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1. Overview

This document explains the new AP vendor/invoice search screen but the principles can be
applied to all Aptos grid enquiries.

University of St Andrews
Aptos9 User Notes
3



il
Al

University of St Andrews

YVVVYV

Understanding Aptos Grid Enquiries

The vendor/invoice search screen

Menu path: PO management - Vendors - Enquiries - Vend/Inv Search

B} vendor Enquiry - 0P1G889

Wendor | Transactions | Running Totsis |

Search Critera
Vendor: | Staus |
Plame: | ek Type
Address: | I Purchase Order
CaEgTy. d Material Group: || [ Invoice
Dt From: To | | ™ Payment
Display Tolals: I = | |
- Vendors Hoid Type |
‘Vendor ‘endor Mame: PO Invoice: Payment
= F W B
x|
Enter a vendor code.
Click retrieve.
Click on the transactions tab
Click refresh again to view the transactions
$ vendor Enquiry - DP1G889 M=l E3
Wendor Transactions |Runmng Totals |
Account: LR d 1-PETUDEDN STUDENTS ASSOCIATION
Mo tems: Total Base Qus:
Grid Definition:  [Venduor TR Default =l
I~ Finel [Date = | [Grester Than or <] | ﬂl

TRy Amir]| 05 TRX Ami || P[> 0.+ M[=]|M.[~]
i 14 . FEll F P
[] 01-hug-2005 GRANT 05/06 GEF | 159,000.00 CR | rzmmcr P @l @l v gl
| |[] 07Hov-2005 12350 FIEER 50.00 CR g] suoock @l 4] @8l
[] 17-Mov-2005 4P| 12433 d|ceP 105.93 CR | wssack @l @l @l ol
[ 17Maw-2005 &P 12443 P1EEER 245.20CR | a5k @4l 4l o4l
|| 21 Mow-2005 &P 12470 4| =er 7155 CR 4 nesch gl 4l @l dl
|| 24Maw-2005 &P1 12505 IE1EER %6.20CR g w20tk @4l 4] @8l 4
|| 24Nov-2005 API 12505 FIEER 1450 CR d] 500k @l 4] 8l
[] 25Mov-2005 4P| 12515 d|ceP 410 CR 4 aiwnck @l 4l el A
[ |[] 23Mav-2005 &P 12534 P1EEER 50.00 CR g]] sooock @l @] @l
| |[] 29Mow-2005 4P 1253 4| =ep 23100R 4| 210k 4l 4] 4l |l
[ |[] 3a0Maw-2005 &P 17545 IE1EER 160.50 CA | wosock @l 4l 4l
= 1 2NMawe 2005 AR 1797R dlre FRR?CR A RRR? MR ] 2] 2] 2] ;I

A simple filter can be applied using the options next to the find tick-box and the ‘view
all’, ‘view paid’, ‘view outstanding’ options are available from within the view menu.

Note there are new columns in this grid:

o ‘Query’ shows if the particular invoice is in query - previously the query was

shown at vendor level.

o ‘Mismatch’ shows if the particular invoice is in the mismatch list - previously the
query was shown at vendor level - this will be especially useful with the increased

use of POM.

o ‘Multiple payments’ - indicates if the invoice has a single payment date or

multiple payment points.
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Understanding Aptos Grid Enquiries

>  Click the maximize icon (I8l) in the top-right corner of the form - the screen will
‘expand to fit’ to make viewing easier.
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If this screen is left maximized when closed, it will re-open maximized.
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Understanding Aptos Grid Enquiries

Filters

Filters can be applied to any of the columns (multiple filters can be in use at the same time).

>

>

Right click on the ‘darker grey” bar at the top (where it says ‘drag a column header here
to group by that column’)

5 5 5 e o PR
altin

(B e BE v em A o et
Pl I | | |alvlalx|slz| rFleir|

e

s |
- T B
T e e |

o i R |

AEELERER AR AR R R AR AR AR ERRAR AR AR R A]

FERUREUREURURRURRURNGR

o

=il
| ABET @ | Cire | e | G s £l | Snars | e | $leete | £t | B | B [[Bam - SESILIPRGL un

Select filter to give a pop-up dialogue box

Define Filter

Colurnn I vl
™ Enatle
—Criteria
—Eenerat
| -] | | [~ |
| -] |
D ate
| 2 |} I [~
| = ||
"Eheck B ‘
Apply I Cloge I

Select the column you wish to filter on from the drop-down list
Tick the enable box.

Define Filter
Colurnr IDate hd I

¥ Enable

—Critar

The appropriate criteria section will then activate.
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Understanding Aptos Grid Enquiries

Calumn IDate Vl
¥ Enable

—Criteria

—Generat
| = | H
| -] |

—Date
- L T
[ =1

I'Check Bio: ‘

Apply | Cloze I

»  Select the desired filter-type from the drop-down menu:

- I

- - = Equals

£y <> Does not equal
1s ! > Greater than

B >= Greater than or equal to

< < Less than

{= <= Less than or equal to
JleMul —  Isnull Contains nothing
(Mot Null_>§ Not null Contains anything

»  Use the date-picker for a filter on the date column.

I Define Filter
Colurnn IDate - l

l_ t=hbls
—Criteria [ < | January, 2006 K
rGeneral

Sun Mon Tue Wed Thu Fri §
I 175 2 ¥ 28 23 a0 |
| e 2 3 4

5 &
B o9 10 1 12D
Dz 15 16 17 18 19 20

|>= J22 23 24 25 2% 7 4 'l

i R
E = Today: 171322006

i’

3

"Check Bo: ‘

l_ Apply I Close I

Apply I Cloze |

»  Click apply
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Understanding Aptos Grid Enquiries

The filter is then applied to the screen and recorded in the grey bar at the bottom of the
screen:

B vendor Enquiry - OP1GB89 [_[C]

Yendor Transactions |Rurmir|g Totals |

Account: P ﬂ 1-PSTUDEDOT STUDERTS ASSOCIATION
Mo tems: Total Base OiS:
Griel Defintion:  [Vendor TRX Defautt |
Refresh
I~ Find [Dste = [Grester Than Or | | —I

Drag a columi header here to group by that columm

El\cE" TH><Am| D!STHXAmElF‘EﬂQ EHME"MEl
e sauuca_@] auuca _@J _gj _QJ

(Date = 01-Jan:

>  Remove the filter by clicking the cross next to it’s description.

>  Apply further filters as necessary to narrow the criteria further.
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Understanding Aptos Grid Enquiries

4. Groups

The “grouping level’ is the darker grey bar where it says ‘drag a column header here to group
by that column’. Columns can be dragged to this grouping level to create groups. For
example:

»  Drag 'trx type” up to allow all invoices to be grouped and all credits to be grouped.

B vendor Enquiry - DP1G889 ==l B3

Wendor Transactions |Running Tatals I

Accourt: AP j 1 -PETUDEQDT ETUDEMTS ASZOCIATION
Mo Hems: Totsl Base Ofs:
Griel Defintion:  [endor TRX Defautt = |
Refresh
I~ Find [Date ]| [orester Than Or =] [ _ e

=lc=] TR Am(=] 0/ TR Amt=]|P.[x]| Q... =] M.[~]|M.=]

»  Click on the “+" beside the group header to show the details.

B vendor Enquiry - OP1G889 (O]

Vendor  Transactions |Running Tmals|

Agoourt: AP %] 1-PsTUDEDD! STUDENTS ASSOCIATION
Mo ttems: Total Baze OfS:
Grid Defintion: |Vandnr TR Defautt =l
I~ Find Dt ]| [Greater Tran or =] | _ Repen |
S.[=][Date  # [+]| Reference Flc=]| TRX Ami>]| 045 TRX Amf > P[> 0... [~ M[=][ M.[~]
4| Tre Type - APC
23Jur2005 11330 71075 CR 71075 CR
[]]01-4ug-2005 |GRANT 05/06 GBP | 159,000.00 CR 79,200.00 CR|P v
|| || 07Mov-2005 [12350 GBP 50.00 CR 50.00CR
[ [ 17Mov-2005 [12433 GBP 10593 CR 105.93CR
|| |O[17Mov-2005 12443 GEP 245.30CR 24530 CR
[ |2 How-2008 [12470 GBP 7155 CR 71.55CR
|| |[CT]24Mov-2005 [12508 GBP 96.20CR 96.20CR
|| |[J|24Mov-2005 [12508 GBP 1460 CR 1460 CR
|| |15 Mov-2005 [12515 GBP 94.10CR 94.10CR
|| |23 Mov-2005 [12534 GEP 50.00 CR 50.00 CR
|| [LI[30Nov-2005 [12545 GBP 15050 CR 15050 CR |~
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5. Copying data into Excel

To copy the screen contents into Excel:

>  Highlight the rows to be copied
>  Right-click on the grouping level bar

»  Select Copy

$ vendor Enquiry - OP1G889 [_ (O]
Wendar Transactions IRunmng Tatals |
Account P j "-PSTUDEDDY STUDENTS ASZOCIATION
No ftems: Total Base OiS:
Grid Defintion;  [endor TRX Detaut = |
Refresh
I Find [Date | [arester Thanor ] | '—I

oroup btk

Ten

Properties

Group Summaries

Filker

Save Settings

Save Settings As...

Delete Settings

Restore Settings

TR Amt=]| 045 TR% Ami=]| P.[=]| Q...[<]| M[=]|M.[~]
d i F

»  Then paste into an open excel worksheet.

51.  Defining columns to appear in Excel

>  Right click in the darker grey ‘grouping’ area and select properties.

(Apk o - Systmm e - [Wendes [ngury - 09 16883]

[§ P E% Ve Sawch ddwn Coby Sysem Mew Emures

e e Y L

This allows you to define how (and if) the fields are presented.

Verds Tranaactir | puprag Totms |

O/ Thodsmt = Pad Oy Mimatch Mgl 'aments

> Tick the “visible” box to see the field, un-tick to hide it.

»  With amounts, change the display format to show negatives in brackets rather than
with DR (ie (10.00) rather than 10.00DR)

Note that Aptos does this reformatting automatically when copying to Excel.
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Alternatively,

>

If required:

>
>

Add column totals
Assign a colour to columny(s)

Properties (¥ 1.0.3)

Reference
CCY

05 TR dmt |
v Visible [¥ Filter - Colour

Display Farmat Iﬁ,ﬂﬂﬂ.ﬂﬂﬁﬂ DR #.#H0. ﬂ

Footer Type IS um ﬂ

Footer Format Iﬂ,ﬂﬁD.DDﬁﬂ DR 40 ﬂ

Farmat Presvigw [ Footer Famnat |

H.HB0.0084 DR # #80.0084# CR:H.H#80.0084 DR

Font | Apply | Close |

Understanding Aptos Grid Enquiries

Right click on any column heading and select hide column or show all columns as
required.
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