CHAPTER 7 UTILITIES SYSTEM

AUTOMATED PERSONAL PROPERTY MANAGEMENT SYSTEM
APPMS 6.00

Utilities Process
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UTI LI TI ES MENU

Utilities Menu

The Utilities Menu offers a nunber of features, which hel p make
APPMS nore efficient and responsive to individual needs. Wen
the [Utilities] option on the APPMS Main Menu is highlighted, the
following Uilities nmenu is displayed:

Eﬁ.ﬁutumated Perzonal Property Hanagement System [APPM5S]

Froperty, Accolnts. Bepors
haintain &g_thquzapqn Codes
Maintain Appms User Files
Modify Systern Configuration
Maintain User Roles
Maintain Systern Indicator
Global Database Adjustments»

Automated Personal Property Management Systern

Recard: 1/1 ] | | | .

1. Select the option to be perfornmed and cli ck.

NOTE: Not all of the options are available to everyone. Sone
options are available only to the System Adm ni strator,
just as other options are only available to users with
Modi fy (Read/ Wite) perm ssions.
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UTI LI TI ES MENU

Utilities Menu

Each option on the Utilities Menu will be discussed further in
this chapter.

Option [Maintain Authorization Codes] is used to add, nodify
O delete avail able Authorization Codes. This option may
Be used by anyone with nodify permts.

Opti on [Maintain APPMS User Files] is used to add, nodify, or
Del ete APPMS user-id information. The APPMS System
Adm ni strator can only use this option.

Opti on [Modify System Configuration] is used to nodify the
APPMS system configuration. The APPMS System
Adm ni strator can only use this option.

Option [Maintain User Roles] is used to add, nodify or
Del ete APPMS user groups. The APPMS System Adm ni strat or
Can only use this option.

Option [Modify System Indicator] is used to see a list of
APPMS system i ndi cators. The APPMS System
Adm ni strator can only use this option.

Option [Global Database Adjustments] is used to nake
Modi fications to many records at once in the APPNVS
Dat abase. The APPMS System Adm ni strator can only
Use this option.
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UTI LI TI ES MENU
MAI NTAI N AUTHORI ZATI ON CODES

Maintain Authorization Codes

This option allows the user to add, nodify, or delete
Aut hori zati on Codes.

1. Fromthe APPMS Main Menu, select the [Uutilities] option.
2. Select the [Maintain Authorization Codes] on the Uilities
Menu to see the list of authorization codes. The user can

add, nodify, delete and query on authorization codes fromthe
foll owi ng screen

Eﬁf’,ﬂ'hutumated Personal Property Management System [APPM5] Hi=l E3

Yo | M| w | M

Enter Query  Add  Modify  Delete  Ewxit

Maintain Authorization Codes

Authorization (D
[1126] )=
50-000
B
laRrs4-10 |
ARS40-10
ARVIND
[caTs0-000 |
CCTASD-00D
CRAD
lcT50-000 |+

Qqerg.rwi!! retri_eve 38 records.
Record: 15%?
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UTI LI TIES MENU
MAI NTAI' N AUTHORI ZATI ON CODES
ADDI NG AUTHCORI ZATI ON CODE

Adding Authorization Code

To add a new Aut horization Code to the |list of valid codes, click
the Add button on the tool bar.

1. The follow ng screen is displayed when Add is sel ect ed:

E%Aulumated Perzonal Property Management System [APPM5]

2. Cdick the Save button to save the transaction.

3. dick the Cancel button to cancel the transaction w thout
savi ng.

4. Once the transaction is saved or cancelled the user is
returned to the Maintain Authorizati on Codes screen.
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UTI LI TI ES MENU
MAI NTAI N AUTHORI ZATI ON CODES
MCODI FYI NG AUTHORI ZATI ON CODE

Modifying Authorization Code

To nodi fy an existing authorization code in the list of valid
aut hori zation codes highlight the authorization code to be
nodi fied. Cick the Modify button on the tool bar.

1. The follow ng screen is displayed when Modify is sel ected:

Egﬁ.ﬁulnmaled Perzonal Property Management System [APPM5] M=l E3

=] | P“:é ‘ T ‘ “-‘-‘:E
e [ = et |

1=l =

3|
Enter Cluery  Add Modify  Delete Euxit

Authorization Save | Cancel|

Authaorization IC: [arvine

fRecurd: 111

2. Cdick the Cancel button to cancel the transaction w t hout
savi ng.

3. dick the Save button to save the transacti on.

4. Once the transaction is saved or cancelled the user is
returned to the Maintain Authorizati on Code screen.
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UTI LI TIES MENU
MAI NTAI' N AUTHORI ZATI ON CODES
DELETI NG AUTHCORI ZATI ON CODE

Deleting Authorization Code

To del ete an Authorization Code, highlight the Authorization code
and click the Delete button on the tool bar.

1. If the Authorization Code is currently associated with any
Active property, the followi ng nessage is displayed:

2. Cick the OK button to cancel the delete transacti on.
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Deleting Authorization Code

UTI LI TI ES MENU
MAI NTAI N AUTHORI ZATI ON CODES
DELETI NG AUTHCORI ZATI ON CODE

3. If the Authorization Code is not
Active Property the follow ng alert

currently associated with any
i s displayed.

4. Cick the Yes button to delete the authorization code.

5. dick the No or Cancel button to cancel the transaction

Wt hout savi ng.
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UTI LI TIES MENU
MAI NTAI N APPMS USER FI LES

Maintain APPMS User Files

This option will allow the System Admi nistrator to add, nodify,
and del ete userid information.

1. Fromthe APPMS Main Menu sel ect the [Utilities] option.

2. Sel ect the [Maintain APPMS User Files] on the Utilities Menu.
The user will see a list of APPMS users. The user can add a
new APPMS user, nodify information on an existing APPMS user
or delete an APPMS user fromthe follow ng screen:

e
oiz__|| i

|[EEvES 134
1

NOTE: Before adding user into APPMS, that user nust have CEFNMS
account .
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UTI LI TI ES MENU
MAI NTAI N APPMS USER FI LES
ADDI NG APPMS USER

Adding APPMS User

To add a new user account to the APPMS system click the Add
button on the tool bar.

1. The follow ng screen is displayed when Add is sel ected:

EnterCuery Lp Do Rl Wty Cisets | Caf

Bdding APPMS User % wm I Cancal I

Whwe 1 | |}
Rose | |

HPLA B '—|

cEEmG D | |

a1

2. The following fields are available for editing:

USER ID. Enter the IDthat wll be used by the user to login
into APPMS. This is a required field.

Role. Enter the APPMS Security ROLE the user will be assigned
to. A pop-up list of APPMS roles is displayed. This is a
required field.

HRA ID. Enter the HRA I D of the new user account. A pop-up
list of APPMS HRA-ID is displayed. This is a required field.

NOTE: If the Role is PBO, ROA or SYSADM you need to put HRA ID
as “ALL” (Type word ALL in HRA ID col um).

UTI LI TI ES MENU
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MAI NTAI N APPMS USER FI LES
ADDI NG APPMS USER

Adding APPMS User

CEFMS Employee ID. Enter the standard CEFMS Enpl oyee Id of
t he APPMS user (For Exanple: U4I MCPPL). User nust enter their
CEFMS Enpl oyee ID. First 5 digits should be letters and | ast
four digits should be nunbers. This is a required field.

3. dick the Cancel button to cancel the transaction w t hout
savi ng.

4. Cdick the Save button to save the transacti on.

5. Once the transaction is saved or canceled the user is
returned to the APPMS User screen.
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UTI LI TIES MENU
MAI NTAI N APPM5 USER FI LES
MODI FYlI NG APPMS USER

Modifying APPMS User

To nodify a user account, highlight the user account to be
nodi fied and click the Modify button on the tool bar.

1. The follow ng screen is displayed when Modify is sel ected:

P T - - = T

2. The following fields are available for editing:

USER ID. Enter the IDthat will be used by the user to login
into APPMS.
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UTI LI TI ES MENU
MAI NTAI N APPMS USER FI LES
MCDI FYI NG APPMS USER

Modifying APPMS User

Role. Enter the APPMS Security GROUP the user will be
assi gned to.

HRA ID. Enter the PASSWORD of the new user account.
CEFMS Employee ID. Enter the standard CEFMS User |Id of the
APPMS user (For Exanpl e: U4l MCPPL)

3. dick the Cancel button to cancel the transaction w thout
savi ng.

4. Cick the Save button to save the transacti on.

5. Once the transaction is saved or cancelled the user is
returned to the APPMS User screen.
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UTI LI TIES MENU
MAI NTAI N APPMS USER FI LES
DELETI NG APPM5S USER

Deleting APPMS User

To renmove a user account fromthe APPMS system click the Delete
button on the tool bar.

1. To delete a record highlight the record on the screen and
Click the Delete button on the tool bar.

2. The following alert is displayed:

HE i |
F W SALR SV SADM *
7 HOER SV EALM

¥

3. dick the Yes button to delete the APPMS User.

4. Cick No or Cancel button to cancel the transaction w thout
savi ng.
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UTI LI TIES MENU
MAI NTAI N USER ROLES

Maintain User Roles

NOTE: This option can be executed only froman APPMS userid with
supervisory | evel perm ssions.

This option allows the System Admi nistrator to add, nodify,
del ete, and configure User G oup information.

1. Fromthe APPMS Main Menu sel ect the [Utilities] option.
2. Select the [Maintain User Roles] on the Uilities Menu. The

user can add, nodify, or delete user groups fromthe follow ng
screen:

=T

Fno  ACPERTY ook OF FCER
ok EEMOTE PRORER Y ik OFFICER
e

NOfEf Add, Modify, and Del ete buttons are not working. Those
buttons are there for future use.
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UTI LI TIES MENU
MODI FY SYSTEM CONFI GURATI ON

Modify System Configuration

NOTE: This option can be executed only froman APPMS userid with
supervisory | evel perm ssions.

This option allows the System Admi nistrator to nodify the
configuration of the APPMS system

1. Fromthe APPMS Main Menu sel ect the [Utilities] option.

2. Select [Modify System Configuration] on the Uilities Menu.
The follow ng screen is displayed:

SECE PROPERTT BOOK |
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UTI LI TIES MENU
MODI FY SYSTEM CONFI GURATI ON
MODI FY CONFI GURATI ON

Modify Configuration

To nodify the APPMS system configuration, click the Modify button
on the tool bar.

1. The follow ng screen is displayed when Modify is sel ected:

2. The following fields are available for editing:
CENTRAL SITE ID. Enter the Central Site ERCC.

ORGANIZATION TITLE. Enter the title of the ORGAN ZATI ON usi ng
The APPMS System

UTI LI TIES MENU
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MCDI FY SYSTEM CONFI GURATI ON
MCDI FY CONFI GURATI ON

Modify Configuration

UIC. Enter the UN T | DENTI FI CATI ON CODE
DODACC. Enter t he DODACC.

3. dick the Cancel button to cancel the transacti on w thout
savi ng.

4. Cick the Save button to save the transacti on.

5. Once the transaction is saved or cancelled the user is
returned to the Maintain System Configuration screen.

UTI LI TI ES MENU
MAI NTAI N SYSTEM | NDI CATOR
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Maintain System Indicator

NOTE: This option can be executed only froman APPMS userid with
supervisory | evel perm ssions.

1. Fromthe APPMS Main Menu sel ect the Utilities option.

2. Sel ect [Maintain System Indicator] fromthe Utilities Menu to
see a list of APPM5 systemindicators. The user can add,
nodi fy or delete an APPMS system i ndi cator fromthe foll ow ng

SCreen:

UTI LI TI ES MENU
MAI NTAI N SYSTEM | NDI CATOR
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ADDI NG SYSTEM | NDI CATOR
Adding System Indicator

To add a new Systemindicator to the APPMS, click the Add button
on the tool bar.

1. The follow ng screen is displayed when Add is sel ected:

Entmr Quary R Craem A Racdify  Cekete Exit

Add Bystem Indicator FRawe Canoel

Fecper 16

2. The followng fields are available for editing:

SYSTEM CODE. Enter the SystemlIndicator. This is a
required field.

DESCRIPTION. Enter a description of the system i ndicator.

3. dick the Cancel button to cancel the transacti on w t hout
savi ng.

4. Cdick the Save button to save the transacti on.

5. Once the transaction is saved or cancelled the user is
returned to the System I ndi cator screen.

UTI LI TI ES MENU
MAI NTAI N SYSTEM | NDI CATOR
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MODI FYlI NG SYSTEM | NDI CATOR
Modifying System Indicator

To nodify a Systemindicator click the Modify button on the
t ool bar.

1. The follow ng screen is displayed when Modify is sel ected:

+ B Ml WA

Enier Clueey Lip Caowan Al [EETET Dralate Exit
Modify System ndicator Save Cancel

B e _H |
Diesergtion.  [OEScH |

P kD] 1

2. The following fields are avail able for editing:
SYSTEM CODE. Enter the System Code. This is required field.
DESCRIPTION. Enter a DESCRIPTION for the System I ndicator.

3. dick the Cancel button to cancel the transacti on w thout
savi ng.

4. Cdick the Save button to save the transacti on.

5. Once the transaction is saved or canceled the user is
returned to the System | ndi cator Records screen.

UTI LI TI ES MENU
MAI NTAI N SYSTEM | NDI CATOR

7-21



DELETI NG SYSTEM | NDI CATOR

Deleting System Indicator

To renmove a System Indicator fromthe APPMS, highlight the record
to be deleted and click the Delete button on the tool bar.

1. The following alert is displayed.

2. Cick the Yes button to delete the System i ndicator.

3. dick the No or Cancel button to cancel the transaction
wi t hout savi ng.

UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS

7-22



Global Database Adjustments

NOTE: This option can be executed only froman APPMS userid with
supervi sory | evel perm ssions.

This option will allow the System Adm nistrator to nake
nodi fications to many dat abase records at one tine.
Each transaction perforned during a G obal database
adjustnment wll require a docunent register transaction
to be created.

1. Fromthe APPMS Main Menu sel ect the [Utilities]
opti on.

2. Select the [Global Database Adjustment] on the Utilities
Menu. The follow ng screen is displayed:

3. Select the option to be perfornmed and cli ck.

E%ghutumated Personal Property Management System [APPMS]
Froperty Accoupts Reports QEWNEER L OGOFF

Maintain Authorization Codes

Maintain Appms User Files

Wodify Systermn Configuration

Maintain User Roles

aintain Systern Indicator

Global Database Adjustrnents » JEEEET=ReE 1 R R 1=18
Drop Catalog Number
Change Hand Receipt Number
Change Room Number
Change Location By Location  »

Automated Personal Property Management System

Record: 1/1 fililT | | |

UTI LI TI ES MENU
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GLOBAL DATABASE ADJUSTMENTS

Global Database Adjustments

Each option on the G obal Database Adjustnments Menu w il be
di scussed in this section.

Option [Change Catalog Number] is used to correct catal og
nunbers or Federal Stock C ass (FSC) nunbers. Al
occurrences of the old catalog nunber will be replaced with
t he new cat al og nunber.

Option [Drop Catalog Number] is used to drop property of a
particul ar catal og nunber or a range of catal og nunbers
fromthe Property Book. It is inportant to verify the
catal og nunber(s). |If necessary, use a Catal og Report for
a guide. This can be further specialized by entering a
maxi mum dol | ar anount.

Option [Change Hand Receipt Account Holder] allows the
transfer of all property belonging to one Hand Recei pt
Hol der to another. All occurrences of the old HRA nunber
will be replaced with the new HRA nunber.

Option [Change Room Number] allows the user to enter old room
nunmber and new room nunber. It allows the user to transfer
all active property belonging to old room nunber to new
room nunber. It creates a new transaction [GO5: Global
Room number change].

Opti on [Change Location] all ows user to change |ocation [BY
Location] and [By Hand Receipt Account Number].
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UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
CHANGE CATALOG NUMBERS

Change Catalog Numbers

To change catal og nunbers, select Change Catalog Number on the
G obal Dat abase Adj ustnments nenu.

1. The follow ng screen is displayed when Change Catalog
Numbers i s sel ect ed:

2. SELECT ONLY FIRST FOUR DIA@ TS FOR FSC CHANGE? Check the Box
to use only the first four digits in the process or |eave the
Box uncheck to use the entire Catal og Nunber.

3. The following fields are available for editing:

UTI LI TIES MENU
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GLOBAL DATABASE ADJUSTMENTS
CHANGE CATALOG NUMBERS

Change Catalog Numbers

OLD CATALOG NUMBER. Enter the OLD CATALOG NUMBER.
NEW CATALOG NUMBER. Enter the NEW CATALOG NUMBER

4. Cick the Cancel button to cancel the transaction.

5. dick the Ok button to count all the property, catal og,
archived property, receiving dock, receiving property and

approved property that will be changed.

6. The foll owi ng screen is displayed:

UTI LI TI ES MENU
GLOBAL DATABASE ADJUSTMENTS
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CHANGE CATALOG NUMBERS

Change Catalog Numbers

7. dick the Ok button to count the nunber of catalog records to
be changed. The following alert is displayed. dick the Ok
button to change the catal og nunbers or the Cancel button to
cancel the change process w thout saving.

8. The user is returned to the Change Catal og Nunbers screen.
Fill in the information to change another nunber or click the
Cancel button to return to the d obal Database Adjustnents
Menu.

UTI LI TI ES MENU
GLOBAL DATABASE ADJUSTMENTS
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DROP CATALOG NUMBERS

Drop Catalog Numbers

To drop catal og nunbers sel ect Drop Catalog Number on the d obal
Dat abase Adj ustnments nenu.

1. The follow ng screen is displayed when Drop Catalog Numbers
is selected:

1111-11-111-1112 ;

1111-11-111-1114 |

2. The following fields are available for editing:

LOW CATALOG NUMBER. Enter the LOW CATALOG NUMBER for the | ow
end of the drop range.

UTI LI TI ES MENU
GLOBAL DATABASE ADJUSTMENTS
DROP CATALOG NUMBERS
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Drop Catalog Numbers

HIGH CATALOG NUMBER. Enter the H GH CATALOG NUMBER for the high
end of the drop range.

BELOW DOLLAR AMOUNT. Enter a maxi mum DOLLAR AMOUNT.

3. Cick the Cancel button to cancel the transaction.

4. dick the Ok button to count the nunber of catalog records to
dr op.

5. The follow ng screen is displayed:

UTI LI TI ES MENU
GLOBAL DATABASE ADJUSTMENTS
DROP CATALOG NUMBERS
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Drop Catalog Numbers

6. Cick the Ok button to drop the catal og nunbers. The foll ow ng
alert is displayed. dick the Ok button to drop the catal og

nunbers or the Cancel button to cancel the drop process
wi t hout savi ng.

7. The user is returned to the Drop Catal og Nunmbers screen.
Fill in information to drop another nunber or click the

Cancel button to return to the d obal Database Adjustnents
Menu.
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UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
CHANGE HAND RECEI PT ACCOUNT NUMBERS

Change Hand Receipt Account Numbers

To transfer all property belonging to one Hand Recei pt Hol der to
anot her, select the [Change Hand Receipt Account Number] on the
G obal Dat abase Adj ustnments nenu.

1. The follow ng screen is displayed when Change Hand Receipt
Account Numbers i s sel ect ed:

2. The following fields are available for editing:
OLD HRA CODE. Enter the OLD HRA CODE.

NEW HRA CODE. Enter the NEW HRA CODE.
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UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
CHANGE HAND RECEI PT ACCOUNT NUMBERS

Change Hand Receipt Account Numbers

3. dick the Cancel button to cancel the transacti on w thout
savi ng.

4. Cdick the Ok button to count the nunber of HRA to change.

5. The foll owi ng screen is displayed:

6. dick the Ok button to change the nunbers. The follow ng alert
i s displayed.
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UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
CHANGE HAND RECEI PT ACCOUNT NUMBERS

Change Hand Receipt Account Numbers

7. dick the Yes button to change the Hand Recei pt Account.

8. dick the NO button to cancel the transaction w thout saving.

9. The user is returned to the Change Hand Recei pt Account
Nurmbers screen. Fill in information to change anot her number

or click the Cancel button to return to the d obal Dat abase
Adj ust ments Menu.
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UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
CHANGE ROOM NUMBERS

Change Room Numbers

To transfer all property belonging to old Room nunber to New,
sel ect the Change Room Number on the d obal Database Adjustnents
menu.

1. The followi ng screen is displayed when Change Room Numbers is
sel ect ed:

2. The following fields are available for editing:
OLD ROOM NUMBER. Enter the OLD ROOM NUMBER.

NEW ROOM NUMBER. Enter the NEW ROOM NUMBER.

UTI LI TIES MENU
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GLOBAL DATABASE ADJUSTMENTS
CHANGE ROOM NUMBERS

Change Room Numbers

3. dick the Cancel button to cancel the transaction.

4. Cick the Ok button to count the nunber of room nunber to
change for a catal og record.

5. The follow ng screen is displayed:

6. Cick the Cancel button to cancel the transaction w thout
savi ng.

UTI LI TI ES MENU
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GLOBAL DATABASE ADJUSTMENTS
CHANGE ROOM NUMBERS

Change Room Numbers

7. dick the Ok button to change the Room nunbers. The follow ng
alert is displayed. dick the OK button to change the nunbers
or Cancel button to cancel the transaction w thout saving.

8. The user is returned to the Change Room Nunbers screen. Fil
in information to change anot her nunber or click the Cancel
button to return to the G obal Database Adjustnents Menu.

UTI LI TIES MENU
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GLOBAL DATABASE ADJUSTMENTS
CHANGE LOCATI ON

Change Location

Option change location all ows user to change Location By location
and By Hand Receipt Account Number.

Option [By location] allows the user to enter old and new

| ocations; it counts the nunber of records that will be changed.
It allows the user to transfer all active properties belonging to
the old location to the new |location. All occurrences of the old
| ocation will be replaced wwth the new | ocation. It creates a new
transaction [GO4: Global location change].

Option [By HRA] allows the user to enter the Hand Recei pt Account
nunber needs to change to new location. It allows the user to
transfer all active property belonging to that HRA nunber, which
is enter by user to new | ocati on.

UTI LI TI ES MENU
GLOBAL DATABASE ADJUSTMENTS
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CHANGE LOCATI ON
BY LOCATI ON
By Location

To transfer all property belonging to the old Location to another
new | ocation, select the [Change Location] option on the d obal
Dat abase Adjustments nenu and click the By Location option.

1. The follow ng screen is displayed when By Location is
sel ect ed:

2. The following fields are available for editing:
OLD LOCATION. Enter the OLD LOCATI ON.

NEW LOCATION. Enter the NEW LOCATI ON.

UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
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CHANGE LOCATI ON
BY LOCATI ON

By Location

3. dick the Cancel button to cancel the transaction.

4. dick the Ok button to count the nunber of catalog record to
change froman old |l ocation to a new | ocati on.

5. The follow ng screen is displayed:

6. Cick the Cancel button to cancel the transaction.

UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
CHANGE LOCAI TON
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BY LOCATI ON

By Location

7. dick the Ok button to change the Location. The follow ng
alert is displayed. Cick the Ok button to change the Location
or the Cancel button to cancel the transaction w thout saving.

8. The user is returned to the Change Location by |ocation
screen. Cick the Cancel button to return to the d obal
Dat abase Adj ustnments Menu.

UTI LI TIES MENU
GLOBAL DATABASE ADJUSTMENTS
CHANGE LOCATI ON
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BY HAND RECEI PT ACCOUNT

By Hand Receipt Account

To transfer all property belonging to the location for that HRA
to another new location, click the Change Location on the d obal
Dat abase Adjustnents nenu and sel ect By Hand Receipt Account
opti on.

1. The follow ng screen is displayed when By Hand Receipt Account
is selected:

Chamege OF Looadlon By HRUA

HEA bomber BT |

W Location o |

=13 Cancel

2. The following fields will be available for editing:
HRA NUMBER. Enter the HRA NUMBER

NEW LOCATION. Enter the NEW LOCATI ON.

UTI LI TI ES MENU

GLOBAL DATABASE ADJUSTMENTS
CHANGE LOCATI ON

BY HAND RECEI PT ACCOUNT
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By Hand Receipt Account

3. dick the Cancel button to cancel the transaction.

4. dick the Ok button to count the nunber of |ocations changed
by an HRA.

5. The follow ng screen is displayed:

6. Cdick the Cancel button to cancel the transaction.

7. dick the Ok button to change the Location. The follow ng
alert is displayed. Cick the Ok button to change the Location
or Cancel button to cancel the transaction w thout saving.

UTI LI TIES MENU

GLOBAL DATABASE ADJUSTMENTS
CHANGE LOCAI TON

BY HAND RECEI PT ACCOUNT
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By Hand Receipt Account

8. Cick the Cancel button to return to the d obal Database
Adj ust ments Menu.
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