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OVERVIEW OF COMPUTER SYSTEMS APPROACH, INC.

1. INTRODUCTION:
Computer Systems Approach, Inc. (CSA) isa full service Corporation providing
both high tech and hardwar e design capabilities and also full hardwar e service
and repair. When CSA began, we were primarily a Consulting firm for both
hardwar e and software designs. During thelast ten years, CSA developed a
number of productsfor PC’'susing WIN98, WIN95, WIN3.1, and DOS. Wealso
havea product for the MAC. In many instances, customer requested that CSA
provide a turn-key solution to their requirements, including multiple systems,
networking, and CSA’s multi-user service oriented softwar e packages, printers
and on-siteingtallations. For such caseswe are ableto offer top brand name
productsfor our customers. Wearearesdler, VAR, or service center for
Packard Bdll, Hewlett Packard, Zenith, Okidata, and Epson.

2. OVERVIEW OF THE CSASERV/CSALAND SOFTWARE
2.1INSTALLING THE SOFTWARE AND COMPLETING THE REGISTRATION
PROCESS

The CSASERV/CSALAND full ingtallation, update, upgrade and demo all follow a
smilar procedure when you ingtall the disksinto your computer. The demo procedure
providesa user with the same features but during the registration processthe name
The Best Pool Company or the Best L andscape Company must be used per the
registration form. The demoisuseablefor alimited number of days. Thefull
ingtallation version carries a conditional warranty and to activate the warranty, user
arerequired:

a. Toenter all their cussomer information

b. Todoamonthly billing and

c. Tosend out monthly statementsor invoices generated by CSASERYV for all

customers.

To begin the process of loading the program you should have:
1. A 486 computer with at least 10 MB of free space or better.
2. Your computer should have at least 16mb of RAM.
3. Win 3.1, Win95, Win98 or better.



4. TheCSA ingallation disks
5. TheRegistration Information
6. TheAgreement Form

Chapter 1:Installation:

Thefollowing example will show how a CSASERYV demo isloaded. The actual program
isalmost the same. For areal ingtallation, therewill be different unlock codes and
expiration dates and you will put your actual company name into the program during
installation.. When you install a Demo or Real Installation you

must use the Registration Form that Accompaniesthe Program. It hasthe correct
name and numbersto use. You must usethose namesand number and modules
exactly asthey are shown on the Softwar e Registration Instruction Form. Spacing
iscritical, the case of lettersisnot e.g. you can use upper or lower cases(e.g. aor A).

The CSA program now comes on three floppies disks.
SOFTWARE REGISTRATION INSTRUCTIONS
It hasinformation you need to register and use your product:
Product to Register: CSASERV
Registered To: The Best Pool Company
System ID: L eave thisblank

Modulesto Register MAIINVCUSPERRECRPTSERSRVVENLANGEL
PAY

Expiration Code 73250

Unlock Code 29552093466
(Serial Number)
The Expected Date 73130



For thisdiscussion, we will assumethat you areusing WIN95. Insert the floppy #1 and
begin theinstallation process:

|Figure 1-1 Desktop with Simulated Start

Thisisasnap shot of the Desktop with
A simulation of the Start Button.

A CLICK ON
START.

B Click on Run
to start the
Installation
process




Click on Run.ﬂ Irlen typein A:\Csasetup.exe

e T
=il (LR

A ] e SRR

A TYPEIN:
AN\CSASETUP.EXE

THEN PRESS THE ENTER
BUTTON OR CLICK ON
OK.

[Fgres |
el ViaseeenlivE o W

r' Welcome!

Thiz program will install Computer Systems

Approach. Inc. CSA-SERYICE onto your
[ | computer. Prezs the OK button to start the
inztallation. You can presz the Cancel

B TOCONTINUE THE
INSTALLATION JUST CLICK ON OK
AND LOADING WILL PROCEED.

When the installation begins, the program will check to seeif you have an old version
of CSASERYV or aversion of the CSAPOOL program on thehard drive. 1. If the
program findsaverson of CSASERYV, it will try to update the program.

Note: If you are updating from an earlier verson of CSASERV, it must beVer 1

earlier version, contract CSA for additional instructions.
If it doesnot find a version of CSASERYV, it looks for the CSAPOOL program.
3. Ifitfindsthefile called csapool.exe, it will think that you are going to upgrade your
csapool program to the CSASERYV program. If you do not want to upgrade your
data from the csapool program then abort the ingtallation now.
Note: The CSASERYV program can only update CSAPOOL ver 3.510A. If
you have an earlier version of CSAPOOL, the upgrade will not work!!
4. If you decideto Start from the Beginning with the Entry of customersetc, then
clear out previousversonsof CSAPOOL and CSASERYV prior to beginning the
new installation process.
Note: If you have any questions about thispart of the procedure, please call for
clarification.

N



If you have the CSAPOOL program and do not want to upgrade the

information to CSASERYV, you can rename thefile: csapool.exe to csatemp.exe.

The CSASERYV ingallation will not recognize that you have the csapool

program. After installing CSASERYV, you can then go back to the csapool

subdirectory and rename csatemp.exe back to csapool.exe so that you can

continueto usethe CSAPOOL program.

5. If you do want the CSASERYV to upgrade the data from the CSAPOOL program,
CSAPOOL must be version 3.510A in order for the conversion to be correct.
NOTE: TO UPGRADE CSAPOOL TO CSASERV, THE CSAPOOL
SOFTWARE MUST BE VERSION 3.510A.

6. RUNNING BOTH CSAPOOL AND CSASERV:

After you have completed theingtallation, it ispossible to use both the
CSAPOOL and CSAServ programsindependently. That way, you can assure
your self that the new program is doing the correct accounting.

Note: Theinformation on transactions would have to be entered into both the
CSAPOOL program and also the CSASERYV program.

NOTE:
If you have multiple Companies using csapool, call for technical assistance.



For a new installation, you should see” new” in this message. If not, you need to

abort and find out why New isnot there.

_a—

Figure 1-4

Thank you for requesting our new CSA-SERVICE
POOL Accounting Software for Windows.

| |This Software may he uzed by a entry level company
| as well az more sophisticated organization.

The number of customer and tranzactions handle by
thiz zoftware Package iz only limited by the
size of your Hard Dizk. From 15 to 2000+ Customer
| and Transactions.

This Package iz zelf contained and provides the
following:
x Automatic Generation of Statemé
| @ Automatic Generation of |

| Press the OK bufton to continue.
Press Canceltd abort the installabion.

Cancel |

THISISJUST GENERAL
INFORMATION. AFTER
READING, PLEASE CLICK

yK.




Oncetheingallation is started, the program will ask you for the Directory(folder)
whereyou want to placethe CSASERYV program. Wenormally load it into the
C:\CSASERYV directory. You canjust click on OK with the mouseto continueto the

next step.

Select Destination Directory

Computer Syzstems Approach, Inc.
CSA-SERYICE will be installed into the
following directory.

IF vou would like to inztall it into a different
directory/drive, use the browse list below.

Destination Directony:

c:xcsnsmv —

o 18131315 518
3 030699

o 2095

£ acroread
£ batch

£ ccentral

&

£ clarion e

|

| C:

A

SELECTING THE DIRECTORY
WHERE THE PROGRAM IS
LOADED. WE USUALLY USE
CSASERV. IF YOU HAVE
MORE THAN ONE COPY, WE
NAME IT CSASERV],, ETC.
THISHELPSCSA TO KNOW
WHERE THE PROGRAM ISIF

NN INICCNNTrCALL O 1INDDhANNDT

CLICK ON OK TO ACCEPT
CSASERV ASTHE
DIRECTORY.

= =
9




The next message indicatesthat the CSASERYV directory already exist whether it is
thereor not. Thisisin thelist of messagesto correct. Just click on OK to continue
loading the SW into the CSASERYV directory.

Next, you will be asked to enter the Registration Information. Note, thisinformation
should be obtained beforeyou start theingallation. The demo comeswith standard
company name*“ The Best Pool Company” or “The Best Landscape Company” and
has a limited number of daysto usethe program beforeif stops. The Full Installation
program uses 99 asthe expiration date. Thismeansthat it does not have an expiration
date. If you areinstallingademo, enter your name, the indicated demo company, and
the unlock code(SERIAL Number).

After you have entered all theinformation, then click OK to go to the next step.

ol
Hegistration Information

EPlnfzase enter your name and company name into the fields below.
Press the OK button to continue or the Eancel button to abort the
nstallation:

Mame

|Larl_1,l Canter

|The Best Pool Company
CLICK OK AFTER

5 arial Mumber F— |YOU CHECK THE

|9849591997] INFORMATION AND
ok | Cancel | ARE READY TO

CONTINUE.

' Company

. N S

[Figwe17__|
Rogistration Information 3 >
Fleaze Funfirm the name, company CONFIRM THE
T8¢ 1 he meatmation o Einroct Brass -l INFORMATION AND
THEN CLICK ON YES

the Mo button to reenter pour name

and company information. /

Larry Canter

The Best Fool Company
ag4qRa1097

10



|Figure 1-8 |

[ | Ezxpiration Date: |?2441

B Licenze Information

I Y This software is about to be installed only to
the following person and/or company:

Larry Canter
[ | The Best Pool Company
9849591997 i
I If you are not a licensed user of this
software you must press the £ancel button
now.

. K
Cancel i i
I""_'=""__-_ L m—

| Figure1-10

11

ENTER THE EXPIRATION CODE
INDICATED ON YOUR REGISTRATION
PAPER.

CLICK ON OK AFTER ENTRY

CHECK THE

INFORMATION THEN

o] [CLICK ONOK TO
CONTINUE.

THE FIRST FLOPPY WILL BE
LOADED. WHENIT IS
NECESSARY TO LOAD THE
SECOND DISK, PULL OUT THE
FIRST DISK, INSERT THE
SECOND DISK AND CLICK OK




Inzert Mew Dizk

7

Place installation disk #2 into the floppy
dnve and press the OK button.

Source Pathname:

rg‘ﬁ

Press the OFK button to
Press Cancel to ab e inztallation.

Cancel I

=
=
I MY

|Fi gure 1-11 |

nstall Icons?

filez have been copied o pour syztem.

CLICK ONYESTO
HAVE THE PROGRAM
LOAD THE ICONS
FOR THE CSASERV
PROGRAM.

I i’r) The Computer Syzstems Approach. Inc. C5A-5ERYICE

Do you want to add icons for Computer Syste
Approach, Inc. CSA-SERVICE to thef
Manager?

Cancel

Figure 1-12




i _.i

I Select Program Manager Group

I FPleasze zelect the Program Manager Group

that you would like to place Computer
Systems Approach. Inc. CSA-SERVICE
icons into.

THISISA CARRY OVER
FROM WIN3.1. JUST CLICK
ON OK TO CONTINUE

e

You can select from an existing group or

Group Name:
C5A-SERYICE

fth Level
Accessories
Adobe Acrobat
America Online
ATET WorldMet Software 1.1
Clarion for Windows
Clarion for Windows 2.0
Comm Central

&
Cancel |

THE CSASERV PROGRAM

AND CSA README S
A ADE OU MAY
RAG CSASERV ICON

OUR DESKTOP AND
DELETE THE README
T 3 FILE AND THE GROUP
M etwork: i it W & AR . FRAME.
[ eighbaorhiond : A S - -

Clariar far
Siindows 2.0

THE FIRST TIME THROUGH
THE REGISTRATION, THIS
HAPPENS. CLICK ON
REGISTER.

13



need to capture registration with incorrect expected date and insert it below this note:

Figure 1-15

Registered to | The Best Pool Compary ‘
fodules to register [M&INYCUSPERRECRPTZERSRY

e [72441
i date code [71805 |

Fill in the blanks EXACTLY as they appear on the unlock code sheet.
| [UPPERA0wer case iz unimportant, but everything elze iz critical.

Figure 1-16

14

THEN ENTER THE
EXPECTED DATE
SHOWN ON YOUR
REGISTRATION PAPER..




E Register @%
AFTER
) Product to redister ICS.&SEHV ENTERING
Registered to IThE Best Pool Company THE
A Modules to register [MAINYCLSPERRECRPTSERSRY CORRECT
Expiration date code IT2441 EXPECTED
5 Register  fe_ DATE, THEN
Uniack code: {agag591997 T IcLICK ON
Expected date cods [72164 o REGISTER
1_ Fill inthe blanks EXACTLY az they appear on the unlock code sheet.

UPPERAOwer caze iz unimportant, but everything elze iz critical.

The program will beloaded and you will seethe Top Level Screenswith a number of
| CONS.

2.1 SETUP, TAX, PERSONNEL, AND ROUTES:
Before you can start entering customer information and gener ating statements, you
must enter some basic information into varioustables. It takesafew extra minutes
to do thisbut it must be done so that other Tables filled in now can beused later when
you entry Location information. Most of these entriesare done onetime only at start
up of the CSA program. Theinformation to be added includes:

Tax codefor the state or county in which you do work into the Control File,

Your correct address and telephone number in the Control File.

The Typeformsyou will beusing eg. Continuouswith Tax column

in the Control File.

The current accounting period in the Control File. eg. 3 for Mar1-Mar 31,

1999

Entering Vendors eg. Keybuy Pool Supply under Vendor |con.

Entering Personnel e.g. Your Name up to and including social security

number using the | CON of a Man and a Woman.

EnteringRoutes eg. 1 Monday usingthelcon Tel/Cal for Services.

Entering key itemsin Inventory control: eg. Miscellaneous Repairsusing

the|/C ICON.

Onceyou have click on Register, and entered the correct expected date, the Program

will start and depending upon your installation version , you will either seethe Control
File with anumber of 12 periodsor the CSASERV Set of Operational Icons.  In this

15



Contral file, you can enter your correct address and the correct current period and
telephone number. Then click on OK. To proceed to the next step.

On certain versions, the Control Screen does not immediately pop up. 1t will display
the ICONsthat are used to operatethe program. To start the Contral file, it is
necessary to Click on Setup. Setup isdirectly abovethe |CON with Glasses

\,eﬁdersﬁhal—r&érev]/. ' n on the next :
( Figure 2-1 Control File ° enext page

e

E. E :-:un'ﬂructicu[| a Foint of 53I1 E - ﬁ iJgf:‘-’:- ENTER THE
1 Setup [ General Information ] = CURRENT
: : PERIOD E.G 3
Registered Mame: I}ne Best Pool Company Contractors License: FOR MARCH
Addr.gass: 1?’5?’ M. R RORD AYE, |32291 ik
City State Zip: [ananEm C/I_A|aﬁm 00000 IE THE
Fhones ¥ Cortinuous Furmwed?' W' Tax Col On Statement? / INSTALLATION
(7141571 -0507 | 0 = [ ISGOING
(oooooo-o0o0 | [ o SHLECHR Fodel - EEE- / CORRECTLY
Feves CLrren 3 o7 I F141994 I W THESE DAT E’S

| co00y000-0000 | 11999 | 10141999

08 | 811999 [ a/31/1999

09 | am1/1993 | 83001989

| o
|cnomyooo-0000 | o QiEM1ﬂ999| 212611999
0

31999 I 3311939

10 [10m1/1993 1073111993

Accounts Receivable I 04 | 410 4130M999 11 |1'1.l'EI1.f“1!EIEIEI. 999 TO RESTART
| 05 | smin99s [ sm1mess 42 [12011999 [12/311 938 AND DO THE
Inventory Control
i 08 | s0141999 | 6301999 13 | [ INSTALL
Accounts Payable | AGAIN
el ||| Printer adjustments |

| Record will be Changed |

OK I Exit

|&DDRESS LIME 1

| 20B-29PM

Version Beginning with Top Levd Icons:

WILL BE FILLED
IN.IF THEY ARE
NOT, YOU NEED

The program displaysa set of ICON which are used to start various parts of the
program. Inthebasc program, you can enter Customer Billing information and
Customer locations viathe Pool/Yard | con, enter Vendorsthrough the Man with the
Glasses I con, enter personnel through the Man/Woman Icon, enter regular services,
periodic service, and routes through the Tel/Calculator 1con, usethe C/E to build an
estimate or make a service contract using the C/E icon, usethe A/R Icon to enter your
char ges, do automatic billing, make statements and invoices, and salesreports and use
the1/C Icon to enter servicesand partsor productsthat you sell to customers. The
A/P Icon and the G/L iconsareoptional. P/R isafuture modulethat isnot available.

16
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‘Eile Edi

Compuler Systems Approach, Inc. - CSA-SERYICE Yer 20 Rel 0.0 C:ACSASERY

T
I":L.Q-:';
fpt

] C/E
B | Construction

Eoi 15'4
Soint of Sa m

=R

wem | = GENERAL
d | LEDGER-
re Ylocziall| FINANCIAL

22 EMPLOYEE
41 CUSTOMER INFORMATION
BILLING
ADDRESSAND VENDOR
L TION INFORMATION
INFORMATION

|Fig. 2-3 Accessing Control File

General Ledger Account Types
General Ledger ccounts

—

Sales Tanes
Baroll Taxes

Bieindes Files

STATMENTS
NOT
AVAILABLE
INVENTORY
ACCOUNTS CONTROL
RECEIVABLE
STATEMENTS
BILLING
PAYMENTS
TO ACCESSTHE

CONTROL FILE,
CLICK ON SETUP,

THEN CLICK ON
CONTROI_FlI E

[ TOADD A NEW TAX, CLICK ON SALES
TAX . TAX CODE ENTRY WILL
BE DESCIBED LATER.

First wewill go over information

entry in the control file. Then
we will go through the Tax
Entry Procedure

17



|Figure 2-4 Selecting Company from List |

List Setup
Locator:| |
———HIGHLIGHT CONTROL
Campanty |

FILE FOR YOUR
COMPANY THEN CLICK
ON CHANGE TO VIEW OR
EDIT THE CONTROL FILE

The Best Pool Company

ENTER ADDRESS

AND CONTRACT a#
IFYOU WANT THISTO BE
INCLUDED.

nsert | -::har‘ge/l Delete |

|Enter Search Criteria

Figure 2-5 More on Control File . ) ) / )

|
= Setup [ General Information ]

Fegiztered Mame: In-,.-_ Brest Poal Company

Address: fi7s7 R

B MOND A4E. ¥ |az2917

City State Zip: [ anAHEM

[ca [azam-00000

{F'hn:nnes
[c714)571-0507 || 0
[n:_nnn)nnu-nunn | o

Faxes -
|(nnnjnnu-nunn | o

IEEIIIIIIIJEIIIIEI-EIIIIEIEI | o

Accounts Eec'éi@ﬁlﬁl—

v t!ﬁﬂui:uysl Forms Are Lsed? | Taex Col On Statemen

=

o7 | 7ao1Ma0g | 7414900
01 | 140141999 | 1/311999 08 | ammaaW'
02 21011999 | 2261999 | 084-5n0TA1 999 || 9/501993

03 | 30 73101999 10 [10/01/1999 [10/31/1999
04 | 4011999 | 4301999 11 [11/014999 [114301999

Accounting Periods for year:

Currert Period: 3

Inventory Control |

Accounts Payable |4_

05 | 50141999 | 5311999 12 [12/014999 [1245141999
O | E01/1993 | 6304939 13 | |

ACTIVE ACCNTING
PERIOD.

SET DEFAULT
ACCOUNTSAND

PREPRINTED
FORMSIISF

SET DEFAULT A/P

Bayrall |
_ G/L ACCOUNT
| Record will be Changed | oKk | Exit || |NUMBERS
ADDRESS LINE 1 | 30BNIEM
Note: CSA has already added default accounts for the A/R and CLICK OKTF
the A/P to make startup easier. If you want to change the YOU MADE
default account numbers, thisiswhere it would be done. CHANGES

18




|Figure 2-6 Selecting Sales Tax |

SALESTAX ENTRY PROCEDURE:
puter Systems Approach. Inc. - C5A-5

Safindio

Caritral File

General Ledger Account Types
General Ledger Accounts

Sales Ta:-:est/

Favrall Taxes

Reindex Files

Sales Tax List

FROM SETUP SELECT
SALESTAX TO VIEW
OR CHANGE OR ADD
NEW TAX AREAS.
CLICK ON SALESTAX.

Locator: | [LOS AHGELES |
Ta Codgl Colnty or State Rate
L&  LOS &MNGELES 0325 CLICK ON INSERT TO
OC Orange County 0.07735 /ADD A NEW TAX.
p Note: ADD the NEW
TAX BEFORE YOU
/ TAKE OUT TAX
CODESYOU WILL
NOT BE USING.
Irsert Change I Delete I EeleCt I Exit I C
= TAX Code: USUALLY WE
|Enter Search Criteria | 3:21:38PM PICK A TWO LETTER ID

|Figure 2-8 Entering Tax Code,Desc ,Rate,Acc#/
CuT Cwranioe Coictu nnyysl

THEN TAB TONEXT FIELD

Sales Tax

p]

Taie Cocle; |SEI «m or State: [, BERMARDING
Rate: I 0.0775
»

Sales Tax Accourt to be Llsaj;l 0999 I onnon

TYPE IN THE
DESCRIPTON OF THE
TAX AREA. BE CARE-

\
| Recdyd will be Added

| g_ic/ | _ Exit |

FUL NOT TO MAKE A

a

| General Ledger .&u:u:-:u\ﬁ(ut Account Mumber

\

ENTER'7.75% BY
TYPING IN 0.0775

THENTABTO
THE NEXT FIELD.

TYPE99O TAB TO
GET A LIST OF GL
ACCOUNT #. See
next Figure.

19

SezogPw TYPO. IF YOU DO AND

DO NOT CATCH IT BE-
FORE CLICKING OK,
YOU WILL HAVETO
DELETE THE TAXID

CLICK ON OK THEN REENTER IT!!

WHEN YOU HAVE TAPD TAANMC\/T i N

ENTERED ALL THE

INFO.




|Figure 2-9 Selecting g/l Account #. |

e ]
% General Ledger Accounts

| Locato r:[  |[ooo1 || caPITAL-LARRY
Description a
J o020 Yariance
Fos0 Corrections
¥ oo Bank Charge
= Fso0 Oifice Expenze
; 000 Rert
S| 200 Telephone
aliln] |ttilitie:s:
—  [E00 Mairtenance & Repair
= P50 PagerBeeper
—| [=Es Cellular Phones
= Be00 Car & Truck Expenzes
a0 Miscelaneous Expense
Bas0 Legal & Professional Services
ataizlll] Taxes & Licenzes
OO0 VITHDR AW | -L ARRY

9500 CAPITAL-LA

b

Figure 2-10 Scrolling to Sales Tax Account #>

USE THE SCROLL
BARTO FIND THE
CORRECT GL ACNT
NUMBER THE
CLICK ON SELECT
OR JUST DOUBLE
CLICK ON THE
ACNT #.

I |
| General Ledger Accounts [

| Locator:| |[0001 || State Sales Tax Payable |
Description - nzert |
ooo Cazh ;
_I 100 Accoutz Receivahle T ﬂge_-]
I pao0 Furniture And Fixtures Delete I
f 310 Accumulated Depreciation
1400 Inventory
2000 Accounts Payable

o]
=2l

ez Tax Payable

MOooo Sales

MOo20 Uninvoiced

HO30 Freight

Ho40 Miscelaneous Charges
IR Discount Allowed
MOE0 Zales Returns

HO70 Finance Charges
030 PURCHAZSE

o035 Purchase Dizcount

Select IC\

B or

SINGLE CLICK SELECT OR

S

DOUBLE CLICK ON HIGH-
LIGHTED GL ACNT #

20




Figure 2-11 Looking at New Tax Code Entered
and Getting Ready to Delete Codes you will not
use.

Sales Tax List

Locator: | [ orange County |

—— NOTE THE NEW TAX AREA
Tax Coddel Courty or State Fate
LA, L% AnGELES 0.0825 /SB . TO CORRECT THE SNA
Crange Courty : » YOU NEED TO DELECT AND
=B =hA, BERMARDIM 0.077rs REENTER AGA' N HERE WE
WILL HIGHLIGHT OC
BECAUSE THAT CODE WILL
NOT BE USED.
AFTER HIGHLIGHT-
+—  |ING OC, CLICK ON

nsert | Change | Delﬁm Exit | DELETE TO REMOVE

OC FROM THE
| Browsing Recaords | 222:52PM TABLE.

|Figure 2-12: After Selecting to Delete, you click on OK to Confirm Delete!! |

YOU WILL BE
Teux Code: [ Courty or State: | or 2 0CGE COUNTY
0.0 Sales Tax Aocount to be Used: | 2000/ | o $|-8|IZ'IE'DY-(I-)CL)J \\5\/EARI\|I'|I:'Y
| Record will be Deleted || oK Exit | TO DELECT OC.

e = CLICK ON OK AND
e : d el THE RECORD WILL
Figure 2-13: OC Tax was Removed. BE DELETED.

Sales Tax List

Locator: [ SHA BERHARDINO |

Tax Code| County or State i Rate IEI
L& LOs AMGELES | 00525

NOTE: OCISNO
Shla, BERMARDING LONGER IN THE TAX
CODES.

21



ENTERING VENDORS

YOU MUST AT LEAST ENTER

SUPPLIER.

Figure 2-14 Clicking Vendor Icon ENTER VENDORSBY CLICKING ON
THE ICON WITH GLASSES. Note:

VENDOR BEFORE ENTERING
CUSTOMERS. MAKE IT YOUR MAIN

ONE

THEN CLICK ON INFORMATION TO
e SEE LIST OF EXISTING VENDORS.

|Figure 2-15 Viewing Vendor List: None |

T
Locator: | |
“endor Phone
/

CLICK ON INSERT
TO ADD A NEW
VENDOR.

/

In=ert | f:‘uz—;r;g-i_‘ i."-z-!:'.-ft-':J SElEE Exit I
_ |Browsing Records [ 311:03PM L




|Figure 2-16 Adding Vendor Information |

—_I.

D Code: im_ Business: iSuperinn Poaol Supply

—

Last Mame: iEIru:nwn

-Phones

Fir=t Mame: iElen

| i714y121-0000 |

| (oooyoo0-0000 |

Address: |1 010 Morth St

~Faxes

| (oooj000-0000 |

City: | Anaheim |
: ; | (oooyoo0-0o000 |
State: ic.ﬂ. Zip ’9241 4-00000 !:I
Stetus———————————
Start Date:! 3511999 e g F‘rew:uus.i F0.00
Endl Diate: ! /3111999 Dehits: I $0.00
Tan Cu:rde:! Products Offered Credts: o0
Locator; |Last Mame 'I Discournt:

Terms: !2,.*1 0 MET 3 I:i Hecurring Bills Balance: F0.00

_ Record will be Changed

|| QH‘/l Exit |

l {Wendar Id Code | 3 1226PM I

FILL INTHE
COMPANY NAME
AND OTHER INFO
FIELDSAS
INDICATED. THEN
CLICK QK.

After enter theinformation for the vendor, click on OK and the vendor will be added to
the LIST. In thiscase, we had checked the Location and indicated by last name. It is
better to set the Locator by Business. Go back into Vendor and Click on L ocation and

changeit to qH@Lﬂgﬁsﬂ Vendor List with Order by Last Name |

He
Yendors List I_
Locator: |

Wendor
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Figure 2-18 Vendor Locator changed to Business

Yendor

b Code: [SUPT00 Business: iSuperiDn Pool Supply
1E: i A

Last Maime: iElr.:.wn - Phanes
First Mame: [Ben [ c714y121-0000 | USE the Locator: Click
| (oooy000-0000 | arrow on theright side
Address: [1010 North St i of Locator window an
Rl L= P .
i h lick on
I [ coooyooo-ooon | " [then Click on -
Eﬁ':.f:_'iﬁnaheim Il] BUSINESSto list the
State: [Ca Zip: [az414-00000 [=] I(DDDJWM Vendor by BUSINESS
NAME NOT LAST
Start Date: [ 313171999 B /wh(’ Previous: | $0.00 NAME
SR + Activel  Ingetive i

End Diate: lm' Debits: lw
Tax Code: |_ | _préducts offered Credits: I_'ﬂjlﬁ
Locator: : Dizcount: |_‘5'.:.|]
Terms: B Recurning Bills Balance: I_*ﬁm
Last Mame

= Fomeet~ [BEChanged ok ] Exit |}

) Code
. |Yendaorz LeEatar Selechon | 31252FM I
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Figure 2-19 Vendor Now Listed By Business Name

After changing the L ocator to Indicate Business, click on OK and then the Vendor will
belisted by Business Name.

He

Yendors List

Locator: | |

“endaor

=uperion Poal Sugpply [ (¥1471 21 -0000C

EMPLOYEE INFORMATION:

To enter Routes, you need to have at least one employee entered in the List of
Employees.

Next, click on the MAN/WOMAN ICON to enter employee information.

| Figure 2-20: Employee Entry |

ENTER THE
INFORMATION UP
TO AND INCLUDING
THE SS#. THEN
CLICK OK.
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I I_’I I-—n—a--l_l-n—a--l_l-n—

Posomal__— B
Il Code: [CanTon ~Phanes —JE/

Last Hame: | Carter | (F14)738-3414 | O
First Mame: [Larry | (oomono-oooa | O
Address: 1807 M. Raymond Ave '

I Lucmnriﬁm

City: | &naheim [x] Status—

.State:lc,& iip2192313-ElEIEIEIEI i:! & active O Ipactive

Social !_552-32-:2“2-53 Frequency: I_E Typee Iﬁ
Marital m Haours: I_H Departament: |
Birth Date: !-w “Zalary: F0.00 Feqular: !T
Hire Date: |_5-'E1T1E§|§- Owertime Factor: I_IJ_J. 'Ov_er_‘tifne: I_'ﬁ[]-;[-f
Raise ’—m =pecial Factar: I_IT Epecial:
Rewiew m Yacation Hours Due: I_nf—[— !
Terminate m Yacation Hours Paid: m Ir- S
Group [ || SickHoursDue [ 000 il" Penzion Pian

| Record will be Added [ ok | Exit |

[ .

| Emploves Social Security Murber | 3141 3PM

SERVICES:

Therearemany featuresincluded in the Service area including:
Customer Requests
Scheduler
Chemical M easurements
Work Orders
Printing Route Sheets, Schedules, Equipment list and More.
Regular Services
Periodic Services
Routes

In thisquick reference, we will useit only to add Routes so that you can begin
Customer Billing and Site L ocation information. You can look at the Service and

the Periodic Tablesand add toiit if there are othersyou would like to be able to select
from thetable.
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Next, usethe Telephone/Calculator ICON(The Service ICON) to Enter Routes.
When you click on the\Service Icon to theright you will see Service M aintenance.

Click on Service Maint
[Fig2-22 savices |

ance, to add routes.

| TCompuler Systems Approach, Inc. - CSA-SERVICE Vier 2

File Edit Setup ‘Window
L+
Construction ﬂ

Ak
File  Services Waork Orders: Heports: Rl ETgli=l el

e}
i "

E [ Services ]

Service Charges
Periodic Services

Service Houtes

|Figure 2-23 Route Entry |

e

D LA I ~== L/E
¥ ﬁ w w Vi) | Tonstrustion P
R et
I

E [ Services ]
Eile Services ‘Work Orders. Beports

Service Maintenance
Service Charges
Penodic Services

CLICK ON SERVICE
ROUTESTO INDICATE
YOUR ROUTES. YOU NEED
TO DO THISBEFORE

DEICE Holile: ENTERING CUSTOMERS.
sports - Service: Mantenance H
Routes List
Figure 2-24: The Route Form pops
Locator: | | up for you to enter Route Number
Route| Description and description.
Route l
Route: Cescription:
(E, |
Last Mame: |
First Name:j
| Record will be Added T HeoK | Exit |
‘Service Route | ?I‘?\UE@

27

FILL INROUTE #1
then TAB TO DESC and
type MONDAY
(EXAMP) then

TAB to LAST NAME.
Qoo navt FEinlire




Route Figure 2-25 Route description
| IMonday is entered then Tab to
ot [—1 Descriptinn:.!m.;.n oy | select the Route person from
the Personnel List.
Last Mame: ||
Fir=t hame: I
| Record will be Added |[ ok | Exit |
|E mplovees Lazt Mame [ 317 20PM

THE PERSONNEL LIST POPS

Snr'\..'im: M.ﬁihl‘lﬁhnhl"n
ekl ! UP. SELECT THE PERSON THEN

Locator: [Canter | C_LICK oK.
Figure2-26
L&zt Mame
First hlatme I
|
[ belete | T CLICK OK TO
|Figure 2-27: Route Form Completed | ACCEPT THE
i Route | ROUTE.
Foute: ’ 1 De=cription: ir""':""da’f
Lazt Mame: I'm
Firzt Mame: ]Larr':.-'
| Record will be Added ok ] Exit
| ZITEAPM

|Employes Last Mame

INVENTORY CONTROL ENTRY:
AGAIN, BEFORE ENTERING THE CUSTOMER INFORMATION, YOU MAY

WANT TO ENTER SOME ADDITIONAL ITEMSINTO THE INVENTORY LIST
SUCH AS: MONTHLY SERVICE, MISCELLENIOUSREPAIRS, ETC. CLICK

ON I/C - INVENTORY CONTROL.

E[ Inventory Control ]
File BLEEREN Feports  Liiliies

|Figure 2-28: Entering Inventory item. |

[temz Information

Inwentary
Cloze Receiver and Retumz

Year End Cloze
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— Figure2-29: Click on
Inventory List | Insert toadd an ltem
Locator:| | [Liquid Chlorine |
Hem 1D Description/Price -]
|___Retail | Commercial Wholesale CLICK ON
................................................ i qudethnne |_INSERT TO ADD
| $1.75 | $1.75 | d A NEW ITEM
| Chlorine Trichlor Tablet
$1.50 | $1.50 | $1.50 |
CHE13 Dichotomous Earth
$0.25 | $0.25 | -45.00
CHE14 Swimtrine Plus-Algaecide
$15.00 | $15.00 $15.00 | -3.00
CHE1% Conditoner-Chior. Stabifizer )
$3.00 | $3.00 | $3.00 | -5.50
CHE16 Gold H' Clear Clarifier
$12.81 | $12.81 | $12.81 | -4.50
Insert T/(_-:hangei Delete Exit I
_ |Browsing Becords | 3:18:26PM
Figure: 2-29 Filling Inventory Item Form.
[Inventory Item ] FILL IN THE INVEN-
TORY SCREEN FOR
ttem ID: {MISRPO1 Description: [Mizcellaneous Repairs MISC REPAIRS. Enter
Type Category: | [ Taxabiz f lan 1D then TAB to
i Prociuct intinn-
Sl Quartity on Hand: 0.00 De_SC”pnon- Enter _
Retl price | g Miscellaneous Repairs.
Thon TAR tn NIt

Commercial Price;

Average Cost:
Uit Cost:

I Record will be Added |

29

CHANGE TYPE
TO SERVICE then
TAB.




Inventory ltem

1| tem e [MsRPO1

Retail Price: | g0.00.
Commercial Price; m
itholesale Price; rm.
Average Cost i__rT:.ﬁ'
Unit Cost:[ 0.0

Description:

Ws

[ Taxakle

Quantity on Hand:

Figure 2-30: After
selecting Service, Tab to
Category, makeit Labor
In thisCase, then Tab
to Taxable and Check if
you char getax.

THEN ADD

| Record will be Added

[If tem10: [1isrrPor

Type: ii-"::"-.f-'.',-'-; :_J
Urit: {Each [=]
Retail Price: [ 310000,
Catntnercial Price: [w
Whalesale Price; I_:’ﬁm
Average Cost: I_m

Unit Cost: [ 5000

Diescription: !!-_:‘_is_-:,eiiar;;s-_‘:u:: Repairs

Category: igm

[T Taxable

2uartity on Hand: ! 0.00

0K | Exit
| Lo | e )

PRICES AND
UNIT COSTS

Figure2-31 AFTER
COMPLETING THE
INPUT, CLICK OK TO
ACCEPT.

‘MISRPO1
$100.00 |
MOT100

Mizcellaneous Repairs

I'u'Intur Pump Seal
$12.50 |
MOTIM Mantnr-Keved Shaft

ya
7
|| Record will be Changed | oK | Exit |
i I
Inventory List !
Locator:| | |Miscellaneous Repairs |
tem 1D Description/Price =

Retail | Commercial | Wholesale | Quantity on Hand

$100.00

$12.50 | .00

Figure 2-32 Inventory
List with New Item
Shown Highlighted.




Inventory List

=i b

X

Figure 2-32: Add another
Inventory Item Monthly

Inventory Item |

Service

| A
tem IC: |p.-§f_:i\.'itﬁ'u‘l_‘_!-i Diescription: lr-_-‘:r_';?,"ﬂ—:i_ v SERVICE
Tipe: |Service =] Category: iaamﬂa [ Taxable ADD THE
Unit: [EcH (=] Quartity onHanet [ 000, SECOND ITEM
Retail Price: | $75.00 THE SAME WAY.
Cormmercial F'r'ice:l $75.00 CLICK OK TO
Wiholezale F'riu':e:_I 37500 ACCEPT THE
Awerage Cozt | 000 INPUT.
Unit Cost:[  sar.a0
| | Record will be Changed | 6K |  Exit |
| [Categary | 3:20:58PM
WlFigure 2-32: Second Item Added to List | THE NEW

Inventory List

INVENTORY ITEMS
ARE INTHE LIST

Locator:| | [MONTHLY SERVICE | OF PARTS AND
ttem 1D Description/Price _AJ SERVICESYOU
Retail | Commercial | Wholesale & Quantity on Hand
................................................... e, T e PROVIDE.

{MONSRY1

CUSTOMER INFORMATION ENTRY:

: $75.00 | $75.00
MOT100 Motor Pump Seal

$12.50 | $12.50 | $12.50 |
MOT101 Motor-Keyed Shaft

$16.00 | $16.00 | $16.00 |
BEAMATAND BRlrd e ™ Aanlead

-1.00

-1.00

AFTER DOING THE PRELIMINARY ENTRY: VENDOR, PERSONNEL,

ROUTES, INVENTORY ITEMS YOU NOW CAN

usomeRs
Figure 3-1 Customer Information Entry

31

START THE ENTRY OF YOUR

CLICK ON THE
POOL/LANDSCAPE ICON




_ Computer Systems Ap
File: Edit Setup window

2

4| [ Customers ]

i

i

T
| g
rf.h_

(FE8 Customers Wi

{rfarmation

Letter Wrih_ar

| ADDRESSESAND THE

THEN CLICK ON CUSTOMER.

THEN CLICK ON
INFORMATION TO SEE THE
LIST OF BILLING

LOCATION(S) FORMATION
FOR THE SELECTED

CILICTOANMED

In this case, there are no customer billing addresses or locations. At the bottom of the
screen, click theleft INSERT button to add the Billing address of the first customer .

After doing that, we will th

location information. U
dte addressisthe same.

copy over theinformatijon. In most casesyou will say Y

32

click on theright INSERT buttoryto add customer’s
ly with residential customers, the pilling address and the
hen you click on Insert, a prompt will ask if you wan

fo

Figure 3-2: Active
Customer
List.




Achive & Inactive Customer List
Locator: | | | |
Customer - Location Charges | Payments Balance a
. i (254 I ] h
Insert i Qhﬁngel Delste I Insewt I t'_l_hmlgel Delete | Active | Exit |

{ Browsing Records

| 32474PM

Figure 3-3 Customer Billing
Information Entry.

0 Cade: !HOP*I a0 Business: I

Last hame: [HOPE

=]

- Phores.

First Mame: [BOB

| (7Em)355-011] |
| (oomyo00-n000 |

Address: I1 200 PALM CARYON DRIVE

-Faxes

| coooyo00-000a |

City: {PALM SPRINGS

State: ia

Zip: [90123-00000 =]

=]

| (0ooyo00-0000 |

~Status
* active  Inactive

Licensé:i
“Eelection: lLast Mame = i

Previous: i F0.00
Dehits: i F0.00
Credits: ! F0.00

Dis{:u:uul_‘lts:,i FO00
Balance; i % .00

| Record will be Added

|0k '| Exit |

=

| Customer Phone Mumber

| 2:25-26PM

|Figure 3-4: First Billing Addresson List. |

After clicking on the Left
insert, we now added Bob
Hope' s Billing address
information. Bob Hope
may have one location or
multiple locations. When
the information has been
entered , click

Bob Hopes billing address
appearson the Customer
list.




Locator; | | |
Customer Location ‘Charges | Payments Balance a
|
d | 3 RI B 3
Insert | Qhangel Delete | Insert | g}imnua' Delete Active I Exit |

| | Erowszing Records : | 325 36PM
Click on the Right INSERT to add location

C

infor mation.

Figure 3-5: Location Information Entry

Customer

Location | Charges | Payment:

HOPE, BOB

In most case, click
Y esto copy over the
information that you
entered for billing
information.

Click on Y es, and the Information from the Business Addressis copied into the Site Location
information. The screen below actually contains a completed screen. Only the ID code, the Address, and
telephone numbers are brought over. To add the other information, we will now go step by step, beginning
on the right corner with the Section that contains the Tax code.

|Figure 3-6: After Copying Information from Billing
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O s i e O LV [N STV LY ST N CYE B

dress

i
ne HOP1 00 Business: | Status
Last héme: [HOPE Phones And Faes — .ﬁ“ Active T Inactive
)| Firsfhame: {508 [Fevassotia [ | Type: [Residential 7]

I Address: i12|:u:| PALM CANY QN DRIVE | (D00)000-0000 | } Price: IRetaiI vi =
T a4
é | | ro0oyn00-0000 | / Terms: [2n10 NET 30 [=] | [0
oy |PaLM SPRINGS = (DDD)DDD-W Ta code: [5B
State: Zipy IEIEI1 23-00000 i:! Route: I 1
Serv.Cnde:' Last Statement: I/e%i F0.00 hdap: I 123 !A_ITE‘
L'u:u:atu:ur;iLast Matne LI Regular Service Charge In=ert
: Description TR ————
Start: i ; Change
¢ Sl s MOMTHLY SERWICE CHARGE F30.00 e

Enet [ ar31/1939 e
Last Posted: ! Perindic Service Charge Insert

Description | Total Crae
Previous:; I $0.00 [.:r;'::afr-n_'—
Debits: I F0.00
Credits: I %000 “Echedule Izt -

8

Change
Delete L

1] §|=

Elalan-:eti r:-.n r_*;[:1 a L
| Record will be Added Show Other Info. | Exit | I

You can click on the Tax Code entry and type the code, or put a letter and press
Tab. TheTableof Tax id will then pop up. Tab to Route and enter the appropriate
route. Then enter a Map coordinate if you want Map Coordinates to show on the
Route Sheet.

3-7 Filling out additional
Information beginning
with Tax Code, and Route




I ||

Status
% pctive

" Inactive

Topes IResidential vI

Price: Im

Terms: Ima
Tax code: Iﬁ

»

—— Enter Tax code and Route. If you
have a map coordinate add it.
Then go to the Regular service

fied just below the map info.

Foute: I 1
Map: ml.ﬁ.—m

Next, gototheRegular Service Entry Field which isbelow Map, and CLICK on the

Insert Button. Thisbuttonistotheright of “Regular Service Charge’
6. Thiswill bring up a screen shown below which pops up on the left side of the screen.

|Figure 3-8 Select and Service and enter Amount, Tax, Pay in Advance.

, SeeFigure 3-

72
P AP = EJ—LL_HJ—I_I_I“’E Al | RN | lael | PR | CRcal |
ri ,@_ | [ HOPE. BOB ] Site Addiess
[ HOPE. BOB ] § e Ch =
2 ervice Charge e .
ories And Faxes L‘i Active 'f"' Inactive
(Bl s b ACNTHL Y SERYICE CHARGE Amourit: Im mr_ Type: W
[~ Taxable [ Paid in Sdvance Bilng Rate: forthly ] bo0)ano-0000 | Price: Im
: : ; Click here
Start: I 101 M998 Emd:.l 12431999 Last Billing:| 3/9q/99g |PO0JI000-0000 Terms: 2.f‘1 O MET 30
i NOC000-0000 II Taix C:Dde SEI to Insert
¥ auto Reset - (Schedule Start and End to be Used Mext year After End Date ) B oneor more
A regular
= = v. Fee: | $0.00 iap: iﬁ]ﬂ\_ :
| Record wil be Added [ ok | Exit | serw_(;e you
,/ Service Charge Inser‘t provide.
| Desciiption / : | 3:45:09FM [ &smount T
/” Erct [ =2 Mooo || [ LElEte

|eft of the Button.

After the Insert button is Clicked, the Services screen pops up to the

The servicefield would be blank. You can enter aletter then Tab to bring up the
Servicestable which hasalist of servicesyou have entered prior to starting entry of
customer information. Highlight your selection and then click on “ Select”.

Figure 3-9: Adding Regular Service Charges




Jones And Faxes — || | *7 AvUve

=Tr

Service Charges

Locator; | |

Hem ID Description
MOHTHLY SERVICE CHARGE

MONTHLY SERVICE-BI WEEKLY

) Select |

{SER100

SER110

Continuethe entry process by putting in the servicefee, and then tab to the next field
until all the information has been added. Note, you could enter a Monthly Service

Summer rate and also a Monthly service winter rate. Hereyou could select them one

at atime and indicate the start and ending dates which appliesto therate.

|Figure3-10 Selecting Serviceto Bill Monthly |
] ]

|
i
[ HOPE. BOB ] Service Charge

f-‘ﬂﬂwﬂf‘-! $ anlnn|

Dz eription: !rl.l1Cll‘~JTHL‘“rr SERNVICE CHARGE

[ Taxakle Hilling Fate; !r-.ﬂ::unthly vi|
Start [ 10111993 LastBiling 313141499

v &uto Reset - [=chedule Start and End to be Uzed Mext year After End Date )

[ Paidin Advance

End: | 1203141999

| Record will be Added

ok | Esit |
X

When you run automatic billing in A/R, the servicefor the date range that applies, will
be billed.
Also, if you click AutoReset, the dates will be advanced to the next year at the end of
the current year.

Enter Amount
Then tab to Taxable and
click on Tax if you Tax
service. Tabto Paidin
Advanceif you expect
payment before service.
Tab to Billing Rate and
Select Monthly. Leave auto
reset checked. It movesthe
start and end dates to the
next year automatically at
years end.

NEE=D

\

!Fifharge Amaumnt

Click on OK when dll
theinformationis
correctly entered.
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Next, you will indicated which daysyou regularly work at thelocation. It may be one
day or multiple days. To add a second day, repeat the Day entry procedure.

A

B |

CLICK ON DOWN
ARROR TO SELECT
DAY(OR) DAYS

THEN TAB TO HERE AND
ENTER THE TIME.

THENTABTO THE
COMMENT AREA AND
TYPE IN INFO ABOUT
THE POOL LOCATION:

/ BAD DOG!!
|Fig 3-11 Entering Day/(s) site serviced |
T4 ]
1 l_i
HOPE, BOB ] Schedul e
= chedule
A (% Active T |nactive
= |
Day: [ Tims: | 3:45PM | Type: [Residertial =]
Cammert; = A003000-0000 | | Price: [Retail -]
Q00 000-0000 ! | TermS_E i2.f1EI MET 30 l:i
w TR T T | | 1
—--| QO0000-0000 i ‘ Tax code: iSEI
| Record will be Added oKk | Exit | |
'-r'.FEE‘.'Zl £0.00 Map:l 123 |.=’-“. | 12
F Service Charge Insert
|Day of Wweek Change
T Sajp) ——
Enck: I 331999 %
Last Posted: I Periodic Service Charge Inzert
Description | Total 3
Previnus: i $0.00
Diehits: H0.00
4| cCredis: I F0.00 Schedule
=3 [
| Disc:u:uuntssi $0.00 i
- Elalanc:e:i $0.00
=
.. =

Figure 3-12 Entering A Comment on Route Sheet




[ HOPE, BOB ] Schedule

! "1l'lrll'1=4 b

CLICK ON OK TO
Time; i 10: 00 SA\VE THE DAY(S) y
Commert: [#iaTCH OUT FOR BAD DOG. MAKE SURE IT IS CHAINED TO POST. | -] / TIME AND
COMMENT

| Record will be Changed

oK ]

[ Day of Week

| 3:47:19PM

7

ALL THE REQUIRED INFORMATION HASBEEN ADDED. CLICK ON OK

TO SAVE THE SSTE INFORMATION FOR THISLOCATION.

| Figure 3-14 Site Information Compl eted.

[ | i 1 EEREREN | e |

| WAHR | B, Sl | AR | LCERE | BUILE |

| [ HOPE. BOE ] Site Address

|
| D Code: iHOP1 oo Business: | [Etatus
Lazt Mame: iHOPE - Phones &nd Faxes ——
|| First Name: [B0B | (7emEss-0110 | Type:
j Address: [1200 PALM CANYON DRIVE [ rooy000-0000 | Price: L
]
’ | | (000j000-0000 | Terms: =
City: |PALM SPRINGS =] || ¢oomoo0-oo0o0 § Ta core:
Slate; iCA Zig iEIEH 23-00000 i:i Route:
Sery. Code: | Last Statement: ! Sery. Fee $|:| (]} =T
anatnr;;Lagt e :] Regular Service Charge / FEeH
: Dezcription
Tt i Change
a 33119938 MONTHL Y SERVICE CHARGE Fa01.00 —-"'——'D et
Enet [ 3/31/1399 o
Last Posted: ! Periodic Service Charge / Inzert
Description | Total [ CHEnae
Previous: I %000 E:r;'::;'n-e
Debit=: I £0.00
_j Credts: | %000 ‘Echecule Inzert -
;! Discounts: _Change |
Celete I
Balance: L

| Record will be Added

Show Otherinfo. | [ OK |  Exit Ii

|| |
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Accounts Receivable:

After entering all the Customer Billing Address|Information and the Site information
indicating Regular Servicesand Periodic Services, you areready to usethe A/R to do
the Automatic Monthly Billing, the Other Charges, and to apply Paymentsto the
Customer s specific Invoices. Now for Payments, the Auto Distribute Featureis
included to make applying checks faster. Essentially, you pick the Easy Payment,
select the Customer Location, enter the type payment, check #, amount, and then
click on Auto Digtribute. Then Click on OK. The check application isdone. Then
you must again use Post Receivableto tag the Check asposted. Thereisalsoa
smilar Auto Digtribute Creditswhich can be used to

handle paymentswhich arereceived in advanced or also credits which you have
entered to adjust the customersbill.

|Fiqure4-1 A/R: Accounts Recelvable |

Pint of Sale

[ N : L/E
'w w A ﬂ Click on A/Rtodo
Automatic Billing,

[ Accounts Receivable | Other Charges, and

Bl Clztomer Accounts =0 fam ) {=5 Payments.
Ledger Cards

Guick Entry Repairs or Misc: Charges
E azy Pavments

Automatically Bill Service Charges

Automatically Bil Periadic Services

Charges to Multiple Customers »

Fost Receivables
Apply Credits to Balances

“ear End Cloze
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Figure 4-2 Customer Accounts Click on Custhcounts.

C/E
Congkrdction : Puint of Sale

o | Bl

[ Accounts Receivable }

W Clztomer Accounts [T sl e 81 1|17=5
Ledger Cards
Quick Entm Repairz or Mizc. Charges B Once aMonth, you need to run the

Easy Payments / Automatic Monthly Billing to Place an
Automatically Bill Service Charges | invoicein the Customers L edger Card

for the Monthly Services. If you have
75 customers thiswould take from 1 to
Charges to Multiple Customers » 2 minutes.

Automatically Bill Perindic Services

Pozt Receivables

Apply Credits to Balances

Year End Cloze

Depending upon the Regular Services checked in Regular Service Box of the
Customer L ocation file, the Corresponding Description would beinserted. Click on
Click “Automatically Bill” to generate Regular Service charge Invoices. This
invoices are atlded to the customers L edger Card.

Figure4-3 Automati
3] [ Accounts Receivable |

Eile Customer Accounts. Beports  Ltilities

Automatically Bill Services Charge

Bill Service Date: - 3,.-31,."1999 s

- Standard Service Charges Dg Charge will generate

. charges to the

Monthly Service: ||'l.l'|lJnth of March Customers whose:
- < = 1.- Status is Active.

Bll'H'Il]ntth Service: |B"""""3'3ks of March 2.- Service Charge is

|
|

Weekly Service: [Weeks of March | greater than 0.
|

3.- The Customer is
not billed in current
month.

- Pay in Advance Service Charges Description 4.- Service date is
N greater than last

service date.

Daily Service: |Days of March

Monthly Service: [Month of April
BiMonthly Service: [Biweeks of April
Weekly Service: [Weeks of April

Daily Service: |Days of April

R\

| Automatically Bill |

Exit |

Quick Entry: After running automatic billing, you many add another chargetothe
sameinvoice by using “Quick Entry Repairsor Other Charges’. If you are going to
bill an item, you must make surethat the Item has already previoudy been entered
intoinventory. That istruefor both servicesand parts. You may then pick the

a4



Inventory item, e.g. Miscellaneous Repair, put in the amount you want to charge and
then use up to aten linesto describes what servicesyou provided for the indicated
charge. TheFirgt line Miscellaneous Repair would be followed by the

additional comment lines you entered.

Figure 4-4 Quick Entry Function

| [ Accounts Receivable ]

Customer Accounts

Ledger Cards

Beportz  Ltilities

Quick Entiy Repairs or Mizge. Charges
Eazy Payments

Autarnatically Bill Service Charges
Automatically Bill Benodic Services

Chargesto Multiple Cuztomers »

Pozt Receivables
Apply Credits to B alarices

Iéar End Cloze
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Quick Entry Continued: Next you must pick theL
letter s of the Last name into the L ocation Fiel

Figure4.5 Quick Entry

Click on Quick
Entry to add other
charges both Labor
type and Partsand
Material

type.

tion Site. Typein thefirst
en pressTab. Seenext figure.

Click to Create anew
ey Y

Lacation: (H] « Create nevy Invoice

temic:[ | Descrigtion: |
Date:méa_ Price: |_ﬁﬁ Limit: [1_[3
Guantity: [ 1.00 Discount %: [ 0.00 =] Discount Amaurt: 0.00
[T Taxakle T Tt ]
COmmiment; - |
¥l

| Record will be Added |

|CUSTOMER

[ 3E9EEPM

V)



If the owner only has onelocation, you can click on Select. If thereismorethan one
user, then you must first highlight the user and then clickl on select.

|Fiaure4.6 Sdlectina L ocation |

Active & Inactive Customer List

E Locator: [H || I

|
Location

Customer

| HOPE, BOB

Insert | Qha#ugje' Qel_etal

v
[ lnsertJ Qhangel Qeletel Active | Eelectl Exit ]

_ |Browsing Records | 4:00:04PH

Click on new invoice, if you do not have an open invoice. Y ou would have an open
invoice if you did Automatic Billing and you did not run Post Receivables. Tab to
theltem ID Field and typethefirst letters of the Item I D of the part or service you
want to bill. Then Tab to next field.




|A ||TypeintheFirstLettersoftheIDthenTAB. |

Figure 4.7 Sdlecting Inventory Service or Part.

l Inventory Items i

ks

Locator: [MIS | To Select the Item
7 Hem 1D Description il Insent highlight the Item
[ On Hand | Committed Available j —I /then Click on
I5 Retail Commercial Wholesale m Sel ect.
MISC REPAIR : Or you can Double
'ii*lll:.g: 'ii*lll:.:: ; Delete | click ontheltem
MISRPD1 Miscellaneous Repairs Select I
0.00 0.00 0.00
$100.00 $100.00 $100.00
MOHSRY01 MONTHLY SERVICE
0.00 0.00 0.00
$75.00 $75.00 $75.00
MOT100 Motor Pump Seal
1.00 0.00 1.00
$12.50 $12.50 $12.50
MOT101 Motor-Keyed Shaft
1.00 | 0.00 1.00
- $16.00 | $16.00 $16.00
MOT103 Motor Gasket
o 1.00 | 0.00 1.00
— $6.50 | $6.50 $6.50 » Exit ]

|Fiaur9480ui(‘k Entrv Screen |

Locatian: |HOPE, BOE

Hem I0: [MISCOT WHEPAIH
Date: [3/31 /1933 Price; [ $10000

Mﬂe niesy Imyvoice

nit: [EACH
CAantity: |_1"ET:T Dizcount I_"I:I_I‘:I-I:Tﬁ Dizcount: Amourt:
[ Taxable Tawed  go00) Total:
Commert: .HEF"L.-'J-.CED COPPER FIPE BETWEER THE HEATER AMD THE P'LIMF‘l -

| Record will be Added |

Exit |

|Camment

| 4:0215PM

——Fab to Comment and

Tab acrossto the
date,

angeif necessary,
then Tab to price,
changethe priceif
necessary, then Tab
to
Unit and enter Each or
select unit by clicking
on Down Arrow. Tab
to Quantity and
change if necessary.
Tab to next fields and
change or Tab without
Changing. Click on
Tax if theitem istaxed.

enter comment. Then

b ]




A Screen with Same Customer Location ready for next Line Entry appears. You may:

1 Add another lineitem for the same customer .
2 Click on Exit to end the Item entry process or

3 Changethe Customer ID and add a Lineltem for a different customer.
4 When you click on Exit, all thelineitems added will then be processed.

Figure 4-9: Entry Screen Next Item Customer

Location; | aleld=M=I8s)

tem 10 | Descrigtion: |

I_ Create nesw Invaice

Crate: W Price: Wﬁ— - Hit: I.‘I—E
guant'rty:l_mtltl- Dizcount %_:I-WE Discobrt Amourt: J0.00
[ Taxakle Taux 0010 Totsh | s000
Commert: i

F

| Record will be Added | “tii |

[CUSTOMER

4:02:23F M
93 l

To check that the line items have been added, you can then go to Customer Accounts,
Click on Ledger Card, the Sdlect the Location. Thelist of Customersinvoices will

appear. Highlight the invoice you want to see and Click on Change.
Thelineitemson theinvoice will be shown.

A Click on Customer Accounts

Figure 4-10 Finding the Ledger Card




Utilities Click on Ledger Cards

Guick Entry Bepairs or Misc. Charges

Eazp Paymentz

Automatically Bill Service Charges
Automatically Bill Periodic Services

Charges to Multiple Custormers b

Fost Becervables

Apply Credits to Balances

Year End Close Click on Select Ledger Card.

Figure4-11 List of L ocations.

Locator: | || |

‘Customer L ocation Charges | Payments Balance
HHOPE, BOB $0.00 $0.00 $0.00

21 rlal | ]
Insert |§hangei Delete | Insert |Qhange| Delete | Active | Ledger Cardl Exit

i | Browsing Records: | 4:02:42FM




96 Figure4-12 Ledger Card with List of Invoices.

lcoar i |

E [ HOPE. BOB ] Ledger Card |

L Locator:| | [Invoice #15314

3311999 O

=i

Highlight Invioice ypu
want to View then Glick
on Change.

Credits Balance

Location Current Balance: £0.00
Hot Posted Transactions: $100.00
‘ Total Balance: $100.00

Insert | Qhangel Delete Print ﬂistury-' UnFost | Exit I

| Browsing Flecords | #0247PM
Figure 4-13 Looking af the Tnvoice
[ HOPE. BOR ] Invoicelt [ 15314 ] I
- Bill Addrezs - Site Address IEeE D te
I ki
EEGEEE
HOPE HOPE
[BOE BB Ship Date:
[1200 PALM CAMYOMN DRIVE [1200 PALM CAMNYON DRIWVE | 313141898
I I Due Date:
[PALM SPRINGS [PALM SPRINGS T
[ca” [a0123-0000 [ca” [a0123-n000
Phane: [(7E01355-011 | Phane: [(7600355-011 ||
Fa: i(uun)uun-unu | Fape | (000)000-000 |

Diescription: {Invoice #15314

[ Cloze Invoice to Automatic Process

[iate Guantity] Description Frice

3311999 1 00MISC REPAIR | §100.00

Extended rtems:! F100.00

F00.00 -

o= Tawes| $0.00
Freight: | $0.00

Click on Changeta Seeall th
Comments.

D

Insurance:| F0.00

Inzert I Change I Delete I

Discaurrt‘:i F0.00

Total: FO.00

| Record will be Changed |

oK | Exit |
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|Figure414 View Line Iltem Comment.

Ll LERT LI B 288 R EARER I

ULILLIF ToAlEL TSRS 0 ST M ) TETTASRSION 0 ST

[ HOPE, BOB [Invoicell [ 15314 |

a Bill Address Ste Address ANOW the orire
T T comment can be
seen and edited if
[BoE |BOE necessary.
|1 200 PALM CANYON DRME |1 200 PALM CANYON DRME
fterm I |MIECU1 Ciescription: | Rl = I
[T Taxable Price: | §100.00 Unit: [EisZH =l
Giartity: | 1.00 Dizciount %5 | 0.0o E Dizcount &ppcunt: $0.00
Tax| 5000 Total: $100.00 /g;ZZE;:é; you
Commient: [FEPLACED COPPER PIPE BETWEEN THE HEATER ARND THE PUMP - | '
g ||
| Record will be Changed | 0K | Exit |[+—|CliconBxitif
you make no
changes.
|DECRIPTION [ 4:03.07PM
| | | |
Inzert | Change I Delete |
il Record will be Changed |

After you have added all lineitemsfor each customer, you may then Post Receivables.
You get to that Choice by Selecting, Customer Accounts, then

Click on “Post Receivables’.

For the correct balance and correct aging, Post
must be run before printing statements or invoices.

Figure 4-15 Posting Receivables

POSTING MAKESTHE TRANSACTIONS
PERMANENT. YOU USE THE POST
RECEIVABLE FUNCTION AFTER ENTERING
CHARGES, AFTER RUNNING AUTOMATIC
BILLING, OR AFTER ENTERING CHECK
PAYMENTS IT SHOULD BE RUN BEFORE
ENTERING CHECKSSNCE PAYMENT CAN
ONLY BE APPLIED TO INVOICESWHICH
HAVE BEEN POSTED . YOU ALSO SHOULD
POST RECEIVABLE BEFORE PRINTING
STATEMENTSOR INVOICES SO THAT ALL
TRANSACTIONSWILL BE INCLUDED ON
THE STATEMENTS




Poszt Accounts Heceivables Ez |

This Process moves all the unposted
transactions to their associated ledger
card.

100

AFTER POSTING, AN X ISPLACED IN THE
POST COLUMN TO LET YOU KNOW THAT
INDICATED TRANSACTION HAS BEEN
POSTED.

101

Figure 4-16 Posted I nvoice

E [ HOPE. BOB ] Ledger Card

=

Locator: | | [Invoice /15314
7

_ Check # _ T Credits _ I
331999 DB $100. $100.00 Q|

Location Current Balance: $400.00
Hot Pogted Trangactions: $0.00
Total Balance: $100.00

Insert | Changel Delete Print History | UnPost Exit |

| = |

Selecting TypetoUse: MOST BUSINESS SEND “PLAIN STATEMENTS’ TO
THEIR CUSTOMERS. THERE ARE THREE TYPESOF STATEMENTS
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A. PLAIN STATEMENT: The Plain Statement is generated by taking all theline
itemsfrom each invoicefor the current billing period. Thelineitemsinclude: (1)
Charges (2) paymentsand (3) Adjustments. The Plain Statement has a Beginning
Balance, all thelineitems, an Ending Balance and Aging.

You can also insert a Comment which will beincluded on Statement selected

for printing if you are sdectively printing or all statementsif you areusing

Plain Statements Automatic. The Plain Statement may be printed on plain

paper or on preprinted satement paper. Theword “Plain” was used to indicate

that the Statement does note list the invoice numbers, it just plainly list items.

B. DETAILED STATEMEMNT- The Detailed Statement is generated by
printing each invoice along with the line items on each invoice and a subtotal for
each invoice for the current period. It also prints payments and credit
adjustments. It hasa beginning balance, a statement total, and aging.

C. SUMMARY STATEMENT: The Detailed Statement liststhe invoice and the
invoicetotal for thecurrent period. It also hasa grand total. It also lists paymentsand
adjustments. It doesnot have invoicelineitems.
NOTE: YOU CAN PRINT ALL STATEMENTSBY USING THE
AUTOMATIC PRINT FEATURE OR USE SELECTIVE
TO PRINT STATEMENTS FOR SPECIFIC CUSTOMERS.

|Fiu 4-17 Printina Plain Statements\| Or B

E [ Accounts Receivable ]
File' Customer Sccounts W=

LUtilities

[rvoice List

Prirt |tvoices k

Frint Statements

Automatic [1gtailed

Sl (st Bl Automatic: Jummar

Sales [Cust Mare Drder)
Sales [Date Order]

Selective Plain

Payments Selective Detailed
Tawx Heport Selective Summary
Cazh Beceipt!Depozit Slip  »

Saging Snalysis k

Penodic Services r

AR Distribution to 5L
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IF YOU PICK SELECTIVE, YOU THEN MUST TAG EACH CUSTOMER
IF YOU WANT TO PRINT THEIR STATEMENT. YOU TAG A
CUSTOMER BY HIGHLIGHTING THEIR NAME AND THEN CLICK ON
TAG, IFTHISCASE, WE ONLY HAVE ONE CUSTOMER, BUT WE
STILLNJYSE THEM TO SHOW HOW TAGGING WORKS. AN X MARKS

|Fia 4-18 Printina T acoed Momers Plain Statements |
Locations List i
Locator; | AN
Location Tay
Untag |
Tag All |
Untag ﬂlll
Flip l AFTER TAGGING
Flip Al | THE CUSTOMERS,
e Ta THEN CLICK ON
PrevTag| PRINT TO PRINT
Mﬂ_ﬂ‘ THE TAGGED
Print... STATMENTS.
Exit |

| Browsing Recaords | 4:10:32PM
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A SCREEN APPEARSTHAT ALLOWSYOU TO SET THE STATEMENT
DATE AND DUK DATE AND ALSO ALLOWSYOU TO PUT IN A
CO ENT ON ALL STATEMENT FOR THE CUSTOMERS YOU TAGGED.

Fia 4-19 Dating Statements and Adding a Comment
s B} |

Beports ﬂtﬂiti

Locations List

~ = R

" Help |

\ocator:|

Tayg Lljl:iﬂ Iag

% |HOPE, BOB

Statements Date and Message

Statement Date:| 3/31/1999

Messaqe:
THIS |5 ¥ OUR FIRST TEST STATEMENT

Due Date: 4/15/1999

Generate
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Fig 4-20 Viewing Statements

106

<& Report Preview [HP LaserJet Sernies 1l on LPT1:]

B W= | |

=il <

The Best Pool Company
1807 H. Raymond Ave.
ANAHEIM, CA 92801.00000
Phones: (f14)8710507

BOB HOPE
1200 PALM CANYON DRIVE
PALM SPRINGS, CA 90123

STATEMENT
ACCOUNTHO | DATE
| HOP100 3/31/19949
AMOUNT OUE OUE DATE
$100.00 ‘ 4/15/1999

RETURN THIZ PORTION WITH PAYMENT

Arnourt Enclosed $:

Note: Before printing the
Statements, it ispossible
to view them. If they look
ok, then Click on the
Printer Icon to the left of
theRed X. If you want to
print a specific Statement,
Select the page, by
clicking up or down on
the page select to the
right of the printer ICON
with aRed 1 then Click on
the printer with the Red 1.
If you do not want to

print, click on the Red X.

BOB HOFPE
1200 PALM CANYON DRIVE
PALM SPRINGS, CA 20123

Date  Quantity
‘ 3£31/1939 1.00

Description
MISC REPAIR

THE FUMF

30 DAYS B0 DAYS

CURRENT ‘

$100.00
THIZ |5 YOUR FIRST TEST STATEMENT

REFLACED COFPFER PIPE BETWEEM THE HEATER AND

FREVIOUS BALANCE
$0.00
Dehits Credits Tax Balance
$100.00 ‘ ‘ ‘ $100.00
S0 DAYS TOTAL AMOUNT DUE
$100.00

=3 The Best Pool Company

(T141571-0807

Figure 4-21: Y esto Printed Statements

Locator:|

Location

Tag
X |HOPE,BOB

Statements
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becorrected, say Yes.

wer e cor rected.

IMPORTANT QUESTION. If you haveprinted
many statementsand realize one or two need to

Then to correct, go to Utilities

eledger cardsof the customerswhose
invoices need to be changed and makethe
necessary changes. Then Post Receivables.
Then goto Reportsand Sdectively print Plain
Statementsfor the Customer swhose invoices

Nom REALIZE you forgot to do your AUTOMATIC MONTHLY BILLING or forgot to bill a
charge such asFilter Cleaning for MANY customers, click on NO. Thiswill leavetheitemson the
statement untagged and you will be ableto print the Statements after you make necessary changes.
Y ou then can go to the Ledger Card or to Quick Entry and add the items you missed.

Then go to Reportsand print Plain Statements Automatically. After printing, click on YES.




EASY PAYMENTS: Itisvery important that each payment be applied to
specific unpaid posted Invoicesin the Customer Ledger Card. If thereareno
unpaid, posted invoices, the Unapplied amount remainsasacredit. The
proceduteisto Click on Easy Payments. Go to the next pageto seethe
payment \entry procedure. It isvery important that after entering the Check

informatipn, you must usethe AUTO Distribute button to select the
customer sl nvoice to pay.

Note: Thiscredit may then be applied automatically the next billing cycle.

.":".L.Itl:II'I'IEIItiC-EI"_'r' Eill Service Changes
Sutomatically Bill Benodic Services

Eharges ta Multiple Eustomers k

Fost Receivables
Apply Credits to Balances «_

Year End Close

\B

Apply Creditsto Balances:

TO APPLY THE CREDITSthat arein Customer Accounts, CLICK ON *“Apply
Creditsto Balances’ and any credit in a Customers L edger will be applied to posted
invoicesin the account. The procedurewill start paying the oldest posted invoice and
will work toward the most recent invoice, until all the credit has been applied.

If the Credit exceedsthe posted invoice total, there will be some remaining Credit.



EASY PAYMENT CONTINUED: You first need to enter oneor two letters
from thelocation ID to sdect the correct cussomer location.

Figure 4-23 Easy Payment Screen
| I Hlitie:
il Easy Payment
Location: ||
Paid Ely:il:ash vi ‘Cred Bal: F0.00 Check #ii
Date:l 4/04,1999 | DCescription; |
Amourt: | £0.00 Discourt: | 000§ to Apply | F0.00
Document # Date Debit Discount Payment s
H
Insert | Cliange | Uelete | AutoiiEnboie I
| Record will be Added | [ ok | Exit |
1 |CUSTOMER Z21302PM
01 | | (]

TYPEH THEN PRESSTHE TAB KEY.
Figure 4-24: \ Doing Easy Payment

|Easy Payment |
Lacation: [H]
Paid Ely:iCash vi C_r_e_d EI_aI:I F0.00 Check #:l
Date: | 404/1939  Description: |
Arnourt: F0.00 Disc:n:nunt:-l F0.00 Efta .&p‘pl';.f:| F0.00
Document # Date Debit Discount Payment Y
|
Insert I Ghange | Helete | Ao sthiate I
| Record will be Added | [ ok ] Exit |
1 |CUSTOMER: | 213:51FPM
202 - T e




After Pressing Tab, the Customer List Popsup. Herewe only have one customer and one
location.

Note: IF THE CUSTOMER ONLY HAS ONE LOCATION YOU CAN
CLICK ON SELECT .

"

Figure: 4-25 Selecting Locat%q

Achive & Inactive Customer List I

Locator; [H \ [ | |

Customer Location

lnsert.l Qk@hg’e' Delete |

4
Insert | Qhange] Delete Active I Eelectl Exit |
|Browsing Records | 214:03FPM




THEN CONTINUE THE ENTRY PROCESSBY INDICATING A CHECK,
WASTHE METHOD OF PAYMENT.
Figure 4-26 Selecting Payment Type

L Hilitie: H
[
Lacation: [HOPE, BOB
f_:rn_a'l:i Bal: F0.00 Check #:!C.E.SH
Mesctiption: |
Discount: | 000 Fto dppky | F0.00
Documdg 13 Dehit Dizcount Payment |«
aster X
Insert | ﬂngel lElete I Atto-i=trinte I
| Record will be Added | [ ok | Exit |
oon T {Papment Type | 214:50PM

Figure 4-27 Auto Digtribute Function:
THEN TAB TO ENTER THE CHECK NUMBER, THEN TAB TO THE

FIELD TO ENTER THE AMOUNT OF THE PA\@T
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L LHlibE: "
Easy Payment

51
Location: [HOPE, BOB e
Paid By:[Check =] GredBak[ §oo00  checkaf1234
Date:[ 40441393 Description: [Check# 1234
amourt:|  $100.00 Discourt:

000 5 to Apply: F100.00
Document # Date Debit Discount Payment  a
— | |[IMPORTANT:
CLICK ON

AUTO-DISTRIBUTE
T

r/LISTINVOICESTHAT
THE$WILL BE

insert | Q_hasr:us_‘ peietE| Auto-Distribute | APPLIED TO. Then
| Record will be Added | oK | Exit | |SickonOKtoaply
payment.
i | Browsing Recaords [ 215:51PM
205 TR TR O —
Fig 4-28 Ok to apply.
Likhitie H
lll Eazy Payment I

Location: [HOPE, BOB
Paid By: |Check

Cred Bal: F0.00 Check #11234

Diate: 40415999 Description: |Check? 1234
Amount: 100,00 Discount: | 5000 $tadppke| s000 IMPORTANT:
Document & | Date Debit Discount Payment | CLICK ON OK
16314 4/04/1999 $100.00 $0.00 $100.00 TO ACCEPT

THIS
APPLICATION
OF PAYMENT
TO THE
INVOICE.

Insert I h_angg_‘ Delete l
I

|
| Record will be Added |

AFTER CLICKING ON OK, IF
APPLY, CILICK ON EXIT.

REISNO AMOUNT TO



NOTE: YOU CAN THEN SELECT ANOTHER CUSTOMER TO
APPLY A CHECK BY ENTERING THEIR ID ON THE
LOCATION LINE. THEN REPEAT THE STEPSAND THEN
CLICK ON AUTO DISTRIBUTE ETC.

BACKUP Procedures:

Many customer s have neglected thisimportant regular operation and have suffered
greatly. Hereisasmple set of guidelinesthat will help you to maintain a good setup
of backups.

A. Frequency of the Backup:

1. Backup the*.tpsfilesin the CSASERYV subdirectory(folder) at the end of each

billing cycle. Label the floppy(ies) with CSASERYV Ver. X .x, Date of Version

and date of making the backup.

Maintain a backup and do not reuse the floppy(ies). Keep it asyour record.

3. Beforedoing any Year End Closing, make surethat you do a backup of the TPS
files. Label the B/U asyour Data prior tothe Year End Closing. Indicate the
date of theYear End Closngin addition to CSAServ Ver. and Date on the labdl.

4. KEEPtheB/U in a safe place. Do not allow the different B/U Setsto become
mixed.

5. Every third Month, make two backups and store the second copy in a different
location.

N

Backup Method:

1 If you have Win 95 and Win98, you can usetheregular System Backup. Itis
usually accessed by going to Start> Programs>Accessories>System T ools>Backup.
At a minimum, you must backup all the*. TPSfilesin the CSASERYV folder. If
you elected to use a different folder for the CSASERYV program, then backup the
* tpsfilesfrom that folder per the procedurein Section A. You must selectively
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tag all filesthat end with .TPS. Onceyou create the B/U configuration, you do
not haveto repeat the tagging process, but can just select to use the default
set. Thismethod will allow you to make a backup even though it may take more
than one floppy.

2. If you arefamiliar with DOS, another handy way to do the Backup is:
A Click: Start>Program>MS-Dos> You will be switched to the
C:\windows prompt.

B. Type CD\csaserv[enter] wher e [enter] means pressthe
enter key.

C. Insert afloppy intotheA: drive

D. Type copy *.tpsa:[enter] Thiswill copy thetpsfilestothe
A: drivefloppy. Thismethod will
work until your files get too large
to fit onto one Disk.

Note: For Business will from 50-100 customer's, this method would work for
also long as two year s befor e a second floppy isrequired

Quegtionsand Answers

CustomersBilling Address and L ocation Entry:

1. beforeentering customer siteinformation, it is necessary to set p a number of
Tables(tax, Vendors, Personnel, Regular Service, Periodic Service, Routes and
Inventory) with information that you will select dureing the entry of Customer
billing addressand Customer Site L ocation information. Followingisalist of
minimum entries.

a. Enter you tax codethrough Setup. Setup appear s above the ICON of the
Gentleman with Glasses. Add any new tax rate you will need. Then delete
and Tax Codes you will not need. When you enter a new tax code, thereis
account # required. To seethelist of valid account numbers, enter 9999
then tab, thelist will come up. Scroll to the code the Sales Tax Payable
and select that code by Clicking on Select or by Double Clicking on the
Account # you wish to pick.
b. Enter onevendor. Vendorsare sdlected by clicking on the Gentleman
with glasses ICON.
c. Enter oneserviceperson. You must enter all fieldsfrom theID to the
social security number. Theremaining fieldsare optional. The Service
ICON isthe ICON with a Man and a Woman.
d. Enter one Route: Gotothe Service ICON, the one with the telephone and
calculator. Go to Maintain Services, and then to Routes. Enter at least
Route 1 on Monday. Route 2 on Tuesday, etc.



e. You may want to go to Inventory control (I/C) to enter such itemsas

1 IDMISPRO1 MISCELLANEOUSREPAIR

21D MONO1 MONTHLY SERVICE

31D MONPRO MONTHLY SERVICE PRORATED

f. After doingthe preliminary table entries, you may start entering customers.

CUSTOMER INFORMATION:
1 Entering Billing Information: |f the person is private, meaning not a company,
enter thefirst and last name. Set the Locator so that it isset to last name. The
L ocation would then be displayed by last name.
2. Entering Location Information:
a. If theowner hasonly onelocation, then click on the bottom right INSERT
button to copy the information from the Billing Addressfile already entered.
Note: You can changethelD toanew ID if you have multiple locations with
the same billing address. Each Location must have the following entries.
(1) Tax Code Even if you do not chargetaxes. You select from the Tax Code
from the Tax Table with Tax codesyou use.
(2) Route Pick oneroute fromthe onesyou entered in the Route table under
Service.

(3) Regular Services Pick on of theregular servicesfrom thelist of services
Note: If the Customer isarepair only customer, DO NOT ENTER a
regular service. Do not enter them on the Schedule at the L ocation.
(4) Select Day, Time and enter NOTES such as” Use Side Gate’, “Watch
Out for Bad Dog”
NOTE: These notes show up on the Route Sheet printer for Reportsin the
Service Group
3. Entering A Second L ocation for the Same Billing Address.
a. Pick the Billing address of the owner who you want to add a second location.
b. Click on theright Insert on the Bottom and answer yesto the prompt:
Do you want to copy the Information from the Billing Entry.
(1) ChangethelD to adifferent ID, e.g. If thefirst location used
HOP100, then change the second 1D to HOP101.
(2) Changethe site addressto the new addressif necessary for the
second location.
(3) Enter other information indicated when you are entering a new
location. e.g. Tax, RouteID, Services, Day of Service
4. ServiceField
If you do not have subcontractors, you will not be using thisfield. Thefield is
used to enter the fee you pay a subcontractor for oneregular servicevist tothe
location.
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ACCOUNTSRECEIVABLE QUESTONS AND ANSWERS.
1. Billing Regular Monthly Charges
Thisshould be run only ONE time each billing Cycle. For most pool
servicesthat means onetimeamonth. If you are set up for a 4 week
billing cycle, then that meansyou should run thisfunction once every
four weeks.
2. Checkingtotal Billed when you Running the Automatic Billing Function.
If you print the Customer List Automatic beforerunning Automatic
Billing, and then print it again after running Automatic Billing and then
post the Accounts Receivable, you should seethe differencein
Balanced Owed. The difference should equal the Total of Monthly
ServicesBilled indicated at the bottom of the Active Customer
Report in the Column labeled Service.
3. PRINTED STATMENTS-CLICK ON YES, NOW FOUND ERROR AND
WANT TO CORRECT AND THEN REPRINT.
A. By tagging YES, Statements are ok, all theitems on the statementsthat
wer e printed wer e tagged as being printed. Then they will not appear
on the next Statement.
(1) If you decidethat one or two statements need to be corrected, you
can go to Utilitiesunder A/R and selectively “ Changethe Last
Statement” to the last day of the previous Billing period.

(2) Then gototheledger card of the person/location you need to
correct or use Quick Entry or Easy Payment to enter the correct
items.

(3) After correcting the Respectiveinvoices, or having added
new charges, adjustments, or applied payments, then in A/R,
Post Receivables, then
(3) GotoReportsand print Plain Statements Selectively by tagging the
Customersyou corrected.
(4) After printing the Plain Statementsfor thetagged customers, click
on YEStoindicate that the Statementsare ok. Theitemson this
statements will now be tagged as printed.
4. PRINTED SOME INVOICES SELECTIVEY BUT ALSO WANT TO
PRINT STATEMENTSFOR THESE CUSTOMERS.
A. Information: TheLedger Card consistsof alist of all the invoices,
payments, and adjustments(credit or debit). During the year, if any
guestions arise about charges, you can print a copy of the ledger card
which tracks all the transaction for theyear. Most customer (private-
resdential) arefamiliar with a Statement. So we would recommend that
you print Plain Statements Automatically rather than use the Invoices.
There are cases when invoices are called for such as:
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(1) You arebilling abusinessthat will only pay on Invoiceswith an
Invoice
Number.

Note: CSA definesan Invoicesasa list of charges for Servicesor Parts.
An Invoice hasan Invoice Total. An invoice does not have a
beginning balance and does not show payments received.

(2) You did alargerepair and want the customer to pay or to be aware
of the additional chargesfor the extra work performed.
Toprint an Invoicefor Selective Customers:
(@) Goto AR
(b) Goto Reports
(c) Select Invoices Selective
(d) Tagthe customersif you want to print their invoice
(e) Click on the Print Selective
(f) Typein amessagethat will appear on all customer’sinvoices
tagged.
(9) Click on Generateto make the Invoices
(h) Review theinvoices
(i) Click onthePrinter to print the Invoices
() You will beasked the question: “ Areyou going to print
statements.
YES.: if you answer yes, the itemson theinvoiceswill not be
marked ashaving been printed. Then when you print
statements automatically, the items on the selectively
printed Invoice would also appear on the Statements.

NO: If you answer no, theitemsin theinvoice will be tagged
as having been printed. When you print this customers
invoice next month, the invoices printed this month will
not come up again for printing.

Also, if you then print a statement for this person after
clicking on No, the Statement would have a beginning
balance, no entries, an ending balance, but no lineitem
chargeswould be shown.

Note: For the Cases of Commercial Customersrequiring an
Invoice, you normally would say NO because normally
you would only send them Invoices.

Note: For residential customers, you want to invoice for extra
work, you would normally say Yesso that your statement
would included the itemsfor the extra work invoiced on
a separate invoice aswell astheregular monthly charge.



Question: What isRegular and Pay In Advance?
The Automatic billing wor ks based upon the Computer System Clock. If you
arein the Month of November and the customer isaregularly billed customer,
Automatic Billing would indicate: “ Monthly Service Charge’

“ Month of November”
If you have checked the Regular Service asBilled in Advanced, then the
description on the statement would read: “Monthly Service Char ge”’

“Month of December”

If you are bill after the next month( in this example December) hasarrived, you
should set your System clock back to Nov 30 xxxx and then run the Automatic
billing function. After running the bill, set the System clock back to the correct
date.








