Launch Campaign.

1. Open a new record from the Campaign Segments service.

In the Campaign field, enter X¥Z Campaign.

In the Name field, enter SF Student Members.

From the Filter Type drop-down list, select View.

From your shortcuts, select the San Francisco Student Members view.

In the Rank field, enter 1.

= =
/A New Campaign Segments Record [ =HEC ﬁ]

B8 @M E 2S5 ahE-ae @0,

A T

GE"Efilll Campaign Segment Documents | Attachments |

Campaion | XYZ Campaign |H|}ﬂ'

Mame | SF Student Members

Filter Type | View IZ‘
SQL Query

Wiew | 5an Francisco Student Members

Rank|1

L

7. Click Save.
8. Close the record.
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Adding Prospects from a Campaign Segment

1. Open a view of the Campaigns service.

2. In the View Toolbar, click the Campaign List Builder Wizard button.

scripti| art Da 7d Dat|ardina ardina
1 Spring 2009 Membership Campaign Sign w2009 f2009  Tim Jc Tim Jc
2 Summer 2009 Membership Campaign Sign o /2009 2009 Jane § Jane :
3 General Marketing Campaign Demon 2005 [2011 Tan W Ian W
4 ®¥Z Product Launch Campaign Camp. 2009 [2009 Linda Linda
Camp. /2009 2009 Linda Linda

5 ¥¥Z Simple Products Campaign

Click Next to begin the Aptify Campaign List Builder Wizard.

In the Campaign field, enter XYZ Campaign.
Select the Initialize List checkbox.

S

Clear the Preserve Manual List Entries. If this was left checked, the wizard would
leave intact any prospects that were manually added to the list but not add any of the Seg-
ment values.

7. Select No Response from the Default Status drop-down list.

/X Aptify Campaign List Builder Wizard oS
Step 1: Select the campaign and options below and hit 'Mext'to build the lis
/—\ Campaian | XYZ Campaign |H|'>‘

Initialize List
Preserve Manual List Entries

[ Cancel ] [ Back ] [ Mext ] Finish

8. Click Next.

9. When prompted, click Finish that the campaign has been built.

10. Open the X¥Z Campaign record.

11. Review the list of Prospects that were added by the Campaign Builder Wizard.

* Each Person from the San Francisco Student Members view has an entry in the
Prospect List.
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Applying a Campaign to an Order

In this exercise, users will learn how to apply a campaign to an entire order and to each
individual item in an order.

Applying a Campaign to an Entire Order

1. Open the Order Entry Application.

2. Click on the Orders Service.

3. Right click the Service arrow, select New Orders Record.

4. In the Campaign field (left middle portion of record) enter X¥Z Campaign.

e When applying a single campaign to an entire order, a user MUST enter the
Campaign first before adding products to the order.

5. In the Ship To field, enter Mary Warner (use the format: Warner, Mary).

Note that a user can use Campaign pricing with any Person; the Person does 7ot need to be
on the Campaign’s Prospect

List.
Campaiqn | ¥¥Z Campaian M X -
| ‘ ' Ship To Phane E
Ship 1y ; -
1 || 650 || 750-9187 X
Order Source | Walk-In |Z|
Lines
Find Product ‘-H| Quantity Add @
Line | Type Product ID| Product Description Quan Price Discount | Extended n
1 & 9922 XYZ Product 1 gi00.00 0 £80.00 ”

6. Create an order line for 2 units of X¥Z Product.

e Note that the Campaign Discount is applied automatically. Since Mary Warner is
a Non-Member in the example above, the discount is 10%. The specific discount
rate may vary depending on the current membership status of Mary Warner and
her company in the training database.

7. Click Next.
8. Enter payment information on the Payment tab.

9. Save the record and click NO when asked if the user wants to ship the order.

10. Click Save and New.

Aptify End User Training Manual



Campaigns Applying a Campaign to Each Order Line

Applying a Campaign to Each Order Line

1. Enter a Person in the Ship To field. (This is the Persons record created previously).
2. Create an order line for 1 unit of X¥Z Product.

3. Double-click a non-editable field (such as Product name) in the Order Line row to open
the Order Lines record.

4. Enter XYZ Campaign in the Campaign Code field.

*  The system automatically calculates the appropriate discount percentage based
on the person’s and company’s member type. In the example below, the person or
company is a member so the discount is calculated as 20%.

Order Lines Record -

General |_=- Ship To |l\'l Comments |
Quantity | 1 Price | §100.00 Discount | 10.0000
Inventory Location | X¥Z OraanizationXYZ Warehouse |H|}n
Mot Returned To Stock
< Campaign Code | X¥Z Campaign > |H|')&
Chapter | ] |H|
[] Allow Description Override Discount Overridden
| Description I
1
K ] [ Cancel

5. Click OK.
6. Create an order line for 1 copy of the book called The Sampco Way.

7. Double-click a non-editable field (such as Product name) in the Order Line row to open
the Order Lines record.
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Applying a Campaign to Each Order Line

Campaigns

8. In the Campaign Code ficld, enter X¥Z Campaign.

Notice that a discount is applied to the order line. For example, if the person and
company on the order are both non-members, the discount percent is 1%. This
corresponds to the $1.50 discount for non-members specified when creating the
campaign in Exercise 2. (The Order Entry system automatically calculates the
percentage discount: $1.50/$150.00 = 1%.)

9. Click OK to return to the order.

10. Save the record and click No when asked if the user wants to ship the order.
11. Close the order.
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Objective

The Meetings function enables users to track meetings, meeting sessions and meeting
registrants. After completing this exercise, users 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 students 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

14.2

The New Meeting Wizard enables users to create a new meeting based on the information
entered in an already existing meeting. This can save valuable time as Meeting coordinators
often have similar meetings scheduled throughout the year that they can simply copy and then
adjust details concerning such as dates, time, speakers, location, etc.

In this exercise we will use the New Meeting Wizard to copy an existing XYZ Meeting and
make some modifications to make it unique.

1. Click on the Meeting Management Application.
2. Click on the New Meeting Wizard button.

‘ ‘ Meeting Transfer... ‘

Future Meetings

B X S Repors M ) AddTolit ) S A o &

ID | MeetingID Product Start Date End Date

40 40 ¥¥Z Management Conference 12/26/2016 12/30/2016
41 41 Sampco 2014 Annual Canference 5/15/2014 5/20f2014
42 42 Golf Tournament 5/15/2014 5/15/2014

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).

5. Click the Tab button. Click to Select a meeting.
6. Click the Next button.

L4 New Meeting Wizard o] = |

/"\ Welcome to the New Meeting Wizard!
E 1 I This wizard walks you through the process of adding a new meeting to Aptify.
‘1

If you wantto use acopy of an existing meeting as your starting point, select a record using the
Copy Bxisting Meeting link box and click Next. Otherwise, to start with a blank meeting, just click

Next.
Copy Bxisting Meeting | XYZ Meeting 4]
cac o
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7. 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.

8. Change the New Product Name field to your initials plus the word Meeting (i.e. DOC
Meeting).

9. 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
10. Change the End Date and Time to next week on Friday.
11. Click the Next button.

4 New Meeting Wizard [ @ |[=

[ oF ’} Mew Product Name | ¥X¥Z Meeting
: an [] Other Names Same As Product Name

New Meeting Name
Category | Meetings |~)‘7||>"
Parent Meeting |~)‘7|
Meeting Type [
Web Name
[] Web Enabled
Meeting Conflict Type | No ConflictValidation |Z| Max Registrants | 3

Meeting Dates

Start Date and Time | 10/31/2011

| i

End Date and Time | 11/4/2011
RegistrationOpens | il Registration Closes

Rev. Rec. Date

| =3

Coordinator | John Samuels |~H |')i'
Organization |~H
Committes |H
Linked Expo |H
Description
E Cancel ] l Back H Next Finish
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12. The third screen of the New Meeting Wizard displays.

» This screen enables users to edit the Meeting Logistics and information such as
Location, Sponsors, Topic Codes, etc.

13. Leave the information intact.

L4 New Meeting Wizard o] = =

/\ The wizard will copy the specified information from the existing meeting to the new meeting for each item that is
Ay checked below. For example, if you leave Topic Codes checked, the Topic Codes selected onthe original meeting
' will be copied to the new meeting.
‘1

Speakers Hotels Education Units Pricing/Prerequisites [V] Attributes
Resources Sponsors Topics Codes Accounting

If the meeting you entered has any sessions, those sessions will appear in the grid below. Removethe check
mark from any sessionthat you do not want to copy. Forsessions that you do wantto copy, you can modify the
Meeting Title and dates directly within the grid or double-dlick to open aform. Note that the wizard will copy
information from the ori ginal session to the new session based on the options you checked abave.

=&
|Se|ected |Meeting'|'|t|e | SessionStart Date | Session EndDate
XYZ Session II XYZ Session I 10/31/2011 1:00:00 AM  10/31/2011 3:00:00 AM
XYZ Session [ ¥YZ Sessian I 11/2/2011 10:00:00 AM  11/2/2011 11:00:00 AM

[ Cancel ][ Back ][ Next ] Finish

14. In the Meeting Title column, double-Click on the Meeting Title, XYZ Session I
15. Observe that the basic information could be edited for the Session at this time.

* Observe the dates have automatically justified based on the date choices for the
main meeting on Wizard screen #2.

Meeting Cloning Wizard Sessions

General

Meeting Title | X¥Z Session I

Session StartDate | 11/2/2011 10:00:00 AM |_:‘
Session EndDate | 11/2/2011 11:00:00 AM |:_:‘
Meeting I0 | XYZ Session 1 |24 |x

0K and New] [ 0K ] [ Cancel ]

16. Click OK.
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Meetings Using the New Meeting Wizard

17. Click the Next button.
18. Click the Finish button.

E! New Meeting Wizard o] @

r’i The wizard iz now ready to create the new meeting, Click Finish to continue.

Open the new Meeting after it has been created

’ Cancel H Back ] MNext

19. The finished Meeting Product record will now display.
20. Observe the changes to the Name and Date that were made in the wizard.

21. Select the Meeting Logistics tab.

A Products 1D: 9921 = =
HBE EMARC EH 2520 3@ E o 02 @0

MName | X¥Z Meeting

Cateqory | Meetings |H|)‘
Type
Parent Product |H

Meetings |—§’ Product Details Iﬂ Web I?;,, Prices I_E| Accounting | ¢ Comments I Attachments I
Generall Meeting Logistis I Registrationsl

Meeting Title | X¥Z Meeting

Start Date | 10/31/2011 = End Date | 11/4/2011 =
Status | Planned El
Meeting Type |4 >
Coordinator | John Samuels |H|)&
Linked Expo |H >
Meeting Conflict | No ConflictValidation [=]
Max Reg. | 3 Avail. Space
Description -
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22. The Location tab defaults as displayed.

* The Meeting Logistics tab displays the information that has been stored specifi-
cally for this Meeting including the Sessions.

23. Observe the Location tab information.

*  This tab displays information about the location of the meeting and can include
room information as well.

¢ Venue and Room records can be created/saved to create a database of reusable
values

General | Meeting Lﬂﬂiﬁ-tksél Reqgistrations |

Location | Sessions | Speakers | Sponsors | Hotels | Resources | Education Units | Attributes

Venue | Test Venue |H|)‘
Room | Test Room |H|)‘
Room Type | Lecture Hall |Z| Capacity

Place | Test room / Test Venue

Line 1| 11 Relaxation Drive

Line 2
Line 3
City, State ZIP | Marathon FL |Z| 33050
County | Manroe
Country | United States E
Phone |Z|
1 X

Directions | From Airport:
L on Main 5t. - follow 4 miles
R on Sessions Ave, - follow 400 yvards
R on Relaxation Drive - 11 Relaxation

24. Select the Sessions tab.
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25. The two sessions that carried over from the Wizard are available.

26. Double-click the XYZ Session I record and change the Product Name and Meeting
Name to your initials.

27. Save and Close the record.

28. Double-click on the XYZ Session II record and change the Product Name and Meeting
Name to your initials.

29. Save and Close the record.

General Meeting Logistics | Registrations |

Location Sessions | Speakers | Sponsors | Hntelsl Resources | Education Units | Attributes

m List |EE' Calendar |a El-yLu::cat'lnnl
£5 % 3 3 M Reports M| ) AddTolist B/ 5 | A &

Meeting Title Start Date &~ End Date
41 X¥Z Session II 10/31/2011 10/31/2011
42 ¥YZ Session I 11/2/2011 11/2/2011

2 Records

30. Select the Speakers tab.
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31. The Speaker that was designated on the original record displays.

General Hﬂi—'lgl-ﬂﬁﬂiCS| Registrations I

Locationl Sessions m*ﬂsls;:omors I Hotelsl Resources I Education Units I Attributes

BE X #Erd & & & & @
Status | Type |Title | StartDate | End Date
Yukaon, Dacey/Polyhedron Power Devices Proposed Regular Speaker 10/31/2011 10312011

32. Double click on the Speakers record.
33. Change the Start Date to next Monday at 9:00 AM.
34. Change the End Date to next Monday at 10:00 AM.

GElIﬂ’dllJ Comments I Evaluations

Speaker | TETAG hedro e
Status | Proposed E"
Type|ReguIar E“

T|t|e| Speaker |

Description

Start Date | 12/26/2011 9:00:00 AM

End Date | 12/26/2011 11:00:00 AM
Evaluation| Average E“

Content Qual'ltyl Average E“
Speaker Qual'ltyl Average E"
Cost | $0.00 |

Date Rejection Sent |

Reimburse Speaker
Max Enrpensal‘l].l]l] |

okandNew| [ ok | [ cancel |

35. Click the OK button.
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36. Select the Sponsors tab.
37. Sponsors can be added, edited, and deleted as needed.

General HeetilyLn-uistics| Registrations |

Lc:u:atiu::nl Sessions | Speakers w Hntelsl Resources Education Units | Attributes |

BAE X Mrd # # & & @

|5;mnsor | Contact |Amnunt |

Ottoman  Lambert, Baka/Ottoman £1,000.00

38. Select the Hotels tab.

39. Hotels and their locations, offers and directions can be added, edited, and deleted as
needed.

General HEEE'!IL"'!F_FEG| Registrations |
Location I Sessions | Speakers | Sponsors Hﬂftfhl Resources | Education Units | Attributes I

BAE X Mrd & # & & @

|Hutel |5pacia| Offering | Offer Start Date | Offer End Date |

Marriot - Marathon Key 20 % off total stay 10/31/2011 11/4/2011

40. Select the Resources tab.

41. Resources and their types, quantity, start and end dates can be added, edited, and deleted
as needed.

General Hmml Registrations |
Lu::u:atiu::nl SESSiE:Il'El Speakersl SDDnsnrsl Hotels Eml Education Units | attribute:

BE X #Mrd # ¢ & & @

|Resnurce | Checked | Double Checked | Quantity |5tart Date | End Date

Podium 1 10/31/2011 11742011
White Board 1 10/31/2011  11/4/2011
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42. Select the Education Units tab.

43. Education Categories can be set up to track how many Continuing Education Units an
attendee will receive for attending a particular meeting.

44. Double click on the Continuing Education Units line.

General Meeting Lngisticsl Registrations |

Location | Sessions | Speakers | Sponsors | Hotels | Resources Education Units | Attributes

BE X Mrid £ ¢ 8 8@

Education Category Education Category Status | Primary | Education Uinits | CE Type
Continuing Education Units Active 2 Education Unit

45. The Meeting Education Units Record displays.

46. These records can be added and edited to fit the class requirements.

L =)

Meeting Education Units Record

General |
Education Category | Continuing Education Units |H |')'~'
Primary Function |_H

Education Units | 2.00

Certifications

If tracking CE units as Certifications in Aptify Education Management, select
the Type and enter the corresponding Requirement {Course) or Curriculum to
which these units will apply.

Certification Type

Requirement =
Curriculum =
[DK and New] [ (] 4 ] [ Cancel

47. 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.

48. Click OK on the Meeting Education Units record.
49. Save and Close the Meeting record.
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Creating Meeting Registrations

In this exercise, a user will order three of the XYZ Meeting products just created so that a user
can register three separate individuals for that meeting (your Person and IDs #1 and #2). A
user will also order the associated sessions for just your Persons record.

1. Click the Order Entry dashboard.
Click the New Order Wizard button. Enter a Persons’ information for Ship To.

Add XYZ Meeting to the Order Line.

oo

When a user Adds the product, a pop up window will display with Registration and Ses-
sion information.

*  The auto-pop up of the Order Line/Registration information can be enabled at the
Product level on a per Product or per Category level.

Check the box next to XYZ Session I.
Select the Dec. 28 20xx tab.

Check the box next to XYZ Session II.
Click the Save button.

S

Related Meeting Sessions: XYZ Meeting (9921)

|

Reaqistrant | 0'Connell, Dave/Aptify |H ‘)&' Reg Type | Pre-Registration Iz‘
Existing Registrant lz‘ Campaign |H
Nov 02, 2011 |Oct 31, 2011 | All selected |
Select |Product ID Product Start Date End Date Place Description
B 9923 ¥YZ Session I 11/2/2011 10:00 AM 1122011 11:00 AM
4 I s
Select All H Unselect All ” Save

9. On the success message, Click OK.

Aptify Order Entry

E Meeting sessionsaved successfully tothe order.
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10. DO NOT close the Pop up window

11. Observe BOTH the Meeting product and each of the Sessions have been added as Regis-
trations to the Order Lines.

Lines
Find Product |H Quantity Add

Line | Type| Product ID| Product Description Quantity

9916 XYZ Meeting Registration for Dave 0'Connell 1
9917 ¥Y7Z Session I Reqistration for Dave 0'Connell 1
9918 XYZ Session I1 Registration for Dave 3'Connell 1

12. In the Pop up window, delete your name from the Registrant field.
13. Enter ID #1 (Aiesha Baldwin)
*  This will now register a second person from this Pop Up window
14. Clear the two Sessions; to only register Aiesha for the Main Meeting.
15. Click the Save button.
16. On the Success pop up, click OK.
17. Repeat steps 11-15 for ID #2 (Alexandra Wade).
18. Close the Pop up window (x in upper right).
19. Observe the complete Order Lines:

Line | Type Product ID | Product Description Quantity

''''''''''''''''''''' 1 "{‘}3: 9921 ¥¥Z Meeting Registration for DaveD'Conngl 1
2 o4 9923 ¥YZ Session I Registration for Dave 0'Conngl 1
3 ER 9922 ¥YZ Session II Registration for Dave0'Conngl 1
4 "'{'H 9921 ¥¥Z Meeting Registration for Aigsha Baldwin 1
5 "ﬁ 9921 ¥¥Z Meeting Registration for AlexandraWade 1

20. Enter the Payment at the bottom of the screen using the saved Credit Card.
21. Click Save and Close.
22. Click Yes when asked if the user wants to ship the order.
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Placing a Person on the Waiting List

1. Open a new order from the New Order Wizard using ID #3 (Athena Scott).
2. Order one of the XYZ Annual Meeting. Click Add.
3. On the Waiting List Warning Pop up, click OK.

[ Aptify Order Entry: Inventory

There are 0 slot{s) available for this meeting.

@ You may proceed with this order. However, the customer should be placed in the waiting
list,

Click OK to place this customer on the waiting list.

4. The Registration Pop up will display.
5. Click Save.
6. Click OK.
7. Enter a Payment with a Pre-Paid Check number of 1234.
8. Click Save.
9. Click Save and Close.
10. Click No when asked if the user wants to ship the order.
*  The order can not ship since the meeting lacks sufficient inventory.

*  The order will remain in a Taken status.
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Meetings

Checking Meeting Registrants

1.

Click the Meeting Management dashboard.

2. Observe the Registration By Count dashboard View.

e Shows registrations by Meeting

*  Shows registrations by Session

FalderList

A

14.14

ﬁm Home

™ Customers
a4) Meeting Management
==

= Order Entry
f_f‘ Product Maintenance

Meeting Management - Globa
Meeting Buttons

New Meeting
Wizard

Registration Count By Meeting (For Next 30 Days)

s
miElY Y =8
Registration Count By Meeting (For Next 30 Days)
Meeting Title « | |Order ID + |Quantity « |Attendee Name -
XY Z Meeting + 9882 1 O'Cennell, DavelAptify
9882 1 Baldwin, Aiesha/Danube Partners
9882 1 Wade, Alexandra/ll. Hardwick Physics AB
» 9863 1 Scott, Athena/Akebono Cryogenics Incorporated
# Attendees 4
XvZ Session | |+ 9862 1 O'Connell, DavelAptify
# Attendees 1
XYZ Session || [+ 9862 1 O'Connell, DavelAptify
# Attendees 1

Expand the Meeting Management application (if not already expanded).
Expand the Meetings service.

Run the pre-loaded Wait List prompted view.

Observe the results; Athena Scott should display.

NOTE: These are just two of multiple methods to find and see this information.
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Canceling 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 the second person
ordered for a Meeting registration.

1. Open the view titled, Orders Over the Last 30 Days.
2. Identify and highlight the Order ID that has three XYZ Meeting Registrations.
3. Launch the Order Cancellation Wizard (top of the view)
4. Enter the Cancellation Reason.
5. Click Next.
6. The Cancellation wizard displays all order lines.
7. Check the box to the left of the order line for the Alexandra Wade.
8. Click Next to continue.
f\' Aptify Order Cancellation Wizard El@
Step 2: Specify Order Lines
Please specify one or more lines to cancel. Also, indicate the quantity which should be cancelled. To see order line details, dickin the Product column.
/--_‘ Check all Check None
= Line Product ID| Product Description Extended | Quantity Cancel Quantity
B :_.:. 1 9921 XYZ Meeting Registration for Dave O'Connell 5200.00 1.0000 o
2 9923 ¥YZ Session I Registration for Dave O'Connell §75.00 1.0000 1}
3 9922 XYZ Session II Registration for Dave O'Connell §150.00 1.0000 o
4 9921 ¥YZ Meeting Registration for AieshaBaldwin $200.00 1.0000 1}
s 9921 XYZ Meeting Registration for AlexandraWade  $200.00 1.0000 1.0000
Return Shipping Charge Show Cancellation Fee Products |
=1 Product
i
Fee
Cancel ‘ | Back H Next Finish
9. Select Keep On Account and click Next to continue.
10. Click Finish to generate the cancellation order.
11. Click Yes when prompted to open the cancellation order.
12. Change the Order Status to Shipped.
13. Select Yes when asked if all items have shipped.
14. Save and Close the cancellation order.
15. Click No when asked if the user wants to process another cancellation.
16. Open the Person record for Athena Scott.
17. Select the Orders tab.
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Meetings

14.16

18.
19.
20.
21.
22.
23.

24.
25.
26.

Open the order for the XYZ Meeting.

Click on the order line.

Select the Meetings tab.

Change the Status from Waiting to Registered.
Click OK.

Change the Order Status from Taken to Shipped. Click Yes when asked if all items

have been shipped.
Save and Close the record.

Open the Meetings record (if not already open).

Confirm that the person has been moved from the Wait List tab to the Registrants tab on

the Meeting Product.
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Closing a Meeting

Closing a Meeting

1. Open the Meetings record (if not already opened).

Select the Meetings tab and select the General sub-tab (if necessary).
Change the Status from Planned to Occurred.

Click the Close Meeting... button.

A

From the Filter drop-down list, select Registered.
* This displays only the meeting’s Registrants.
6. For the first entry, click the Status field and select Attended from the drop-down list.

»  This method can be used to change the Status for each Person individually.

AT Products 1D: 9921 == ==
bl By &y (= M E R el ER W O @O

Mame | X¥Z Meeting

Cateqory | Meetings |H |>"
Type
Parent Product |H >

Meetings I—:f Product Details Iﬁ wWeb IL Prices I"_T| Accounting I_g Comments I Attachments I
-Generall Meeting Logistics I Registrationsl

Meeting Title | X¥Z Meeting

Start Date | 10/31/2011 = End Date | 11/4/2011 =
status | Occurred =
Meeting Tvpe || Close Meeting Wizard (=]
Loordinator Update the Registration Status for each Person below Filter
Linked Expo .
Linked Bxpo Person Order 1D Status
Meeting Conflic wade, Alexandr.. | 98362 Cancelled
Max Reg. Scott, Athenadd . | 9863 Registered
O"'Connell, Dawve . - 3862 Registered

Description

[ change sn | [ oK ] [ cCancel |

7. Click the Change All button.
8. From the Status drop-down list, select Attended.

Change all Status Types x|

Statug
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9. Click OK.
*  The Status changes to Attended for all Persons in the list.
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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Transferring a Meeting Registration

The meeting transfer wizard is able to perform two functions for an existing 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 Meeting (ID 9927).
Save and Ship the Order.
Open up a View of All Meetings (may need to create).

> won

Click on the Meeting Transfer Wizard button.

| Management » i Meetings » All

| X | Z] M Repors 4 AddTolist ] &5 @_

ID |Aeetingll & Product Start Date | End Date Meeting Title
1 1 Financial Planning 6302010 7f1f2010 Financial Planning

2 2 Human Resources Management 742010 7/4f2010 Human Resources Management
3 3 Manaaingthe Sampco Way 742010 7/4/2010 Managing the Sampco Way

5. Enter your Persons name in the Persons field.
6. Enter the Golf Meeting (ID 9927) in the Meeting ficld.

Note: If a user remembers the Order ID, they can put that in the Order field without
filling out the Person or Meeting fields.

A Meeting Transfer Wizard - = s
Welcome
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 I
A different meeting.
,eir <
‘“ Step 1: Identify the Registration to Modify
Enter the person and meeting in the fields provided to locate the order that contains the registration to modify. Or, if you already know the ID of the Order, enter that ID in
the field provided.
Person | Tate, Luke/Danube Partners S
Meeting | Golf Tournament [YES
Order #
L N

7. Click the Next button.
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Meetings

14.20

8. Enter Aiesha Baldwin (ID #1) in the New Attendee field.
9. Enter the Golf Meeting (ID 9927) in the New Meeting field.
10. Select the Line 1 box.

X Meeting Transfer Wizard [Orders ID: 8871 | Order Type: Regular | Order Status: Shipped] (ESREEE ™

Step 2: Specify Transfer Details

For an existing meeting registration shown in the arid, identify the new attendee and/or the new meeting. When finished, dlick Next to continue.

Current Attendee | Tate, Luke/Danube Partners [=] mewnttendee|Baldwin, Alesha/Danube Partners ES
Current Meeting | Golf Tournament [=]  Mewweeting| Golf Tournament 28 [

Line Session?| Meeting New Meeting | Current Attendes
1 Golf Tournament Tate, Luke/Danube Fartners

|New Attendee

Cancel [ Back |[ e [ Finish |

11. Click the Transfer button.

12. Click the Next button.

13. Click OK at the Credit Card/Credit Memo message.

14. Click the Next button.

15. Review the Advanced Settings/Payment Reconciliation screen.
»  Users could select a Transfer Fee to apply

»  Users could change the Payment Type or Keep on Account

Step 3: Advanced Settings and Payment Reconciliation

In this step, you can modify advanced settings for the order, including Ship To/Bil To information, as applicable. Also, you can apply 2 transfer fee and specify payment
@ details to either generate a creditjrefund or cover a balance due.

Shipping/Biling Info

Ship To| Baldwin, Aiesha/Danube Partners |4 [ Ship To Company | Danube Partners I
Bill To | Baldwin. Aiesha/Danube Partners  |# |X Bill ToCompany | Danube Partners 4 | X
Taken By | Bob Jones 3> [] Suppress Confirmation Emails
Transfer Fee (Optional) Original Order Transfer Order
Pmduct| IZH Total $85.00 Total $85.00

Fee : Balance 50.00 Balance $0.00

@ Keep On Account

Balance

Tt s e S et o et e

Payment Typel Credit Memo IZ“
Cancel Back Next Finish
[ J [k ]

16. Click Next.
17. Click Finish.

18. Click Yes at next 2 Ship screens; user shipping both Transfer and Cancellation Orders.

19. Click No to sign up other Sessions.

20. Click No to Transfer another Person.
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Intro to Aptify’s Web Interface
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Objective

Aptify web interface allows users to access most Aptify functions through a web browser
such as Google Chrome. In addition, it provides many new features that make using Aptify
even easier than with the Aptify Desktop client.

In this chapter, you will learn:
* How “Spaces” can be used to quickly perform common tasks and share information
* How Global search can locate views and records across the entire Aptify system

* How to create a new Persons record and place an order for that person

15.1
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Overview

Aptify web interface uses HTMLS web-technology to provide users with Aptify access from
any device with a web browser and internet connection.

Figure 15.1

: [ Aptify HTMLS Wieb x
Aptify web
interface €« € | [) vnextlweb.aptify.com/aptify38/#/appdashboard/-1 e =
Dashboard f@,fy - ) coresntestant2
= ceis soaren: (L% J o1 Oonine A B ranneensen
A Aaplications |y Favorites 2} 5% CRM Demo Dashboard X
Recertly Used tems Revenue By Year
/ Home = v
2 Spaces i Wade, Alexandrall. Hardwick Physics A8 2 Chart
Al ncividual Memsership ﬂ
g Campaign Management v Aggregate Revenue By Year
il Ssmpeo sesecition
£ i (T " | [uil Sempco Holdngs, Inc ooy
3001000
& Customer Management ¥ | i U Hardwick Physics AB e B OrderDate
o Vear
[73 Meeting Management v Incomplete Follow-Up tems 2001000
1501000
[ Order Entry v IR 1001000
todsy v - Doy [N Month  Timel 501000
e L | 2¢9/2003 - Day onth  Timeline
Mon, Tue, Wed, Thy Sat,
_ el TR TR e Revenue By Quarter
5 Sales Force Automation v AN
Chart
[/ Subscription Management v
Rewenue By Quarter
Open Tasks
6000000
@ Bl x|e& Wi 5500000
5000000
" 4500000
D H: Stat Ps T
(] jame us riority ) St
~ | 3500000
st -
~ | 2500000
« I v 2000000 +
— - -1 om k: 1

15.2

This includes desktop computers, laptops, tablets, or other mobile devices, such as phones. In
addition, if a user ever loses internet connectivity, the interface automatically saves the last
changes the user made and synchronizes with the Aptify database once the network

connection is restored.
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Spaces

“Spaces” in Aptify web interface are the equivalent of a social media newsfeed, where users
can see other users’ most recent Aptify activity, as well as post their own updates.

Figure 15.2 — -
Aptify web "4 CRM Dermo Dashboard 4 Spaces
interface
Spaces ﬁ James Kirk
Share an Update
Fou My Feed
A Configure

James Kirk
o Spoke to # Baldwin, AieshasDanube Partners #FollowUp Answered new membership questions
% Follow Up

Spaces also function as a gateway for users to quickly perform common functions, including
creating Contact Logs, assigning Tasks, and updating records. Users can even link directly to
specific records from within a post, which can save users time locating specific data.

Figure 15.3
Linking to Enter your update bhelow:
Records in
Spaces BIU A & =i+ eo@ (@ Action w
Received hilling inguiry from  # Scott, Athenaifkebono Cryogenics Incorporated F 4 |
Add: Topic &7 attachments Public &
In addition, users can configure their Spaces to notify them if certain events occur. For
instance, a user may wish to be notified if their corresponding Persons record is included in
another user’s post. Notifications appear as an Alert icon with a red box, which indicates the
number of events that are unviewed.
Figure 15.4 - :
Alert . n @ Online /5( # coreSOtesta012
Notification APTIFYYonsthan. melensan
Icon
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Spaces

Intro to Aptify’s Web Interface

Figure 15.5
Viewing
Spaces
Notifications

Clicking the alert icon displays a drop-down list where the user can select one of the alerts to
view the corresponding post. Once the post has been selected, it disappears from the alert list.

{vn @ Online /5( # coresltest201 2

APTIF Y onathan .meler
Notifications

YWe are proud to announce that
il Kirk, JamesAnited Federation of Planets will he

heading up our 5 year exploration mission! To
celebrate, please join us on the bridge for drinks and
refreshiments at stardate 41153.7.
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Use Spaces to Create a Contact Log

In this exercise, use a Spaces post to create a Contact Log record and link to the Persons listed
in the contact log.

1. Double-click the Aptify web interface shortcut on the desktop.
* A prompt asking for your user name and password appears.
» This information has already been entered and saved on the training computer.

*  Normally, if using Windows Integrated Security, you would enter your Windows
login credentials.

2. Click Log In.
3. From the Dashboard, click the Spaces tab.
4. Click inside the white text box that reads “What are you up to?”

*  An HTML window appears.

Figure 15.6
Creating a Enter your update below:
Spaces Post
P BIU AT @7 === eo@ (@Lnk | Action v
Add: Topic ,ﬁ Aftachments Pubilic: ¥ Cancel

5. Enter Spoke to @ in the window.
* Assoon as the @ symbol is entered, a search record text box appears.
» Users can also click the @ Link button to access the search.

6. Enter Baldwin, Aiesha in the search box.

* A list of matches appears as you type.

Figure 15.7
Spaces Search Enter your update below:
Results BIU AT & Y == F eo@ (@unk | adion v
Spoke to F_—, Aiesha Baldwin (1)
:; Iu Marketing Senior Director

- ' Danube Partriers

Aiesha Baldwin@@demodata aptity .com

Add: Topic ,ﬁ Aftachments Public ¥ Cancel
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7. Click the Aiesha Baldwin result to add it to the post.
8. Enter need to follow up next week #.
* Assoon as the # symbol is entered, a list of actions appears.

e Users can also click the Action button to access the list.

Fg‘é’;i;g'g Enter your update below:
Follow Up
&) Select Action: | Create Task T | Cancel
Spoketo W B: Create Task
Crestes ataszk
Task Update
Add: & Topi
Jam
Follow Up
Sle» Cregtes a Contact Log to Follose-Up on the Thread
G F
Mond
Wirite
9. Click the Calendar button and select next Monday as the follow up date.
10. Enter Answer membership questions in the Description text box, then click
Update.
*  The new spaces record appears with a link to both Aiesha Baldwin’s record and a
Contact Log of the scheduled follow up event.
Figure 15.9 "
Spaces Post James Kirk
x Spoke to ¥ Baldwin, Aiesha/Danube Pariners need to follow up next week #FollowUp

. Answer membership guestions
Just now

Write a reply...
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Global Search

In the Aptify Desktop client, users must navigate to a service to search for a specific kind of
record; to find Aiesha Baldwin’s Persons record, a user would run the find dialog from the
Persons service, and the results would only include Persons records. However, Aptify web
interface significantly improves search functionality with a Global Search that allows users to
locate records from multiple services. By default, these services include Persons, Companies,
and Views, but Global Search can be configured to include any service.

Figure 15.10

Global Seag;r; cearch: BLURE | 0N

Typing Danube, for instance, could bring up a list of not only Persons who work for Danube
Partners, but also any Companies, Orders, or other records that matched, with the results
being grouped by record type.

Figure 15.11

Global Search coareh: ¥ Darbe| |] S

Results

\]_.F ) Theodore Byrd (451)

al Rezearch Senior Director
Canube Partners

A
I. TheodoreBi@demodats aptity .cam
y Sabrina Douglas (1027}
e Al Marketing Director
¢ Cranube Partners

SabrinaDidbdemodata aptify .com

¥ Michael Garner (2161}

u Engineeting Director
Danube Partrers

v Michael.Garnerfbdemodsta aptify com

[}, Companies -2 records

m

Danube Partners (1)

Company Type: Other For Profit
Member Type: Corporate Member

maini@danupar com
Danube Partners (109)

Company Type: Other For Profit
Member Type: Corporate Member

1

Similarly, searching for a person might bring up the Persons record in addition to their
associated Orders and Contact Logs.
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Global search also enables users to search for views. Typing in a name of a view locates any
matching views that contain the search term. This makes it easy to quickly navigate Aptify

and find any data needed.
Figure 15.12
Global Search Search: m.ﬂ.ll Persons u e,
View Results
l}' e My Yiews - 2 records
|
All Persons
1] 210
View Type List e
I. Entity Persons
4 Owner s
. |
¢ _
- All Persons Within Company
1] 7B
L View Type List “Wiewy o
Entity Persons
v Owner =a

T T

Finally, be aware that users can see their search history by clicking the Clock/Magnifying
Glass next to the Search Bar, and can search only within a specific Service by first clicking
the drop-down arrow next to the search bar, then selecting the desired service.

Figure 15.13
Global Search Search: h.ﬂ.ll E ,] &t

Service
] All
‘—; Search...

Selection
I. m Persons (1006

Al People - Including Customers, Members, Prospects,
T Government Contactz, and Press

o

B L Companies (257)
E - All Companies - Members, Prospects, Government Institutions,
v ) Press Crganizations, and Competitors

v Employees (33E) 4
' Al Internal Company Employees

Organizations (531) o
Organizational Structure within our company, including all

Divizions, Departmerts, and Groups
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Search for a Persons Record

In this exercise, use the Global Search feature to locate Aiesha Baldwin’s Persons record by
searching for her Company, Danube Partners. Then, search again to find the Danube Partners
Companies record.

b

1. Click in the search bar at the top of the screen and enter Danube Partners.

* A list of results containing both Persons who work for Danube Partners, and
Companies records, appears.

2. Select Aiesha Baldwin to open her Persons record.

3. Click the X on Aiesha Baldwin’s Persons record’s tab to close her record and return to
the dashboard.

4. Click the arrow next to the search bar to open a drop-down list.
5. Select Companies to search only within the Companies service.
6. Click in the search bar and enter Danube Partners.

e A list of results appears.

Figure 15.14 p )
Global Search Search: ¥ | Danube Pariners| |
Company :
Results : [l Companies -2 records
‘-;; T Spac '

Danube Partners (1)

J Company Type: Cther Far Profit
-~ fember Type: Corporate Member
b4

mainEdanupar.com

Fo My Fu
' Danube Partners (109)
ff\'\ Confi
Comparny Type: Cther For Profit
v Member Type: Corporate Member

I 0 —_._

7. Select the first Danube Partners Companies record to open it.
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Navigating Persons Records

When a Persons record is first opened in the interface, a summary of the person’s key infor-
mation is shown. This includes their membership status, a headshot photograph, and an
activity summary, which lists events such as orders and contact logs.

Flgure 15.15 #f Ealdwin, AieshaiDanube Pa... (ID: 1)

Persons
Record AN piesha Baldwin Person ID: 1 3 Openin Hew window

A = ) narketing Senior Dirsctar Membership Status: Active 20 .

Lo \ Jaiming Dat 15 |5 Open In Exit Mode
joining {-4 —

A e 10 W January .
Termination Date: : 15 A To Favorites
Membership Type: Mon-Member 0

2 Activity Timeline v

Al Activities ¥ of  Last3Months A
“ Orders Total $12.00 Status : Shipped! &‘ ContactLogs ~ Space Action - Contact ... Status : Incomplete
Tizrz2014 1273072013
120z Sampoco Mug This contact log record was automaticalty gen...
1D : 5676 ID:EG14

To view the rest of a Person record’s information, a user must first click Open In Edit Mode to
the right of the summary data. From there, the user can see and edit the rest of the record’s
details. Note that in Aptify web interface, records are organized using a drop-down list, rather
than tabs as with the Aptify Desktop client.

Figure 15.16

Person Record gt Baldwin, Aiesha/Danube Pa.. {ID: 1)
Edit Mode
m‘ Save E Save + Mewy K Delete ‘[|’ Record History g‘; Refresh Maore
Mame ¥ | Ajezha J Bialcinin hi ™,
Title | Marketing Senior Direct
= | Marketing Senior Director Ly
Company | Danube Partners QX Lo
\
Member Type: Mon-kember Wieh Llser e, A8
Company Member Type:  Corporate Member
[i-] Contact v
Account Manager (O]

Buziness Address hd >
Lime 1 | 910 Southveest LUnion Avenue
Lire 2
Line 3
City, State ZIP | Palo Afto [o713 v 94301
County | Santa Clara

Country | United States v [[] Bad Address
Pref. Mail &ddr. Business Address v
Pref. Bill Addr. Business Address v
Pref. Ship Addr. Buziness Address v

Primary Email ¥ | Alesha Baldwini@demodata aptify com

Phone ¥

1 B30 | 7a0-9187 %
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To see the various types of information, such as related Orders or Committees, click the arrow
next to the Contact header, then select a category.

Figure 15.17

Person Tab gt Baldwin, Alesha/Danube Pa... {ID: 1)
Selection
[] save Save +Mew || K Delete i Record History || € Refresh More
Mame Y | Aiesha J Bialcwin v -,
Title | Marketing Senior Director | S - ,,P
Company | Danube Partners Q K Lo
Member Type:  Mon-Member ‘wizh User J “!j
Company Member Type: Corporste Member
[i=] Contact
[i] Contact W~ Membership P Analysis
ﬁ Details @ Functions @ Contact Count By YearCategory
- & Sales By YearQuarter
EF) General §, Contact Log
A, Personal % Incamplete = hwards
. )
I Education fy Complete Pictures
i Companies
o Orders By Comments
¥ Relationships
Lists B Subscriptions LB Aftachments
[ Topic Codes [ meetings 7B Activity Timeline
= Saved Payment Methods 2;‘“ Committees

& Person Tax Exempt Codes
Relationships

ppa60tab

I es0) | Fen-a1ET |« |
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Order a Membership

In this exercise, locate Aiesha Baldwin’s Persons record, then open the record in Edit Mode to
place an order for an Individual Membership.

1. Click the arrow next to the search bar and select Persons.
2. Click in the search bar and enter 1.
*  This the ID for Aiesha Baldwin’s Persons record.
3. Select Aiesha Baldwin’s record from the list of results.
4. Click Open In Edit Mode.
» This displays additional Person information and allows the record to be modified.
5. Click the arrow next to Contact.

* A list of options, corresponding to record tabs in the Aptify Desktop client,
appears.

6. Select Orders.

Figure 15.18

Persons | Orders v
Orders Tab
Crder Total Balance Total
-| Orders v

Orders for Aiesha Baldwin

@ = .4 (] MoK
1} Order Date Line1_ProductHame Grand Total Balance Order Status
] 4286 033002010 092345 P Individual Membership F525.00 F525.00 Taken
3 9576 010202014 1207 Sampeo Mug F1200 F0.00 Shipped

PR o > 1-2of2tems ©

7. Under Orders for Aiesha Baldwin, click New Record.
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Order a Membership

8. Click in the Find Product field, enter Individual Membership, and click Add.

*  The product appears on the order line.

Figure 15.19

Mew Orders Record

f Baldwin, AieshafDanube Pa . {10 1
Adding a i -0
Product to an
[ save || [ Save + Mew || 5} Record History More =
Order
4 Order Entry-Baldwin, AieshaDanube Partners
.7_- Customer v
Oreler Date 16114 Ordet Addresses
= Ship To Address hd =
Ship To | Baldwin, AleshaDanube Partners Q¥ & -
= Line 1| 810 Southrwest Union Avenue
Ship Ta Company | Danube Partners Q K
.~ A Line 2
7] Biling Same as Shipping
: —~ Line 3
Bill To | Bialdvrin, AlshaDanube Partners QlK
- City, State ZIP | Palo Ao A
Bill To Company | Darube Partners QX !
Courty | Santa Clara
Customer Type: Corporate Member Mot
Auvsilahle Country | United States
Campaign k_l Ship Ta Phone v
Ship Type H v
P Type (LS, Wal 1| esl | Tsomer |«
Order Source yWalk-In v
¥ Payment & Summary
uantity | 1 Gty Avail:
ﬂ Individual Description Quantity Price Discount Extended
Membership (IT: 2] Indiividual Sub: 1. Stark: {2} # Copies.... 1 $250.00 000 % §250.00

v 24301

¥ Bad Address

order Total: $250.00

Delete &1l

N .
PEdt [50pen > Delte

9. Click the Payment & Summary heading to expand the payment area.
10. Click in the PO Number field and enter 123456.

Figure 15.20 B
Entering Order B
Payment

Information

Order Type | Regulat v

Payment Type Purchase Crder
PO Mumber | 123458
Terms

Due Date

11. Click Save.

order Stalus [E5E v Oreler Totals
Sub-Tatal $250.00
v Initial Payment Amaurt  F250.00 Shipping 0,00
Cash Cortrol Q Handling 0,00
Paymert Schedule Type | Mong ¥ Tax 000
Currency Type Total
Crder Level v
e Balance

12. Click Wade/Alexandra in the Ship To field to return to her record.

13. Click Refresh.

*  Observe Alexandra Wade is now a Corporate Member.
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Access a View

In this exercise, search for and open the San Francisco Student Members view created in the
Views chapter.

1. Click in the search bar at the top of the screen and enter San Francisco.
2. Select the San Francisco Student Members result.

*  Observe the view contains the same settings that were used in the Aptify Desktop
client.

Figure 15.21

Aptify web i San Francisco Student Members
interface List San Francisce Student Members
View
B3 Q‘ K f:; hore
11} First Hame LastHame Company Title Member Type Member Type Department
43 WEinreeright Jackson Let's Stop M Shop Advertizing Associate Student Member Corporate Member
an Cuillsn Byrdd Cottorraood Taping Systems Customer Support Senior WP Studert Member Corporate Member
380 John Jackson Let's Stop M Shop Directar, Finance Student Member Corporate Member
1339 Andrew WWalker Bechtel Group, Inc. Sales Executive WP Student Member Corporate Member
1458 Reginald Robinzon Cottorrerood Taping Systems  Manager, Consutting Services  Student Member Corporate Member
1758 Mason Lowe Let's Stop M Shop Manager, Research Student Member Corporate Member
2100 Brian Jones Let's Stop M Shop %P, Engineering Student Member Corporate Member
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Access a View

3. Note that users can edit the view’s filters and other settings by clicking More and then

selecting Properties.

Figure 15.22

Accessing gt San Francisco Student Members
View
Properties San Francisco Student Members
f’ H x l:; hore =
[F] ID  FirstHame LastHame ¢ |-1 Record Histary
|:| 45 WaEinseericht Jackson L& @ Expoort to Excel
[ 90 Guilan Bryrod G F= Repots
[ 380 John Jacksan Le [ Preview
[] 1339 Andrew Wialker En
g Add To List
[] 1458 Reginald Rohinzon G
v Add To Favorites
[ 1758 Mason Lowe Le
' N
P 2100 Brian Jomes Lo Auto-Resize Columns

le  Messaging
@ Record herge

Propetties

Ell

E, Add Personz To Committes Wizard

¢  Add Persons To Campaign
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Summary Intro to Aptify’s Web Interface

Summary

» Access Aptify web interface from laptops, tablets or other mobile devices
» Use Spaces to keep your organization up-to-date on Aptify activity
» Take advantage of Global Search to easily find any type of record

* Open Persons records in Edit Mode to see all of their information
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Tracking Awards and INCENTIVES........cccueriiiiiriieiierierieee ettt st A5

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 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. Enter Innovation in the name of the award in the Award Type field.
3. Enter Test the Description field.

Figure A.23

Awarg ypes Award Types ID: 7 AE
DX EBREE 256 gy ag @

zeneral | Attachments I

fBward Type | Iglgiegg=lasly

Descripkion

4. Save and close the record.
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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. The Awards Nomination service is for tracking.
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

Open a new record from the Awards Nomination service.

Select the Innovation award created earlier from the Award Type drop-down list.
Enter your Persons ID in the Person Nominated field.

Enter Dalton Brown in the Nominated By field.

Enter the date on which the nomination was received in the Nomination Date field.

Keep Pending as the current status of the nomination from the Status drop-down list.
Pending is selected by default. Once a person has been added as an award nominee, you
can add more information or modify the person’s nomination status at any time as neces-
sary during 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.
Enter Test in the Description field.

Save the record.
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Awards Nomination ID: 1 : i|rz|
dddhX BRTE 2% % sde0 a2 e [

General | Aktachments |

| |
fumard Tvpe | Innovation w |
Person Mominated | Baldwin, Aiesha/Danube Partners |:H | >
Mominated By | Wade, Alexandra/ll, Hardwick Physics A6 |:H|X ]

Marnination Ciate | 701)2008 [l

Description .ﬁ.lexanTra \Wade nominates Aiesha Baldwin For Innovation
Award,
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Tracking Awards and Incentives

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 type of awards given, the
recipient or recipients, the location of award ceremony, etc.

1. Open a new Awards Granted record with one of the following methods:
*  Open a new record from the Awards Granted service.
*  Open a new record from the Awards tab on a Persons record.
Select the Nomination award from the Award Type drop-down list.
Enter Edward Aaronson in the Person Awarded field.

Enter today’s date in the Date Achieved field.

A

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.

» Ifthis award was for more than one person, you could specify a second winner in
the Second Person Awarded field.

6. Enter HQ in the Award Ceremony Location field.
7. Enter Cash in the Other Benefit Provided field.

8. Enter Car in the Other Benefit Details field.

9. Enter Memento in the Memento Type field.

10. Enter Solid Gold in the Memento Type Details field.

New Awards Granted Record

=N AN R ERRE T RE=CNC N R TR A= T

fumard Type | Innowvation e

Person Swarded | Babdwin, Aiesha/Danube Partners |H | >

Date Achieved | &1 /2005 | =1 Award Momination | 1 |H | *

Second Person Awarded |H >

General | Descripkion I il I I
Awward Ceremony Location | Grand Hall ab washington Hotel
Cther Benefit Provided | Trip Swarded A

Other Benefit Details | All expense paid trip ko annual conference,

Mermento Type |Plague ™

Memento Type Details | Commerorative Plaque
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11. Click the Description tab and add additional details about the award being grant or about
the recipient(s).

12. Save the record.
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B Sales Force Automation

(@10 1< o1 TSRS B.1
Creating Opportunities RECOTAS ........ccieriieriiiieiiieierieseerie et B.2

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 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.

B.1
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Creating Opportunities Records

1. Bring over the Sales Force Automation application.

1. Open a New Record from the Opportunities service.

2. Enter XYZ Opportunity in the Name field.

3. Select General from the Type drop-down list.

4. Enter yourself as the primary contact for this opportunity in the Account Manager field.
5. Enter a name for the primary contact person for this opportunity in the Person field.

6. Enter your XYZ Company as the name of the prospect in the Company field.

f 25 e OpportuniiesRecord ol

Tl E EmML ] e e e @0

Mame | AYZ Opportunity |

Tyvpe |General j
Campaign | |H|'?'~'
paret| DE
Account Manager | Dave O'Connell |H | > |
F‘erﬂl Aaronson, Edward/Danube Parkners |ﬂ | x |
Compan | AYZ Corporation |ﬂ | * |
-ﬁﬁ- Carmpetitars I. 4 Sub-Oppartunities I Status Reports Iﬂ{] Rioles I & Comments | attachments |
Status | 2 etails | 4=/ Contacts | % Contact Log | | Line Items | Histary | Partners | & References |
Requested on [ 2/17/2009 =
Proposal Sent On | |m|
Expected Derision Date | 2/20/2009 =
#ctual Decision Date | |m|
Stakus [Open ] Stage | Raw Lead |
Source | Direct Mail |H | > |
Acceptance Probability %% | 50 | Manager Accepkance Probability SD—

7. Enter today’s date in the Requested On field

8. Enter the date three days from today in the Expected Decision Date

9. Look at the options for the Status, Stage, and Source fields, but keep the defaults.
10. Click on the Details tab
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A Competitors | £ sub-Opportunities | Stakus Reparts |ﬁ{] Roles | L4 Comments | Attachments |
Status = Detalls |E Contacks |.?j: Contack Lag | [!Iﬂ__] Line Ttems |'¢. History | Partriers |&.References |

Requested On | 2/17/2009 i [#]x
Detail Level ICategnry j
Commission Percent ‘ 100 | [™ Owverride Commission Percent
. B
Prior Opporturity ‘ |.ﬂ|}(‘
— 0N

Caonfidentiality Level g

Confidentiality
Camments

11. Observe the Details fields, especially the Commission Percent and Confidentiality
Level fields

12. Return to the Details tab

13. Change the Status to On Hoeld

14. Open up the History Tab

15. Observe: the Status change history is recorded under this tab.

. Competitars |h§, Sub-Oppartunities | Status Reparts |ﬁ{] Roles I |4 Comments | Attachments |

Skakus |¢§’ Details |@Cnntacts |.?j: Cortact Lag | [.II”..I Line Ttems G Histor

B 5 B Edtinface % Mrd & £ & & @

Approvval Status | Updated By Decision By | Effective Date | Stage Status | Tokal Min Amount | Tot
Pending Dave 0'Connell 2[17/2009 Rawlead Open $0.00
Pending Dave 0'Connell 2[17/2009 Rawlead OnHald $0.00
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16. Click on the Line Items tab

17. Open a new Line Item

18. The Line Items tab stores information about the set of goods and/or services being offered
to the prospect in the opportunity's proposal. In other words, this tab stores the items that
the organization is actively selling to the prospect as a solution to the requirements speci-
fied in the prospect's RFP (Request for Proposal).

r Opportunities ID; 2681 m S

HHE:X BHTE a8 saheiag 00,

Mame | ®¥Z Opportunity |

Type | General =
Campaian | A%
| Bl
Accounk Manager | Dave O'Connel ‘H|X |
Person |.ﬁ.aru:|nsc:n. Edward/Dianube Partners |.H|X|
Company | Y2 Corpor ation |.ﬂ|){ |

- Competitars |h§ Sub-Oppartunities | Status Reports |48 Roles | Comments | Bttachments |
Shakus | = Details |@Cnntacts |.?§,- Corkack Liog [!I",_] Line Ikems (4 History | Partriers |&.References |

BE X Mmd £ ¢ & & @

General |  Comments |

Product |Iﬁ | X
Product Categnrg| |Iﬂ | X |

Miri, Amoun: | $0,00

Maz Amounk | $0.00

|
Est. Amount | $0.00 |
|
|

Manager Amounk | $0.00

19. Save the record
20. Click on the Competitors Tab
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21. The Competitors record tracks information about any known companies competing for a
particular opportunity.

22. Add a New Competitor’s Record

23. Observe the fields available to track your competition:

General | 2 Comments |
Competitar | |:H|?*' |
Sales Person | |:H | F. |
Description

| £

l Reseller 1T | |H|?‘f |
Status |Active =llF

Rankl j

Probability | 0 |

I Lost To
LostToR.eason I j

Cancel |

24. Save and Close the Record.
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C Accounting and Batching

Accounting INfOrmMation ...........cceeveeiuieiiriiieie ettt et C.1
BatChINg. .. .ceeieiieiiee et sttt st sae e C.2
Creating an Orders BatCh ..........cccoociiiiiiiiiiiiee e C3
Creating a Payments BatCh.........c.oociiiiiiiiiiiiiee et C.S8
Expanding a Scheduled Transaction GIOUP .........cecceerveerieerieeniienieeieeie et C.11
Cash Control BatChes .........coouiiiiiiiiniinieieeee et C.16

Accounting Information

Financial Management Features

» Tracks General Ledger (GL) accounts

* Creates GL entries for orders and payments

* Includes Cash Control management

* Integrates with VeriSign Payflow Pro for credit card authorization and payment captures
* Supports multi-entity accounting between parent organization and subsidiaries

* Supports multiple currencies

Cl1



Batching Accounting and Batching

Batching

General Ledger (GL) Batches in Aptify are used to transfer the GL Entry information from
the Orders, Payments, and Scheduled Transactions services to the organization’s accounting
system. The Batch is designed to sum the individual entries in multiple orders, payments, or
scheduled transactions. Batches can sum up any number of orders, payments, or scheduled
transactions but can not include more than one type of record. For this reason, four batch
types exist. They are Order Batches, Payment Batches, Scheduled Transaction Batches,
and Cash Control Batches.

GL Batching:

» Aggregates all individual GL entries form the records into one ledger entry
* A single GL batch includes records of the same type and the same currency

» Ifusing multiple currencies, one General Ledger batch is created for each
currency type

¢ Once batched, a record’s financial fields cannot be modified
» This maintains integrity between Aptify and the Accounting system
*  The General Ledger batch number appears on the record

*  General Ledger Batch records contain GL entries that can be exported to
your organization’s financial system

* During the order batching process, Aptify automatically adjusts a product’s inven-
tory count as necessary

In this section, you will learn how to:
* Create an Orders Batch
* Create a Payments Batch
* Expand Scheduled Transaction Groups

¢ Create a Scheduled Transaction Batch
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Creating an Orders Batch

Order Batches are used to transfer the GL Entries from a set of shipped orders to the
accounting system.

1. Open a view of orders that you have created that are in a Shipped status.

* Ifyou do not have one already, you can create a view that displays only the
orders where the Taken By field shows your Employees record. You can also ask
your instructor for assistance constructing this type of view.

2. Right click within the view and select Order Options > Create Order Batch from the

pop-up list.
Figure C.1 ) - — —
Create Order 5 % 2 [ reports addTolist B @ & B 2 A B
Batch = - =
My Order ppe

D Order Dake Order Status | ShipToCompany ShipToMame |2 Addra To C) To SEo Zip | BillToComparsy
9559 2i10/2009 S:?ppe: DanuEe Pa” - F';eclc:rd e T (Etr_I+IN T 94301 DanuEe Partners
9g60 201052009 Shippe Danube Pa Open Record CHrl4+0 94301 Danube Parknets
9561 2/10/2009 shipped Danube Pa 94301 Danube Parkners
9570 2111}2009 Shipped Spécialites  Delete Del 7501¢ Spécialités du monds
9571 2/11/2009 shipped Fumpulan ¢ - Mark as Shipped i
9572 2{11/2009 Shipped Hanari Car ol | Create Back Crders. ..
9373 2/11/2003 Shipped Hanari Car A0 0 List o —
9574 2/11/2008 Shipped The Chio S Report Wizard 4R Create Order Batch .
9575 2/11/2009 shipped The Thio S Print Record 43210 The Chio State Uni
9576 2{11/2009 Shipped The Chio 5 Print Yiew H 43210 The Ohio State Univ
9577 2{11/2009 Shipped The Chio 5 . i 4321( The Ohio State Univ

- - Messaging ChrlH -

9579 2{12/2009 Shipped Laughing B Y3F 2 Laughing Bacchus W\
9551 21212009 shipped Marriott In Record Hiskary Ctrl+H 20058 Marriokt Inkernation
agaz 2f12f2009 Shipped Danube P2 Refresh ] 94301 Danube Partners
9833 2/12/2009 Shipped Marrictt In View Properties Fa 20057 Marriott Internakion
9334 2/15/2009 Shipped Franchi 5.p  ciear Record Selection 1010¢ Franchi 5.p.4.
9885 2/15/2009 Shipped Ottoman | cclect Al 2973 Ottoman
@86 2/15/2009 Shipped FuriaBacal  2ond T2 Y| 1675 FuriaBacalhaue Fr
9557 2/15/2009 shipped Oktoman Find in ShipToCompany ChH+F 29730 Otkoman
9838 215{2009 Shipped Danube Pa - Find Again in ShipToCompary F3 24301 Danube Partners
9559 2/15/2009 shipped Danube Partrers  Edward Aaronson 9105 Palo £ CA 94301 Danube Partners
9590 2{15/2009 Shipped Danube Partners  Edward Aaronson 9105 Palo £ CA 94301 Danube Partners

3. Read the introduction on the first screen of the Aptify Batch Wizard -- Orders and click
Next to continue.
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Figure C.2
Order Batch
Wizard

Aptify Batch Wizard ﬂ

Welcome to the Aptify Batch Wizard

The: Aptify Order Batch Wizard will guide vou through the process of creating a batch of records in the Orders
r entity based on the contents of your wiew (My Orders Shipped).
To qualify for batching, orders must have a status of 'Shipped’ and must not belong to another batch, The wizard
will display all order records that qualify for batching along with all records in the view that cannaot be batched,
either because they are nat shipped or have already been batched. The Batch wizard will automatically generate
separate batches for each combination of Functional Currency and Currency in the wiew,

The: wizard will optionally re-generate GL Entries for each order that qualifies For batching, & summary of all GL
Entries in the batch wil be presented for review and approval. Finally, the wizard allows you to expart the GL
Entries in & Format compatible with your accounting package.

Cancel I Back | et | Finish |

4. The wizard reports the number of records that qualify for the batch and the number of
records that do not qualify.

*  Only orders that have shipped and have not been previously batched qualify.

e To view the list of included or excluded orders, click in the Details field and click

the button that appears.
Fi C.3 - .
g gre?vi ow Aptify Batch Wizard ﬂ
Reg%rgi it?gr Step 1: Review Batches Grouped By Source Record Currency

The grid displays the batches that wil be created based on the data in the view, A separate batch must be
/'\ created for each currency. To review the details of each batch, diick on the elipses buttan,

Currency (Func. Currency) Quialitying Excluded Detr
} | US Dollar (US Dollar) & ] Detail‘

Cancel Back | Mest I Finish |

5. Click Next to continue.
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Creating an Orders Batch

Figure C.4
Batch
Summary GL
Entries

Figure C.5
Approve Batch

Aptify End User Training Manual

* Do not select the Regenerate Entries checkbox.

6. Review the instructions for Step 2: Generate Order GL Entries and click Next.

*  Depending on the number of orders in the batch, it may take an extended amount
of time to complete the regeneration process.

* In most cases, you do not need to regenerates the entries before batching orders.
In general, you should only regenerate entries if you made changes to the
system’s GL accounts since the orders you are batching were created.

Click Next to continue.

*  The wizard displays the debit and credit totals for the orders in the batch.

GL Entries.

ﬂ Batch Summary GL Entries

Click in the Details field and click the button that appears to review the Batch Summary

Gl Account Descripkion Dehit Credit Weighted Avg Spok Rate ™|
p 1101 Accounts Receivable $55,530.64 ]
4401 Sales Discounts $10,664,26 ]
5950 Cost of Goods Sold $375.35 ] —
5951 Furniture Coias 224,30 u}
4006 Furniture Sales Account 0 438,200.00
2901 Deferred Income 0 $12,847.00
4008 Exhibit Sales il $6,200.00
4002 Meeting Sales ] $5,600,00 -
[4] | L|J
12 Items
Totals: $66,797.55 $66,797.55 ok |

9. Click OK to close the summary screen.

10. Select the Approval checkbox.

Aptify Batch Wizard

a

Step 3: Review Summary GL Entries:

The following GL Entries summarize the entries for all Crders batches, After reviewing the GL activity, click on the

‘Approve GL Entries’ checkboxes in the grid and proceed to the next step,

Currency (Func. Currency)) Ciekit Credit Effective Dste f || Details
{fi| S Collar (U Dollar) §66,797.55 | B6E 79755 | 2MER2009 55115 PM ' Detail=
Cancel Back. Mext Finish |

Cs
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Figure C.6
Modify Batch
Name

C.6

11. Click Next to continue.

12. Click in the Batch Name field and add your initials to the beginning of the batch name.

Aptify Batch Wizard ﬂ

Step 4: Create Batch Record

‘fou have completed the steps for creating the Following batches, You may change the batch name i desired. Click
on Finish to generate the new batch record,

| ! Functional Currency Currency r\ Biatch Name

>‘:?| 1S Dallar 1S Dallar (}{YI Or;rs Batch (S Dallar) - 20162003 5:51:15 PM

Cancel | Biack | Hext | Finish |

13. Click Finish.

»  The Batch Results window appears and reports the ID for the batch you just
created.

*  You can also double-click an entry to export the batch results to a file. By default,
Aptify supports exporting the results to a CSV (Comma Delimited) file.

14. Write down the Batch ID here: .
15. Click OK to close the wizard.
16. Open the first record in the My Orders view.
*  Note that the Batch ID now appears under Customer Type.
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Figure C.7

[Eorders I: 353 . . . . . . . . . . -0 5'
Bateh Don | E—————— =la
Orders Form HHEX EMCE 2ar 2 3@ E 0 3 @ O -

Order Entry 4

fit# Customer |ﬂ! Payment | ¥ shipping IE Accounting |‘5 Cancellations |a Back Orders Irg, Subscriptions I-Af? Comments I Attachments |

Crder Date I‘/ Ship To Address j HE 8 =
S_him| Lee, Nadiafl sughing Bacchus Wine Cellar ‘H|X | & - Line 1 [1900 0k st
Ship Ta Com| Laughing Bacchus ‘Wine Cellars \ﬂ|>< | Line 2
[V Billing Same as Shipping Line 3
M| Lee, Nadiafl aughing Bacchus ‘Wine Cellar ‘H|X| City, state zr> [ R ‘ IBC j | VAF 2K1
Eill Ta Com| Laughing Bacchus Wine Cellars ‘H|X | Courty
Taken Bv | Tim Jones \ﬁ|>< | Counkry |Canada j
Sales Rep | [#[x] [tie o Phone =]
cums LI CEESN

Find Product | [#]x] uantiy add

‘Line |Type|Product |Product |Dascr\ption |Quantity |Prica |D\scount |Extendad |
1Al

53 Rectangular Conference Table Rectangular Conference Table 3.0000 $3,500.00  15.0000 $5,925.00

Suramary | Invoice Messages I

Crder Source IWakaIn ;ﬁnmer Type:
Corporake Member [Mon-Member

Currency Type I 15 Dallar j : 2 (2/16/2009 5:51:15 P

Sub-Total $8,9g.00]

Shipping

$0.00
Order Type I Regular j Cancellation Reason | (/A - Handling $0.00
Order StatusIShiDDed j Ship Partial - Crder Level IRegu\ar - Tax $0.00

Original Order | [#]%] Total $5,925.00

CQrganization | Sampco Holdings, Inc. |H|X| Ealance $0.00

17. Close the record.
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Creating a Payments Batch

1. Right click the Payments service select Create View from the pop-up list.
Enter My Payments in the Name field.

Click the Filters tab.

Add the following filter:

bl

* Service: Payments
* Field: EmployeelD
* Operator: =

*  Value: The ID number of the Employees record that is linked to your user
account. Ask your instructor if you need assistance identifying this number.

5. Click OK to save and open the view.

*  The view displays all of the Payments records for which your Employee ID
appears in the Taken By field.

6. Right click within the view and select Payment Options > Create Payment Batch from
the pop-up list.

F:g%fegig My Payments

Payment Batch m PaidBy Companyhame
3852  Edward Aaronson Danube Partners
3853 Edward Aaronson Danube Partners
3854  Edward Aaronson Danube Partners
355 Vale Wade Mew Record ChrlHm
3856 | Fabian Aaronson Open Record Ctrl+0
3857 | John Aaronson Lranke
3858 Edward Aaronson Delate Del rs
3860 | John Jensen ayments Opkions C ents Bakch

3861 John Jensen Capture Electronic Payrments

Merge Records

3362 | Ian Miller rie Gerhad
3863 | Carlos Baldwin OIS i

3364 | Spencer King Repart Wizard CkrHR hus Wine Cellars
3865 Fabian Aaronson Print F.ecord

3866 Pablo Harris Prirt Yiew

Record Histary CkrlHH
Object Wiewer

Refresh FS
View Properties Fa
Zlear Record Selection

Select all

Send To

Find in PaidBy ChrHF
Find Again in PaidBy  F3

7. Read the introduction on the first screen of the Aptify Batch Wizard -- Payments and
click Next to continue.
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8.

10.

I1.

12.

13.
14.
15.

The wizard reports the number of records that qualify for the batch and the number of
records that do not qualify.

* Payments that have already been batched are excluded from the batch process.

*  To view the list of included or excluded payments, click in the Details field and
click the button that appears.

Click Next to continue.
Review the instructions for Step 2: Generate Payment GL Entries and click Next.
* Do not select the Regenerate Entries checkbox.

* In most cases, you do not need to regenerates the entries before batching pay-
ments. In general, you should only regenerate entries if you made changes to the
system’s GL accounts since the payments you are batching were created.

Click Next to continue.
e The wizard displays the debit and credit totals for the payments in the batch.

Click in the Details field and click the button that appears to review the Batch Summary
GL Entries.

Click OK to close the summary screen.
Select the Approval checkbox.

Click Next to continue.
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16. Click in the Batch Name field and add your initials to the beginning of the batch name.
17. Click Finish.

* The Batch Results window appears and reports the ID for the batch you just
created.

*  You can also double-click an entry to export the batch results to a file. By default,
Aptify supports exporting the results to a CSV (Comma Delimited) file.

18. Write down the Batch ID here: .
19. Click OK to close the wizard.
20. Open the first record in the My Payments view.

* Note that the Batch ID now appears at the bottom of the Payments record.
Figure C.9

Tem HBBLX MGE DR e sRGD 9200,
Taken Bv|Dave 2'Connel |ﬂ|?{| Oroanization S NANSEAII |ﬂ|){
Person | faronson, EdwardiDanube Pattners |ﬂ | X |
Cnmnanv|Danube Partners |ﬂ|){| Crder 5&arch...| Crder # | Invoice # |

Payment Lines |Details | Authorizations | G Entries | AP Integration | Comments |

BE X Mrmd £ 488 @

|Order |.ﬁ.|:||3|ies To |Is Tax |Or|:|er Line # |.ﬁ.mnunt |Payment Amount |C0mments
9561 Entire Order | [ 0 400.0000 £400.00 Payment in full on Order I0: 9861

| 1 Ttem

|Batth ID: 3(2/17/2009 9:52:41 AM) Tatal I$4DEI.EID

21. Close the record.
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Expanding a Scheduled Transaction Group

The Scheduled Transaction Groups service exists for performance reasons. Since a single
order could require a substantial number of Scheduled Transactions records to be created in
order to recognize revenue over a long earn-out period, generating all the Scheduled Transac-
tions records at the time the order is shipped could place a substantial load on the system.

The process of generating the actual Scheduled Transactions records from the Scheduled
Transaction Groups record is known as Expanding Scheduled Transaction Groups. The
process may be invoked at any time by choosing the Expand Scheduled Transaction Groups
icon from the toolbar in any Scheduled Transaction Groups view.

Note: Aptify recommends that Scheduled Transaction Group expansion occur after
hours, since the process may be resource intensive (depending on how many groups
you are expanding). Create or open a view of the Products service.

1. Open your XYZ Subscription record (or the ID of another subscription product).
2.  Write down the Product ID here: .

Figure C.10
Locating

V
Products ID: 3511 - |0 x
Product ID ”l ahidr "~ —I—I—I

BRI R TR = ﬂf};

Cateqory | Publications | = | x |
Type IF‘uI:uIiu:atiu:un j
Parent Product | |ﬂ | x |

3. Close the record.

4. Right click the Scheduled Transaction Groups service and select Create View from the
pop-up list.

*  Scheduled Transaction Groups is located under the Accounting application.
5. Enter XYZ STG in the Name field (where XYZ are your initials).
6. Click the Filters tab.
7. Add the following filter:
e Service: Scheduled Transaction Groups
*  Field: ProductID
*  Operator: =

*  Value: The ID number of Subscription product (which you wrote down in
Step 3).

8. Click OK to save and open the view.

* The view displays all of the Scheduled Transaction Groups records related to
subscription product.
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9. Click the Expand Scheduled Transaction Groups button.

* Alternatively, you can right click within the view and select Scheduled
Transaction Groups Options > Expand Scheduled Transaction Groups from
the pop-up list.

Figure C.11
SChEeX(ﬁﬁgg 5 % G W reports AddTolist B & a
Transactions
Groups g Expand scheduled Transaction Groups I
ID | Order Start Date Gtoss Revenue Jiscount Anmount|atatus
2754 Q570 Z111/2009 39,95 0.00 Pendi
2755 9571 2111/2009 119.85 0.00 Pendi
2756 9572 2/11/2009 39,95 0,00 Pendir
2757 Q573 Z111/2009 -39,95 0.00 Pendi
2758 574 2/11/2009 39,95 0,00 Pendir
2759 376 2111/z2010 39,95 0.00 Pendir
2760 9575 2111/2009 -39.95 0.00 Pendi
276l Q577 8/11/2010 -19,93 0,00 Pendir
2762 Q579 21122009 39,95 0.00 Pendi
10. Click OK to expand all pending Scheduled Transaction Groups.
Figug;r%:rﬁ Expand Scheduled Transaction Groups
Expansion of
T?:r?:adc;!gg Al pending Scheduled Transaction Group records in this view will be
Groups expanded,

Mote: Group records must be linked to shipped orders to be expanded,

Do you wish to proceed?

Yes Mo

11. Be patient while the Scheduled Transaction Groups are expanded. Click OK when
prompted that the process is complete.

12. Click the Refresh button on the Scheduled Transaction Groups View Toolbar.
* Note that the Status changes from Pending to Complete.
*  Close the View
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Creating a Scheduled Transactions Batch

1. Right click the Scheduled Transactions service (under the Accounting application) and
select Create View from the pop-up list.

2. Enter XYZ Transactions in the Name field (where XYZ are your initials).
3. Click the Filters tab.
4. Add the following filter:
* Service: Products
e Field: ID
* Operator: =
e Value: The ID number of the XYZ Subscription product
*  Click OK twice to save and open the view.
5. Click OK to load the view.

6. Click the Create Scheduled Transaction Batch icon in the view toolbar to launch the
Batch wizard.

Figure C.13
Create E = = i ; i~ | =
Scheduled ) (5 X [ Reports 4 addTolist B] & [T
Transactions e = .
Batch 2
Create Scheduled Transaction Batch
10 Scheduled Date Descripkion TYHE CTET
354 /1112009 February 2009 reco Deferred Income Q370
355 3112009 March 2009 recognil Deferred Income Q870
356 4/11/2009 April 2009 recognitic Ceferred Income Q570
357 5/11/2009 May 2009 recognitic Deferred Income Q370
355 A/11/2009 June 2009 recognith Deferred Income Q370
359 712009 Juky 2009 recognitio Deferred Income Q870
360 g/11/2009 August 2009 recogr Deferred Income Q570
361 9112009 September 2009 rer Deferred Income Q370

7. Read the introduction on the first screen of the Aptify Batch Wizard -- Scheduled
Transactions and click Next to continue.

8. The wizard reports the number of records that qualify for the batch and the number of
records that do not qualify.

» Transactions that have already been batched are excluded from the batch process.

*  To view the list of included or excluded transactions, click in the Details field
and click the button that appears.
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9. Click Next to continue.

10. Click Next to expand any pending Scheduled Transactions Group and compile the
relevant GL entries.

Flgulrg(%;g Aptify Batch Wizard X|
T?:r? Se: é’;:gg Step 2: Expand Scheduled Transaction Groups
Groups Step (if Al Scheduled Transaction Group records must be expanded prior ko batching scheduled transactions.  This is
necessary) /'\ necessary to ensure data consistency, There are currently 1475 pending scheduled transaction groups in the
syskem,Mote: Depending on the number of open scheduled transaction groups in the system, the process may

A take an extended amount of time to complete, You wil have the opportunity to cancel the process, but the batch
| cannot be completed until all scheduled transaction group records are expanded,

Cancel | Back | hext I Finish |

11. The wizard displays the debit and credit totals for the transactions in the batch.

12. Click in Details field and click button that appears to review Batch Summary GL Entries.
13. Click OK to close the summary screen.

14. Select the Approval checkbox.

15. Click Next to continue.
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16. Click in the Batch Name field and add your initials to the beginning of the batch name.
17. Click Finish.
*  The Batch Results window appears and reports the ID for batch you just created.

*  You can also double-click an entry to export the batch results to a file. By default,
Aptify supports exporting the results to a CSV (Comma Delimited) file.

18. Write down the Batch ID here: .
19. Click OK to close the wizard.
20. Open the first record in your Scheduled Transactions view.

*  Note the Batch ID now appears at the top of the Scheduled Transactions record.

Fi C.15 —

B;gtléﬁe”j on :LL—chheduled Transactions ID: 25360 10| x|
Scheduled - . =

Transactions = R N I, W RE s R CRE 2| =2 i@ € -

il - B

Form
Scheduled Date | 8/11/2009 < Biatch ID: 4 >
i SSSEE—

Description | August 2009 recognition of 1712 of =Y¥Z Subscription revenue.

Type I Deferred Income ;I Source Order | 3570 |H | by
Crganization | Sampco Holdings, Inc. |H|){ |
CUFFEncy | 1S Dollar |ﬂ | by |

B X Mrd # # & & @

GL Account | Debit Amount | Credit Amount |
2901 $3.33 $0.00
4003 $0.00 $3.33

|2 Ikems |

Tatals: 435,53 | $3.33

21. IClose the record.
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Cash Control Batches

The manual processing of cash receipts is performed by creating a new Cash Control Batches
record, and manually entering the cash receipts/corresponding Payments records. Once total
receipts and applied payments are equal, cash control batches may be marked as approved.
Once approved, Cash Control Batches are considered locked and can no longer be edited.

Follow these steps to create a cash control batch:
1. Open a new record from the Cash Control Batches service.
* The Cash Control Batches service is located in the Accounting application.
* Today's date automatically populates the Date Entered field.
2. Enter date for deposited funds into organization's bank account in Deposit Date field.
3. Your name should default in the Entered By field.
» This field links to the Employees service.
4. Enter a cash receipt on the Cash tab, following these steps:
*  Enter the customer's name in the Customer field.
* Enter the amount of the cash receipt in the Amount field.
* Enter the payment type of the cash receipt in the Type field.
*  This field links to the Payment Types service.
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Typically, the payment type is Pre-paid Check. But depending organiza-
tion's policies, it could also be a credit card (for example, if a cus-
tomer/member returned order form with credit card information
completed).

j ? New Cash Control Batches Record

=10 x|
DS @M e 2Rl a2 @0
' Date Entered | 2/17/2009 =]
Deposit Date | 2{19(2009 =]
Entered By | Dave 0'Connell FES
Date .ﬁ.pprovedl | Approve |
fipproved By | [#a[*]
Cash Tatal Payment Total

Cash | Comments | attachments | Pavrments F'u:ustedl
_ustamer |Danube | .C\mc-untl 100 | Tvpe
Bg ¥ Mrd & # & & | @&

Cuskarner

Pre-Paid Check

Arnounk

Order ID | Payment ID | Skatus

I |E| Items |

5. Click the Add button to add the entry to the receipt list.

Cash |Comments | aktachments | Pavments Posted |

Custnmer‘ | .ﬁ.mnunt| | Igpg|

BE X #rmd # ¢+ 8 8@

Cuskomer | Amount | Crder ID | Payment ID | Status
Danube  $100.00 1] 0 | Unmatched

1 Ikem

6. To track the check number of the cash receipt or add more information, double-click the
cash receipt in the list to open the Cash Detail record.
* Enter the Check Number in the field provided.

Click the Comments tab and enter any additional information.

¢ Click OK to close the form.

Note: that the Lock Box Information section of the form is not applicable to a manual
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Accounting and Batching

—Pawment Information

cash control batch (these fields are used with the Lock Box functionality).

llCash Detail Record

| General Tab I Comments I

Cuskorer

Arnount | $100.00 |

Check Mumnber | 84355 |

Pavrment Twpe | Pre-Paid Check

EYES

—Lock Box Information

[

Skakus ILlnmatched

Post Record

=T

Bank Key | | Crder Total £0,00
Arder ID | |H | = | Prior Payments $0.00
Ealance Due $0.00
Pavment ID | |H | > | This Payment $0.00
Cwver-Pavmenk $0.00
Exception Type INDne ;I & Post
Exception Sktatus I ;I = Post + Refund Creerpayment
Exception = Post + Refund Entire Payrment
[ £
nmments = Allocake Overpayment - Same Order
= Allocake Cverpayment - Mews Order

7. Add additional cash receipts, as needed.

[a]4 I Cancel I

As you add cash receipts to the record, the system automatically updates the Cash Total
field to equal the sum of the individual cash receipts, as shown below.

Cash Total | $210,00

Payment Tokal | £0.00

Cash |Cnmments | Attachments | Payments Posted |

Custamer F'.mount‘ | Tme| |H|'X| Add
BE X #rmd #4488 @

Customer | Amount | Order ID | Payment ID | Skakus

Danube $100.00 -1 -1 Unmatched

otkoman $35.00 0 0 Unmatched

Pacific Rim 475,00 0 0 Unmatched

3 Items

C.18
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8. Save the Cash Control Batches record.
9. Associate the cash receipts in the Cash Control Batch with Payments records in Aptify.

*  Generally, each cash receipt has a corresponding Payments record in Aptify that
is applied to an Orders record.

*  You do not associate a particular receipt with a Payments record directly. Instead,
you associate a Payments record with a Cash Control Batch.

* As payments are associated with the Cash Control Batch, they appears on the
Payments Posted tab, and the value of the Payment Total field increases, as illus-
trated above. (Note that you may need to close and reopen the Cash Control
Batches record to see the updated Payment Total.).

=10l
HB&X @M E 295 96 S0 00,

Date Entered | 2/17/2009 =

Deposit Date | 2/19/2009 =

Entered B | Dave ©'Connell |H | Fad |

Diate Approved | | Approve I

Approved By | |H | > |

Cash Total | $210.00 Pavment Tatal | £0.00

Zash I Camments I Attachments

B = > | F] [ reports add ToList B &

Payments FPoste

0 Armount PaidEy Companyiarne Pavyrnent Dal
jetalte] 70.00 EBaka Lambert 211712009
3567 50.00 Edward saronsan 21172009
4 »
|2 Records

10. Follow one of these step to associate a payment with a Cash Control Batch:
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C.20

If a payment already exists that corresponds to this cash receipt, open that Payments record
and click the Details tab. Then enter the ID of the Cash Control Batches record in Cash
Control Batch field. Save and close the Payments record.

o romentsmiaser i
.Hﬂbdjx. E M E s e a2 @0 .

Taken B | Dave O'Connell |H | * | Organization | Sampco Holdings, Inc. |H|}( |
Person |Aar0nsun. EdwardiDanube Partners |_H|}(|
Cornpary | |_H|}.‘| Order Search ... | Order # | Irvvoice # |

Payment Lines | | Authorizations | GL Entries | AP Inkegration | Comments |

Pavment Skatus IPDsted Payment Tvpe IPre-Paid Check j -

=
Payment Level |REQU|EF < Check Murber
Cash Control Batch | 1 [24]x Bank|

|
Pavment Date | /17 /2009 |m| Account Mumber | |
Deposit Date | 2/13/2009 = Branch Name | |
Effective Date | 2/17/2009 i Ag | |

Service Charge Account I j

Service Charge | 40,00 |
™ Refurd
Currency Type IUS Dallar j

Status Info

a) If the payment does not yet exist that corresponds to the cash receipt but the order
does exist (for example, the customer provided a Purchase Order for future
payment at the time the order was taken), create a new Payments record and
specify the appropriate Cash Control Batch in the field on the Details tab. Note
that if you open a new payment from the Cash Control Batches record's Payments
Posted tab, the system will pre-populate the Cash Control Batch field on the new
payment for you.

b) If an order and payment corresponding to the cash receipt does not yet exist in the
system (for example, if the customer sent in a completed mail order form with
payment), create a new order for the customer and specify the appropriate initial
payment information.

11. Click the approve button once the Payment Total equals the Cash Total.
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"% Cash Control Batches ID: 1

o By X M A %l pEG O

Date Entered | 2/17/2009 I
Dieposit Date | 2}19/2009 i
Entered By | Dave O'Connell e
Date Appraved | approve |

| LY,
L 1
< Cash Total | $210.00 Payment Tokal | $210.00

12. Click OK when prompted to confirm the approval request.

The system automatically performs the following actions:
» It inserts the current date and time in the Date Approved field.
e Itreplaces the Approve button with a De-Approve button.

* It inserts your name in the Approved By field (this links to your Employees
record).

* It locks down the Cash tab to prevent any further modifications to the cash
receipts information.

» It prevents any additional payments from being associated with this Cash Control
Batches record.

* It prevents any modification to the payment information in the Payments records
associated with the Cash Control Batch
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"% Cash Control Batches ID: 1 =10l =]

Date Entered | 2/17/2009 =

Deposit Dake | 2/19(2003 =

Entered B | Dave O'Connell |ﬂ | > |

Date Approved [2/17(2009 11:04:43 AM || De-approve |

approvved By | Dave O'Connell |H | > |

Cash Total | $210.00 Pavment Tatal | $210.00

Cash I Comments I Attachrents  Payments Posted |

¥ | E D reports  f6 Add To Lisk -~ |

Payments Posted for this Cash Control Batch

jim] Amounk PaidBy CompanyMName Payment Dal
jetal Y] 70.00 Baka Lambert 211712009
3867 50.00 Edward saronsan 21172009
3569 20.00 Vvalerie Rodriquez 21172009
4 »*
|3 Records

13. If you need to modify the Cash Control Batch after it has been approved, follow these
steps:

a) Click the De-Approve button: the system clears the Date Approved and Approved
By fields and re-enables the Cash tab.

b) Modify the Cash Control Batch as necessary.

¢) When finished, click the Approve button again to re-approve the Cash Control
Batch.
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Appendix M[lfy

D 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.
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Altering the Delivery Schedule Publication Functions

Altering the Delivery Schedule

D.2

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. Select the Delivery Schedule tab on the Subscriptions record.

2. Click the New button to open a new Subscription Delivery Schedule record.
3. Enter a date one month from today in the Start Date field.
4. Enter a date two months from today in the End Date field.
5. Enter an alternate address and contact information in the fields provided.
6. Enter your Persons ID in the Requested By field.
7. Enter Hard Shipment in the Distribution Type field.
Subscription Delivery Schedule Record
General |
Start Date | 12(7/2011 = End Date | 1/7/2012 5
E=RHE N

Line 1 | 55 Main Street

Line 2

Line 3

City, Skate ZIP | Alexandria Wi IE‘ 22301
County | Alexandria Ciky
Counkry | United States E
Fhone IZI
1 ||555 |[s55-00m0 |
Ernail |
Reguested By | Miller, Ianfkumpulan Guthrie Berhad |?‘91 |}f
Distribution Type | Hard Shiprent |H |)&'
[ oK and Mew { | ok | | Cancel

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. Right click the Subscription Fulfillments service and select New Subscription Fulfill-

ments Record from the pop-up list.
2. Select XYZ Subscription from the Product drop-down list.

3. 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.
4. Enter today’s date in the Distribution Date field.
*  The Date Prepared field defaults to today’s date.
5. Enter 1 in the Volume field.
6. Enter 1 in the Issue field.

] t, Mew Subscription Fulfillments Record

jL'i_"Eb‘ﬂj i, I RERRERF I L R TEANE =R T )N

=101 x|

Product I w¥Z Subscription j

Mame | March 2009 |

Distribution Date | 2/11/2009 =

Date Prepared | 2/11/2009 =

Yolume | 1 |

Issue |1

M Recipients | Oukput | ¢ Comments .ﬁ.ttachmentsl

—icreate Recipient List

{ Use Subscription End Dates
Create Lisk |

% Use Yol and Issue Number

N

Recipient Subscripkion

Mame Zompary Distributed By | Start Date |En|:| Date|Sent| Left | Bulk.
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Viewing Subscription Fulfillments Publication Functions

7. Verify that the Use Vol. and Issue Number option is selected (this is the default setting).
8. Click the Create List button.

* A dialog box appears that informs you how many people qualified for this distri-
bution.

Subscription Fulfillment x|

» | There are 3 subscribers that qualify For this distribution.
*-"'() Click OF to add these subscribers to the recipient list.

Cancel |

9. Click OK.
* 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.
e 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).

il Recipients |f:ﬂg;0utput _ Comments .ﬁ.ttachmentsl

—iCreake Recipient Lisk

{ Use Subscription End Dakes
Create Lisk
% Use Yol, and Issue Number
Recipient Subscripkion
Mame Company Distributed By | Stark 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  |02f11/200 (02010020 |1 11 1
Tan Miller Kumpulan Gut | Hard Shipment  |02/11/200 |02/10/20 | 1 11 3

10. Click the Output tab.

#f Recipients & i 2 Comments | Attachments

Ernail | ||::'l,email.txt
Fax | Iu::'l,Fax.txt

Copy To
Clipboard

Mailing Labels |

o
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11. Click the Mailing Labels button. (This option is applicable for hard shipment
subscription products.)

»  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.

Crystal Report Yiewer -0 x|

3

I Main Repork |

.

Cross, JamesThe Ohio State University
Enarzon Hall

1540y 1 2th Ave.

Columbus, OH 43210

Jenzen, JohnrSpécialtés du moncde
23, rue Lauriston

Pariz, 7016

France

Miller, lanMumpulan Guthrie Berkhad
Wistna Guthrie, 21 Jalan Gelengdgand
Damanzara Heights

Huala Lumpur, 20490

Malarysia
-
< I _>I_I

Current Page Mo, 1 |T-:|ta| Page Mo.: 1 |Z|: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. Select the Publications tab on your Subscription Product/Publications record.
Select the Publication Contributors sub-tab.

Click the New button on the toolbar to open a new Publication Contributors record.
Enter your Person in the Person field.

Select Editor from the Role drop-down list.

Leave Commission Type set to Flat Amount.

Enter $100.00 in the Commission field.

e T T o R

Leave Primary In Role selected (person is primary editor of the publication).

Publication Contributors Record

General |

Persan | Wade, Davidldssicurazioni Generali Spd |H | > |
Role I.ﬁ.uthnr j

Comrnission Type IFIat rnourt j L

Commission | $100.00
¥ Primary In Role

Cornments

04 Cancel

9. Click OK.

*  The contributor’s record is added to the Publication Contributors tab.

seneral |-:? Details | @] web |".;,. Prices |‘=:-‘_ Hierarchy |:1:| Inventl:uryl Aszembly | | Accounting
& subscription | . Comments  Publications | attachments

eneral | Publication Contribukars | Attachments |

AE X Mrid # ¢ & & @

Person |Role | Commission Type | Commission | Primary In Role
Tate, Lul Autho Flat Amount $0.00

10. Click the Prices tab and add prices for the product.

11. Save and close the record.
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Using the Floorplan Copy Wizard...........ccccoeviriiiinininieiieneneetcienieeeeeeesee e E.22

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

Overview

The Expos service provides an easy-to-use interface where an organization can create
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Overview Expos

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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Creating an Expos Record

Creating an Expos Record

1.
2.

Click on the Expo Management dashboard.
Click New Expo button.

*  An Expo record is a Products record with Type set to Expo. There is also an
Expo tab added to the Products form.

Enter XYZ Expo in the Name field (where XYZ are your initials).
Enter Exhibits in the Category field.
Click the Expo tab.

Expos > General Tab

6.
7.
8.
9.

10.
I1.
12.
13.
14.

The General tab appears.

Enter XYZ Expo in the Expo Name field (where XYZ are your initials).
Enter your Company in the Vendor field.

Enter your Persons record in the Vendor Contact field.

Enter next Monday’s date in the Start Date ficld.

Enter next Friday’s date in the End Date field.

Enter this Saturday’s date in the Setup Date field.

Enter this Sunday’s date in the Setup Req. Date field.

Click Save.

A Products ID: 9924 = ER| 5|
HE&E @M E 25cal 36 a3 @0 .

Name | XYZ BExpo

Category | Exhibits B
Type
Parent Product |-)‘!l
Expos |-_: Product Details |:] Web I; Prices |Z‘ Accounting | . Comments | Attachments

General I Invoicing I Units I Floorplans I..;;g Expos | Ht Meetings | Attachments |

Expo Mame | XYZ Expo

Vendor | Danube Partners |H|)‘E
Vendor Contact | Baldwin, Aiesha/Danube Partners |-H |)"
Prior Expo |-H

Start Date | 12/26/2016

Setup Date | 12/24/2016

End Date | 12/30/2016 |
Setup Req. Date | 12/25/2016 |

Aptify End User Training Manual E.3



Adding Expo Prices Expos

Adding Expo Prices

E4

Establishing prices for booth space at an Expo is different from 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

—

Click the Prices tab on your Expo record.

Right click in the gray area and click New to open a new Prices record.

Enter Member Price in the Name field.

Enter $100 in the Price field.

Select Member from the Member Type drop-down list.

Enter Non-Member Price in the Name field.

Enter $200 in the Price field.

Select the Default box to indicate that this is the default price for the product.

A A A o

Select Non-Member from the Member Type drop-down list.
. Click OK.

—_
—- O

. 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. Open the Floorplans tab

2. Open a New Floorplans Record link.

3. Click on the red Floorplans link to the left of the Floorplans field.

*  The New Floorplan Wizard launches automatically.

F} Aptify Hew Floorplan Wizard x| |

Jal

Thiz wizard will a=s=ist vou in creating a nesy Floorplan.

= Welcome to the Aptify Mew Floorplan Creation Wizard
[ ]

Click Mext to begin.

Back et FEinitst |

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

8. Enter XYZ Expo Floorplan in the Name field.
9. Enter XYZ Convention Center in the Venue field.
*  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.

10. Select Feet from the Unit of Measure drop-down list (if not already selected).
11. Enter 200 in the Width field and 100 in the Length field.
12. Enter 1 in the Page Scale field and 100 in the Drawing Scale field.

*  These two parameters form a ratio that defines the scale of the floorplan map. In
this exercise, the scale is 1:100.

13. Enter 10 in the Default Width field.
14. Enter 10 in the Default Length field.
15. Enter 1 in the Default Units field.
» In this exercise, the default unit size is a booth that is 10x10 (100 square feet).
16. Enter XYZ Booth in the Next Booth Name field.
17. Enter 1 in the Booth Increment field.

18. Select Arrange & Assign from the Status drop-down list.

4 Floorplans ID: 1 = | = -
B X BMEGE 2% 9&ea o @0, |
General |B|:u:uth5| Cu:ummentsl Attachmentsl
MName | ¥X¥Z Floorplan
Description
Wenue | XYZ Convention Center |H|)&
Floarplan System | ExpoCAD |H|)ﬂ
Mumber of Booths Unallzcated Booths i
Mumber of Units Unallocated Units
Init Of Measure | Feet El External Rate Plan
Width | 200 Length | 100
Page Scale| 1 Drawing Scale| 100
Booth Settings
Default Width | 10 Default Length | 10 Default Units | 1
Mext Booth Name | X¥Z Booth Booth Increment | 1
Status | Arrange & Assign |E| [#] &llow Copies

19. Click Save.
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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

Expos

E.8

10.

Starting Location Booth Mames (Example: X2 Boaoth100)

® fooptan © Prefix XYZ Booth  Suffix Initial Number 100

® & Incrementation Rules
AT o Horzens © Vet
2005 100 (W x L) S
Booth: 1010 (Wx L) Adjacent 2 Adjacent 99
Booth Units: 1 i i — . . P
|Unit of Measure: Feet Aisle Separation 2 Aisle Separation 1

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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Expos

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

E.10

15.

HSHEX B8 ETE 25 %a a8 E

?’ BoothsID: 1 ---' x|

+3 2 | i E

—i

% Merged Booths | Linked Registrants I Comments | Attachments |

Name | ¥¥Z Booth100

Description |

Floorplan | ¥¥Z Floorplan

[#4x]

)Cl:oord| 5 | YCoord| a5

Width| 10 | Length| 10

" nfL.lnits| 1 | Area | 100

Booth Registrant Information

Maximum #|3 | Cumplimentarﬂ 0

Surcharge | Flat Amount E Surcharge.ﬂmountl.‘iﬂ.ﬂﬂ

| [ ] Merged

Merged Into Booth |

4[|

Order Information
[] Occupied

Linked Clrde.r|

CEY

Linked Person |

LY

Linked Cnmgmﬂ

LIEY

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

E.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. Select the Selected checkbox 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. Select the Surviving Booth checkbox for Boothl and click Next.
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Expos Separating Booths

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 IO Boath Mame

JhiS Boathd
JWS Booth3
JMS Booths
JWZ Booth?
JMZ Booths

Surviving Booth

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

Select the Selected checkbox 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
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Expos

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

—
=

11.
12.
13.

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.

*  Enter the first day of next month in the Start Date field.
*  Enter the third day of next month in the End Date field.
» These are the same Start and End Dates as your Expo.
Leave the Status set to Planned (the default setting).
Enter your Employee in the Coordinator field.

Enter XYZ Expo in the Linked Expo field.
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Linking Meetings to Expos Expos

dHE BRTE 280 3hesad @0,

Mame XYZ Management Conference

Categnm| Meetings |ﬂ |><. |
Tyrpe| Meeting |z”
Parent P‘rnduct| |ﬂ |">< |

Meetings |.§ Product Details ||ﬂ Weh |§p Prices |E Accounting |_} Comments | Attachments

Gmﬂ'al| Meeting Logistics | Registrations |

Meeting T|t|e|XYZManagement Conference |
Start Date| 12/26/2016 |@| End Date| 12/30/2016 |@|
Status| Planned |3| [Weeting...]
Meeting Type | MEs
Cnnrdinabar| Adam Smith ||ﬂ |‘.K|
Linked Expo | XYZ Expo (x|
Mesting Cenfli¢| No ConflictValidation =]
Max Reg.| 0 Avail. Space | 0 |
Description

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.

Expos |g"’ Product Details ||ﬂ Weh |ﬁ. Prices IEI Accounting |_E Comments | Attachmer

General | Invoicing | Unitsl Floorplans |.;;§, Expos ﬁHBEtIml Attachments |
B 5| % | 5 [ Reports | ] Add To List S AHAS

Meetings Records Linked To This Record

MeetingID Star
40 ¥¥Z Management Conference 12/26/201
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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 on 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 list if it is not the default floor-
plan.

Enter XYZ Booth1 in the Booth fields.

Order Lines Record

General EXPOL"-' Ship To I « Comments |
General Bn-othsl Co-Bxhibitors | Pru:uductsl Comments |

Floorplan | ¥YZ Floorplan

Booth | XYZ Booth100

Booth Name| X¥Z Booth100
Weight Required | 0

Configuration Type
Booth Options

[] Needs Electric | Is Decorated
| Needs Water | Needs Gas
[] Needs Compressed Air | Needs Drain
Units Surcharge

0K | | Cancel
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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. Select the Is Exhibitor checkbox.

15. Select XYZ Boothl in the Exhibitor Booth field.

Order Lines Record

| Ship To I & Comments |

General !

General | Travel | .« Comments | Attachments I Education Units

Meeting Name

Attendes | O'Connell, Dave/Aptify

Badge Name

Badge Company Name

Badge Title
Registration Type | Pre-Registration |E| [¥] Show Name On List
Status | Registered |E| Cancellation Date
( [V] Is Bxhibitor Exhibitor Booth ){"r'EBDDthIIJIJ)

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.
20. Click on the Expo Management application Dashboard.
21. Open the XYZ Expo Floorplan from the Floorplans View.
22. Click the Booths tab.
* Notice that the IsOccupied box is now selected for XYZ Boothl.
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Expos Taking an Order for a Booth

ﬁE-‘-Fluurplans ID: 1 =101 %
=

A& X BHGE axe 3hex a9 @0,

General Booths |C|:|mments | Akkachments |
5 % ] [ reports Add Ta List s &

Booths Linked to Floorplan #1
. Marne Diescripkion # af Units dccupied

. 1 wvz bookh 1 1

23. Double-click the X¥Z Booth1 entry to open the corresponding Booths record.

* Notice that the order information now appears on the Booths record.

[ -

M Booths ID: 1 =N | EoR(F>S
HEE X @M 25 % aEhe O @ o

General |ﬁ% Merged Booths I Linked Registrants I Comments I Attachments I

Name|manoth1uu |

Description | |
Floorplan | XYZ Floorplan 4 [ |
XCoord | 5 | YCoord |95 |
Width| 10 | Length| 10 |
# of Units | 1 | Area | 100 |

Booth Registrant Infarmation

Maximum # | 3 | Cu::umplimentarl_f| 0 |

Surcharge Surcharge .ﬂ.muunt Merged
Merged Into EDUH1| |H|§‘ﬁ |

Order Information
Occupied

Linked 0rda’|ﬁ |H|>ﬁ |

Linked F‘erle'l| 0'Connell, Dave/Aptify |H |>‘§ |

Linked Cu:umparn-'| Aptify |ﬂ |'X |

24. Close all open records.
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Canceling an Expo Order Expos

Canceling an Expo Order

E.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.
Select the checkbox 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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Canceling an Expo Order

Expos

_Ioix]
G| GO @ P

i Hy X | &b

General |ﬁ@ Merged Booths | Linked Registrants | Comments | aktachments |

EN=NIMS Bookhl

Descripkion I
Floorplan !JMS E:po Floorplan i >
xCoord |5 fCoord [35
width [10 Length [20
# of Units |2 Area [100

Bookh Registrant Information
’7 Mazirnurn # IS

Surcharge IFIat Arnount vI Surcharge Amount I$U-UU I~ Merged
#h X

Merged Into Bookh I

Complimentary IIII

fO_rder Information

[T Groupied
Linked Crder I dh >
Linked Person I g >
4 T

Linked Compansy I

15. Close all open records.
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Using the Floorplan Copy Wizard Expos

Using the Floorplan Copy Wizard

E.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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Appendix /ﬁ[lfy

F SQL Value Statements for Views

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

F.2

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
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G Quick Reference Guides

Objective

Users will be able to:

e Use the accompanying Quick Reference Guides for understanding of frequently
used parts of the system

*  Print out the guides separately for quick reference use

Overview

Aptify Quick Reference Guides are designed to help users with frequently used parts of the
system. On the following pages users will find Guides that cover the following topics:

*  Creating List Views
* Managing Views

* Reports

* Record Management
* Contact Log

*  Membership and Subscription Renewal

Quick Reference Guides should be copied out of the manual when needed. A good practice is
to hang these guides on your cube wall for use when first using the system. The Guides act as
functional, step by step reminders of how to conduct the frequently used operations of Aptify.
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Managing Views QRG

Creating Shortcuts

Aptify
1. Select the desired View from the Navigation Bar

2. Select the desired Shortcut Group by clicking on it - this may contract the Group - click again on the bar to expand
3. Right click on the desired View in the Navigation Bar and select Add to Shortcut Bar
a. If one or more shorcuts exists under the Bar, the new View will be placed at the bottom of the Group

Managing Shortcuts

1. Right Click on an existing Shortcut Group
2. Shortcut Menu Bar will display with following options:

a. Add Group
b. Remove Group
c. Add Item - Displays Views Search (This can be used as an alternative to steps 1-3 above)
d. Small Images
e. Small Images with Text
f. Large Images
g. Large Images with Text
h. Large Images with Text Below
3. Users can move Groups by Dragging them

4. Users can move Views within a Group OR from Group to Group by Dragging them
NOTE: Users can also Drag and Drop Views, Services, and Folders to the Shortcuts area from the Folder List

Creating a View Template

. Open the Properties of a View - Configure the Properties as desired

. Click on the Save Template... button in the lower left hand corner

. The Save Template dialog box will display: Enter the Name of the Template
. Save to the applicable Category for the Template

. Users can create New Categories to aid in organizing their View Templates

a. Remember — View Templates are visible to ALL users of that service, not just the creator
b. Check if your Department function has already created a folder
. To Load the View template, create a new View from that service

7. Click on Load template... button in the lower left hand corner
8. Select the desired View template from the dialog box - All View templates are visible by all users

abrwON -

(]

Creating Shared Folders

1. Right click on the desired Service
2. Select Create Folder

3. Create Folder box displays

4. Enter a Name and Description

5. Click on the Share this Folder box

Connecting to Shared Folders

1. Right click on the desired Service

2. Select Connect to Shared Folder

3. Connect to Shared Folder box displays

4. Expand the desired User to connect to under the All Users list

5. Select the desired folder to connect to: Folder displays within the Service
6. To Edit a View from a Shared Folder:

a. User must Right click on the View in the Navigation Bar

b. Select Copy the View

c¢. User must Right click on the Service in the Navigation Bar

d. Select Paste the View

e. Copied View will display within the Service labeled “Copy of...”

NOTE: IF Shared Folder edited by Owner, users will automatically receive the updates — this enables the Owner (managers/admin-
istrators) to update/edit views.



Creating View Tips

1. Consider the Use of the View

a. Data mining (Excel Integration & Reports)
b. Communication - Track records needing attention, processing (Dashboards & Wizards), updates
c. Searching for records (prompted views)
d. Dashboard
2. Filter linked fields based on ID instead of Name

a. No spelling mistakes and no problems when the field name changes
b. The Basic Find dialogue is much cleaner than a drop down list of only 100 results
3. Use Prompts with Default Values

a. Ensures future user of the view will know about that criteria
b. Only one extra click, no actual editing required
4. Watch your Filter Logic

a. Scenarios exist where the Filter Logic will reset to all AND statements - ex. if you delete a criteria
b. If editing Filter criteria, always display Advanced area — will be visible
5. Get rid of Unnecessary Columns

a. Tempting to include any/all Fields or leave all default Fields displayed
b. Avoid a displayed scroll bar — trim view to usable fields.
6. Clean up your Column Headings

a. On Fields tab - Display Name & Description— replace cryptic field names/descriptions with sensible ones
b. On Format tab, check Use Custom Formatting..., Wrap Caption — displays heading w/out white space
7. USE the Preview Pane & Hierarchy

a. Provides tons more information per List View entry
b. Preview Pane can be set to a different template per View

Managing Views QRG
1. End Users

a. Use the Shortcuts bar
i. DO NOT use the Folder List! Do you use Windows Explorer to find a Word doc!?
ii. Use Shortcuts bar to organize Views topically and mix together different services
iii. Display the high usage views - avoids the confusing Folder List
b. No really...start using the Shortcuts bar!
i. Start using NOW - right click on Views you use and SHORCUT THEM!
ii. 10 minutes — end of day — organize them
iii. Right click on Shortcut Group for different formats — try Small lcon w/Text
c. Create a “Trash” folder in each service for one-time-use views
i. Dump one time use views in folder
ii. Create one-time use views inside the Trash folder
iii. Keeps list of views from becoming cluttered
iv. Periodically purge your “Trash” folders
d. Once connected to a Shared Folder, logically rename it if needed
i. Avoid displaying multiple folders all named “Shared Views”
ii. The owner still controls original folder name in their Folder List
e. Make sure the view can be easily identified based on its Name
i. Use Description area to add detailed explanations for complex views

2. Administrators
a. Concentrate core shared views into minimal folders
i. Avoid core views spread across folders - creates confusion/ frustration for end users
ii. End users connect to fewer shared folders, reduced clutter/concentrated update area
b. Standardize approach to how CORE views are stored:
i. One person per functional team responsible for team’s shared views
ii. One person responsible for the shared views in each service
iii. All organization-wide shared views transferred to the sa account
c. Create a summary document of available shared views
i. Enables users to avoid reinventing the wheel
ii. Admins can create a View of Views to see ALL users Views — can print/export for managers

d. Clean up Display Names and Descriptions on Entities records
i. It will be easier for end-users to figure out what fields they should use on Filters and Fields tabs
ii. Make sure Display Names will look appropriate in alphabetical order
ii. Add “XX” or “DO NOT USE” to the Display Name of stock Aptify fields that your association doesn’t use to avoid accidental
use
e. Create View Templates where specific set of filters ALWAYS need inclusion
i. Improves the odds that the set of filters will be built correctly
ii. Allows end-users to then enhance the view based on specific needs

Aptify Training and Education
To arrange for On-Site, Scheduled, or Ad Hoc training please feel free to contact Renee.Thorpe@aptify.com or
dave.oconnell@aptify.com






Appendix /ﬁ[lfy

H Views Worksheet

Use the following worksheet to frame your ideas of views you will use in your everyday job.

H.1
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