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1. Introduction

Aptos is the main Finance system used at the University of St Andrews. This package is
written and supported by B-Plan.

Originally implemented in August 1999, the system was upgraded to Aptos9 in June 2004.
There are two reporting packages that are part of Aptos - EAS (an excel-based reporting tool)
and MyEureka (a more complex database-based report writer). Additionally, we have the
‘Management Accounts Report Writer" which is the main reporting tool for departmental
users.

All financial transactions are recorded in Aptos either directly or indirectly. Examples of
items recorded directly are customer and supplier invoices, the issue of cheques and payment
of customer invoices. Things recorded indirectly are transactions from the payroll system,
student ledger (SAM) transactions and foreign currency payments.

Aptos is a multi-ledger system with the University of St Andrews operating four ledgers -
General Ledger (GL), Account Payable ledger (AP), Accounts Receivable ledger (AR) and a
Cash Book ledger (CB). Every financial transaction affects the General Ledger which in turn
is where reporting information is obtained - for example Annual Accounts, HESA returns
and VAT returns. It is crucial that the data on Aptos is accurate - especially values and
coding - and this relies on the quality of the data entered in Aptos or its ‘feeder’ systems.

1.1.  Getting Access to Aptos

Aptos may only be accessed by trained users who have been allocated a password. The
system is used by Finance staff and also by nominated users in other departments (mainly for
placing “purchase orders’, raising sales invoices and processing journals).

1.1.1. Obtaining an Aptos Account

To obtain an Aptos account an authorised person within your department (usually the Head
of School or Director of Unit) should send an email to aptosadmin@st-andrews.ac.uk
containing the name and university userid of the person requiring access along with a note of
what permissions should be granted - it is acceptable to say "please grant x the same access as
y". If your role changes and your access needs to be amended (or your account closed) your
Head of School or Director of Unit should send these details to aptosadmin@st-andrews.ac.uk
as well.

When your account is created you will also be added to the aptos-users mlist which is used to
notify users of any planned outages and other important information. You will be removed
from this list if your Aptos account is closed.
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Accessing Aptos

Aptos can be accessed via a web-based product called JTI (Java Thin Interface). To access
Aptos via JTI:

>

»

Or

>

enter the following URL into your browser:
http:/ /www.st-andrews.ac.uk/staff/money/ AptosSystem/
select “Aptos 9 Core system’.

Follow the links from ‘current staff’ and “money matter’
You will be presented with a logon box which says ‘logon to alpha” or ‘logon to beta’
Enter your university username and your email password.

The following screen (or one very similar) will be returned

‘| Program Window on BETA

AptosLive AptosTest

Now click on the Aptos icon (Live or Test as appropriate)

The following screen will be returned

Ty opi1czeo Hi=1E3

Enter your Aptos username and password
Click OK.

The first time you login, you will be prompted to change your password:
Aptos Error - EDZE3

Q our Passward Is Qut OF Date, Please Enter & New Password

Enter the new password into the password box (which has cleared itself)
Click OK.
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At the very bottom of the screen, a message will appear in the white message bar:

Jl0025 Re. Erter hiew Password

>  Enter the new password again (in the password box)

o If the Aptos password is forgotten it can be reset by contacting aptospom@st-
andrews.ac.uk stating clearly it is the Aptos JTI application password which
requires to be reset and whether it is for the live or test environment.

»  Click OK.

By default, Aptos shows error and warning message in this white message bar but using the
user defaults, it is possible to have them presented as a dialogue box (see section 2.3)

You will then be presented with a range of menus. These may differ from other users
depending on your particular access to and use of the system.

21.  Aptos Messages

As previously mentioned, there is a message bar at the bottom of the screen which will keep
you informed of your progress, any errors or any possible actions you can take.

In addition there is a messages screen operating behind the scenes, which records your
operations and is useful for retracing your steps if you have a problem.

>  View this Messages screen by using:
o either right mouse click and select Message

o or select View and Messages.

The message frame looks something like:

B Message... [ x]
Wol136 Mot All System Parameters May Have EBeen Ser Up ;I
EDZ83 Your Password Is Out Of Date, Please Enter L New Password
I00Z5 Re-Enter New Password

115585 ¥ou Have Unread 3ignals

I155% You Have Unread Signals

11589 You Have Unread Signals |
2| vl

»  Clear the message screen: by using the =

It is useful to regularly clear your message frame.
The message frame is automatically cleared each time you log out of Aptos

»  Close the message frame by using the 1 jcon.
This closes the message frame without clearing it.

>  Save the message frame to a filename of your choice by typing the following key
strokes:

<GOLD> <Space> r x

where <GOLD> is the + key on the numeric keypad
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22.  Aptos Navigation and Menus

2.21. Icons / Panel
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® TQuit

Also use F12 to clear the current field
Drop-down Menus and the mouse menu (right-click to activate) may also be used.
A keyboard strip for F-key navigation is given at the end of this document.

22.2.  Aptos Help

It is worth noting at this point that the help provided by the 2| button is context-sensitive - it
automatically opens at the help page appropriate to the open form. If there is no open form
then the help refers to the menu system

2 Aptos 9 Help

oo &8 B

Hide  Eack  Pint Options

Corvents | nder | Search| Fauates | m

OP1C297 - Aptos Menu
B Y oo 3 He]

When lngging into Aptas the Aptos menu is presented:

Aptos - Aptos ORA

= 3 personal
A st

coooooocoooon

2
&

© 1D
w0 (1 Aptos terfaces
% (1 Project Costing -
% (1 Trme andt Exrenses

Active Tasks

The Aptos menu is presented in the farm of a tree. Each roat folder represents a module within Aptos. Dauble-clicking or expanding a folder
further refines the module inta sub-modules. Ultimately, an expanded folder will present aptions that run Aptos components

The menu is split into two sections. The top section presents the menu structure you have been configured to use. The lower section lists all
tasks (components) that are currently running

All components that are run from the menu will run nen-madally, allowing you to swap between the companents by simply clicking an the
companent required or by double-clicking the appropriate entry in the active task list

At times, you may run 3 component from anather companent and find that the menu becomes 'dimmed' or does nat respond to clicks. This aceurs
when a modal component has been started. A Madal component only allaws interaction with itself

ou may be limited to the number of tasks you may start from the menu, typcially 3 which is the Aptos default. Should you require the ahility to
start more tasks consult your system administratar

Various actions are available from the pulldown, Further infarmation on the concepts is discussed below .l

These help pages can be printed and it is also possible to search through the pages for other
items of interest.

Opening the “Aptos 9 Help’ folder allows the help screens to be browsed - the layout of the
‘Aptos 9" folder follows the layout of the Aptos menu structure and the how to’ section
provides step-by-step instructions for various tasks.

The help file is updated regularly with system uperades.
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2.23. Aptos Wildcards

Key Sequence Aptos Meaning
<GOLD>= =

<GOLD>> >

<GOLD>< <

<GOLD>? ?

<GOLD>* *

<GOLD>& &

<GOLD> | |

<GOLD>! !

= Null

> Greater Than

< Less Than

? Single-character wildcard
* Multi-character wildcard
& And

| Or

! Not

224. Detachable Menu

With users able to start and interact with several processes within the Aptos application
workspace, space can become an issue. To allow better use of workspace it is possible to
detach the menu and have it presented as a separate window. This window can be moved,
minimised and maximised independently of Aptos freeing the space the menu would
normally occupy.

>  Detach the Aptos menu from the application, using
o either “Detach Menu’ option from the component “Actions” pulldown
o or the context menu (right mouse click).

>  Re-attach the Aptos menu, using the context menu action ‘Attach Menu’.

The detachable menu utilises a tree control to present the Aptos menu options:

Aptos Live - Aptos Guide

g Perzonal -

Aptoz Live - Aptos Guide
- [ General Ledger
-] Accourts Payable

- [[] fccounts Receivakle
- [ Cash Management

- L3 PO Management

- [ ©Open Manager

-] Stock Management

- [771 &zset Manacement hd

Active Tasks

University of St Andrews
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The main menu section has two root menus:

@ . .
Personal & - Users can add menu options they use on a day-to-day basis. The personal
menu has a sub-section ‘startup’ - any options added to this startup menu are automatically
run whenever Aptos is opened.

»  Add options to the personal menu by:
o highlighting the item to be added to the Personal menu
o  Selecting “Add Item To Personal” on the Actions pulldown menu.

>  Remove options from the personal menu by:
o highlighting the item to be removed from the Personal menu
o selecting ‘Remove Item from Personal on the Actions pulldown menu.

Similarly, items can be added/removed from the ‘startup” sub-section of the Personal menu,
using the appropriate options from the “Actions” pulldown.

Users Start Menu - Where the users main working menu structure is presented.

If the Aptos installation is using Workflow then the menu will have an additional root menu
‘Workflow Tasks” which will list all workflow entry point tasks that have been made
available to the user

The lower section of the window lists all the active tasks that a user has opened.

There is also a “search’ tab which helps you find particular screens
For example you may need to find the “invoice entry screen’.

> Click on the search tab

Meru | Search |

Screen D;
Oration:

Search

Click into the OPTION box
Enter the word ‘invoice’
Click search

Any matches will be shown

Meru  Search |

Screen ID:
Option: invoice.

£ Vendor Invaices -
-3 Setup

1 invoice Parameter

- inveice Statuses

L Invoics Types
E1-E3 Update

- [ AP Invaice Entry

i P Invoice Registrati

YV VYV

L[ Invaice List Proce
=-E3 AP Wendar Encuries
£} 3 Cresitor
[ Invoice List
23 Creditor Management
[ AP Inwoice Entry
[ Invoice Registration
w2 Inwoice List Process
1423 Aceournts Receivable
£} £ Customer Invoices

From here the screen can be opened or added to the personal menu

University of St Andrews
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2.3. User Defaults

>  Select ‘User defaults’ from the System pulldown menu.

This brings up the User defaults screen.
f User Defaults - OP1G230 | _ (O] x|

General |Enquiries | Budget Encuiries | Busioets | AP 1P | General 8k | Siv | cashbook |

Ledget: vl
Account: J
Transaction Type: | L
Currency: GEP v| Poundsz Sterling
Woucher Source: | -
“Youcher Type: | *
Bistch Posting SBE
Type: CO | Company
alug: 1 & | University of St Andresws
Fizcal Period: 200304 A 200304
Account Period: @ =
Printer: MINDISPLAY -
Help Text Yaristion: |

User Defautt SEE

Type: CO | Company
Walle: 1 a | University of St Andresws

Email Adldress: kap@st-andrews ac.uk I_ R
¥ “iew Accourt Queties
¥ Present Dislog On Error [~ Pre=sert Dialog On Warning [ Hide Batch Process Option Dislog
¥ Confirm Save ¥ Confirm Record Removal

Once you are certain that the defaults are set appropriately for you:
> Accept out of this screen, to save your changes.

Note these settings only need to be set the first time you use Aptos, although you can change
them later at your discretion.

Using “user defaults’ carefully can save quite a bit of time. For example if raising lots of GBP
orders set the ‘currency’ on the general tab to GBP - this saves selecting this each time; if you
are then processing a few USD orders changing the default currency to USD will save you
changing it on each order processed. When finished change back to GBP.

23.1. Prompting A User On Error

Aptos Error - ED250 x|

Q Irvealid Ledger Entered, Press DETAIL For & Lisk

The ‘Present Dialog On Error’ user default instructs Aptos how to present an error. If the
option is enabled and an error occurs within a form for which a message would normally be
sent to the message bar, a dialogue will now be presented. You must acknowledge the error
before you are able to continue.

University of St Andrews
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2.3.2.  Prompting A User On Warning
x

Q Mak All Interface Parameters Have Been Set

The ‘Present Dialog On Warning” user default instructs Aptos how to present a warning. If
the option is enabled and a warning is raised by Aptos intended for the message bar, a
dialogue will now be presented. You must acknowledge the warning before you are able to
continue.

2.3.3. Confirm Save

Aptos - System User

@ AD24E Are You Zure You Wish To Save The Changes Made Ta This Form’

The ‘Confirm Save’ option, when enabled, will present a confirmation dialogue you invoke a
save.

If you decide to cancel the save action the form will not store the changes to the database.

The dialogue is only presented when form changes have been made and you invoke a save.
The dialogue is not presented should code require a save e.g. when changing from one tab to
another; performing a pulldown action that requires that data be saved or accepting out of a
form.

2.3.4. Confirm Remove

Aptos - Chris Smith

@ A0247 Are You Sure Y ouWish To Remove This Record?

The ‘Confirm Record Removal’ option, when enabled, instructs Aptos to prompt you to
confirm that you really wish to remove the record.

The dialogue is only presented when you invoke the removal of a record, not if a record is
removed by code.

University of St Andrews
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24.  Reporting a problem

24.1. Reporting an AptosPOM problem

>  Please contact aptospom@st-andrews.ac.uk providing the following;:
o A full description of the problem, including
¢ the steps you worked through to get to the stage where things ’stopped
behaving’
¢ the screen number(s) where you noticed the issue, e.g.
) Purchase Drder - DP3G061
o A copy of the saved message file

2.4.2. Reporting any other Aptos problem

>  Please contact aptosadmin@st-andrews.ac.uk providing the following:
o A full description of the problem, including
¢ the steps you worked through to get to the stage where things ’stopped
behaving’
¢ the screen number(s) where you noticed the issue
o A copy of the saved message file

2.5.  Requesting a new password

> Please contact aptospom@st-andrews.ac.uk with any password issues.

University of St Andrews
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3. The General Ledger

The primary general ledger (GL) coding structure has a structure of
Company - Cost Centre - Analysis / Project Code - Detail Code
and has the following format for every financial transaction:-

9-XXXX-YYYYYY-ZZ77Z

where
9 Company - a single numeric character.
XXXX Cost Centre - three alpha and one numeric character or four alpha.
YYYYYY Analysis / Project Code - six alphanumeric characters.
7777 Detail Code - four numeric characters.
3.1.  Companies

There is a single company set up on Aptos. This is:
1 University of St Andrews

3.2. Cost Centres

There are eight cost centre groupings in existence - each grouping indicated by a different
initial letter. These groupings are:

Academic Schools (Profit and Loss accounts)

Central Units (P&L accounts)

Principal Special Accounts (P&L accounts)

Residences (P&L accounts)

Research codes (P&L accounts)

Endowment accounts and University-wide (P&L accounts)

Balance Sheet accounts

NCc®»w==TNO»

3.3.  Analysis / Project Codes

Analysis codes are essentially free-format codes allowing a breakdown of expenditure on a
cost centre to a “sub-level’. Analysis codes are compulsory and the default code is 000000 (six
zeros). An analysis code may exist across several non-S cost centres.

Research Project codes are more structured and belong to S cost centres.

3.4. Detail codes

Detail codes are used to indicate the type of transaction (eg travel or conference income).
Like cost centres they are organised into groupings with the first numeric indicating the type:

0/1 Income (used with P&L accounts)

2 Salary (used with P&L accounts)

3 Depreciation (used with P&L accounts)
4/5/6 Expenditure (used with P&L accounts)

7 Taxation (used with P&L accounts)

8 Assets (used with Balance Sheet accounts)
9 Liabilities (used with BS accounts)

University of St Andrews
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4. Accounts Receivable Ledger

41.  Overview of Customer Coding

The customer code is of format
ABBBBB999

where the code is capitalised and

A indicates a the customer group (S = Sales Ledger Customer; E = staff
member; L = left students still in debt)

BBBBB is taken from the Customer's name. Where a customer name is less
than five letters long, the additional spaces are filled with Z s.

999 increments for Customers with the same alpha code

4.2. Check if Customer Exists

>  From the Aptos menu, select menu path:
Menu Path: Open Manager - Accounts - Account Update - Account Maintenance

The “Account Maintenance’ screen appears.

?-j Account Maintenance - OP1G032 = (D]
| Ledger Accournt Short Code
| ﬂ I .E_l ‘f-l General...
Ledger.
iz

>  Enter AR’ in the Ledger field

> Inthe Account field, enter the first few letters of the Customer account code followed by
a wildcard.

>  Click RETRIEVE (=)).

A list of matching entries will be displayed.

$ Account Maintenance - OP1G032 [_ O] =]
Ledoer Account Short Cocde
| [1-==Tupenm 2| =rucenTs aszocand [Eeo 138 ~| General
2R | [-ssTOpEnn2 ] sTupenTS BooksHO [R4mIE®E | —I‘
[ar | [r-ssTupEnna | suoenT suppoRT sEf [BROTTTIZ |
2R | [r-ssTupEnos | sTuenT voLonTery] [as00Ta0s T
2R | r-ssTuDEDDs | sTupenT TRAvEL SER, 12009077 —I‘
2R | [r-ssTUpEDoE | STUDENT AvieRDS A [52005481
2R *| [i==sTupEnn? | STUDENT connECT 700582
[ar »| [i-=sTupEnDs | sTupEnTS FOR PEacE [RBOS1S44

>  Click ‘ledger...” to check the associated details.

University of St Andrews
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5. Accounts Payable Ledger

51.  Overview of Vendor Coding

The customer code is of format

ABBBBB999

where the code is capitalised and

A

BBBBB

999

indicates a the customer group (P = Purchase Ledger Supplier; L =
student - including current students, X = miscellaneous / sundry
supplier. There is also an E for staff but their expenses are now
processed via Payroll)

is taken from the Vendor’s name. Where a vendor name is less than
five letters long, the additional spaces are filled with Z s.

increments for Vendors with the same alpha code

5.2. Check if Vendor Exists

>  From the Aptos menu, select menu path:

Menu Path: Open Manager - Accounts - Account Update - Account Maintenance
>  Enter AP’ in the Ledger field
> Inthe Account field, enter the first few letters of the Vendor account code followed by a

wildcard.

>  Click RETRIEVE (=)).

A list of matching entries will be displayed.

ﬁ Account Maintenance - OP1G032

=] B3

Ledger

Account

Short Code

[1-S=TUDEODT

J STUDEMTS ASS0CIATI

AR

[1-S=TUDEDDZ

J STUDEMTS' BOOKSHOR

AR

[1-SSTUDEOD3

J STUDENT SLUPPORT SE|

[1-SSTUDEOO4

J STUDENT WOLUMTARY]

2R

1-SSTUDEDDS

J STUDENT TRAWEL SERE

AR

1-SSTUDEDDR

J STUDENT AWARDS AC

AR

[1-S=TUDEDDT

J STUDEMT CORMECT

AR

[EEEEE RE

[1-S=TUDEDDS

J STUDEMTS FOR PELCE

B4011335 ;I ﬂl
43001305 temger. |
12003077

52005451

67005562

BE031 544

@
z
g
o
o
=

=

>  Click ‘ledger...” to check the associated details.
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EAS is also run via the JTI interface. A successful ‘logon to alpha’ or ‘logon to beta’ (see
section 2 - Accessing Aptos) will return in the following screen

‘| Program Window on BETA

File Wiew Help

An Introduction to Aptos

Accessing EAS

Click on the AptosEas icon.
Ensure that you choose to enable macro’s.

This opens an instance of Excel on the JTI server.
The Excel screen will have an additional ‘Aptos” menu:

I@ File Edit ‘Wiew Insert Format Tools Qatalﬂptc.s window  Help

IDHSeRY BRSO = A 53| E
J.ﬁ.rial SliD B | B I U | [iscannect A e
«  Auto Resize -
£ ﬂ =| About
A B | ¢ | —F | G | H

1
2
3

If this menu is not there then:

o From the tools menu

o Select Add-ins

o TICK the option next to AptosEAS
o Click OK

From the “Aptos’ menu, choose Connect
Click OK

The following screen will be returned

Aptos Login E

Enter your EAS username and password.

If connection has succeeded new menus should now appear within Excel
EdMicrosoft Excel - Book1

| File Edit View Insert Formst Tools Data COMTROULER Mansnemsnt Reports Accol

DEeEa8RY sRYT --~- &= 448358
Al | =
& B e e EE R e
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6.1.  To Run an EAS Report

>  Ensure you have a blank worksheet open

>  Select the cell into which the information should begin to be entered (usually leave at
the default A1).

>  Select an EAS report from one of the new menus
Either the report will run automatically or a prompt will appear.

>  If prompted, enter the required information (see table for guidance)

The blank worksheet should be automatically populated.

Prompt Value Required Format
Fiscal Year 2003 /04

Period 1,2,3,..,12
Ledger AP, AR, CB or GL

Enter an account (or account profile - the wildcard

Account Profile is *) compatible with the chosen ledger

Some of the EAS reports have a drill-through icon against each line of the report.

>  Click on this icon to either
o automatically run another (more detailed) EAS report
o or drill-through to Aptos (if logged in and on an Aptos menu screen) to show the
actual voucher.

When looking at this voucher in Aptos:
> choose
o ACTIONS-ITEMS to see the GL voucher
o ACTIONS-SOURCE to see the source (AP or AR) voucher

NOTE The EAS report is an Excel spreadsheet and can be manipulated as such.

> Select DISCONNECT from the Excel Aptos menu, when you have finished running the
EAS reports

6.2.  Saving EAS reports.

>  Click ‘Save’ if you wish to save an EAS report that you have run

By default, you will be prompted to save it to the ‘my documents’ folder on the JTI server.
To change this default to the ‘my documents folder” on your own PC:

>  Select the ‘save as’ option
>  Note which LETTER appears nest to the drive called ‘Client C’
(you will have a different list of drives but there will be one called client c)
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Once you have taken a note of the letter representing ‘Client C’

>

From within Excel, select “tools - options’.

On the GENERAL tab, there is a ‘default file location” box.
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Change this from C:\ documents and settings ... to

‘appropriate letter:\ documents and settings ...

in the example above this was changed to G:\ documents and settings ...
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