aACE Software

Discovery Training: Basics

Last Modified on 10/25/2023 4:19 pm EDT

This guide walks you through initial steps for getting acquainted with your new aACE
system. It is intended for new users in the Discovery process.

Introduction

This Discovery Training guide serves as a supplement to our webinar on aACE Basics
(https://showme aacesoft net/2id=10414). |t Will walk you through logging in to your new aACE system, using

the Main Menu to navigate, working with list views to locate records, and working with
detail views to create and edit records. For additional insight about your aACE system, we
highly recommend you to watch the webinar as well.

Logging In

This guide assumes that you have worked with your aACEsoft representative to gain access
to your aACE Discovery system. (If you don't yet have access, stop here and coordinate with

your system administrator (https:/aace6.knowledgeowl.com/help/coordinating-with-your-system-administrator-on-your-aace-

setup, )

The first stepis to login to your aACE system (nttps//aaces knowledgeowl.com/help/logging-in-and-out-of-aace). Y OU
will be working in aACE as you progress through this help guide. That practice helps ensure
you get the most benefit. Just reading over the guide will give a sense of what aACE can do,
but practicing along will boost what you can do in aACE.

Main Menu

Upon logging in, the Main Menu will be presented. This menu helps you navigate through the
rest of your aACE system.
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Understanding the Main Menu ) aACE °)

Dashboard 1 Notices @@

The Main Menu presents multiple levels of
modules and links. You can read more about
the Main Menu here

(https://aaceb.knowledgeowl.com/help/overview-of-the-main-menu) .

This training guide will focus on a few
essentials:

e Modules (https://aaceé.knowledgeowl.com/help/discovery-

training-basics#Modules)

e Zoom (https://aaceé.knowledgeowl.com/help/discovery-training-
basics#Zoom)
e DataTypes

(https://aaceb.knowledgeowl.com/help/discovery-training-

basics#DataTypes

e List View (https://aaceé.knowledgeowl.com/help/discovery-

training-basics#ListView
e Detail View

aACE Menu
Internal

CRM & Sales
Order Management
Order Setup
Accts Payable
Accts Receivable
Inventory
Accounting
System Admin
aACE & Help

V]2]OLA

p™ new Call Entry

Logged In: DJ @ AL

(https://aaceé.knowledgeowl.com/help/discovery-training-basics#Detail View)

Modules

o0 aACE [}

1 Natices @

< CRM & Sales
Companies
Contacts
Leads

Campaigns
Lists
Emails
Details >

V]2]OLA

p™ New Call Entry

Logged In: D] @ AL

Each module in aACE is a set of views designed to help you work with certain groups of

records (e.g. your customer and vendor companies). Modules are typically named for the

kind of records they contain. During the Discovery process, your Discovery Team has access

to all aACE modules. When your company goes live with aACE, team members will have

more limited access, focused on their specific roles.

On the Main Menu, click on the CRM & Sales link. This displays a second level of module
options. These options are all related to customer relationship management and sales tasks.
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®
ali Dashboard

@ aACE

Accts Payable
Accts Receivable
Inventory
Accounting
System Admin
aACE 6 Help

ca@n

™ New Call Entry

Logged In: SH @ AT

All aACE modules follow the same general conventions for layout and functionality. To see
this, click the Companies module link, then the Leads module link.

Companies

Campaigns
Lists
Emails
Details >

cREn

3™ New Call Entry

Logged In: SH @ AT

This displays the list view for both modules. Feel free to arrange the two modules so you can
compare them. These two modules focus on different records; however, the layout for both
modules is very similar. This consistency means that after you learn to work with one aACE
module, you're prepared to work with nearly every other module.

Close the Leads module by clicking the 'X' button in the upper corner (i.e. left corner for
Mac, right corner for PC).
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Zoom

One useful detail on the Main Menu is the Zoom button ( ). This accessibility preference
allows you to change the size of text in aACE modules.

Experiment with Zoom Settings

Now that you know you can open multiple module windows at the same time, which can be
extraordinarily useful for comparing records and information, let's practice this useful
feature by exploring the Zoom preference.

1. From the Main Menu, click the CRM & Sales option, then the Companies option (if you
haven't already).
This displays the Companies module at the standard, 100% zoom setting.

2. On the Main Menu, click the Zoom button ( Y ).
This displays a prompt that summarizes what the zoom setting will do and what
variations you can select.

3. Click the button to select 150%.
This doesn't immediately change anything on the screen, but it sets the preference in
aACE.

i |
[ ] Message

Please select your zoom preference for all new windows. The zoom
setting for currently open windows will not be affected. You will need
to close them and reopen them in order for your updated zoom
preference to take effect.

You are currently using the 100% setting.

75% 150% 100%

b J

4. Click Companies a second time.
A second window showing the Companies module displays, but at a larger resolution.
5. Repeat this process: click the Zoom button again, this time select 75%, then click the
Companies option a third time.
A third window displays the Companies module at a smaller resolution.
6. Click-and-drag the module title bars to arrange them so you can compare all three
versions.
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r

b e @ ¢ Click the search button to find records.

< CRM & Sales

Companies =
Cons Companies
Leads
Campaigns
Lists - @ c Click the search button to find records. Newsp Edit ##
=
Emails = .
Detals > Companies
eoe® Companies - 3 ﬂ_

& Click the search button to find records.

Companies
B-
u B @ = Type Company Name Abbr City State / Prov Postal Code  Phone Sales Rep Acct Mgr  Status

™ New Call Entry

Logged In: SH @ AT

7. Close all three modules, then click the Zoom setting again and select the option you

prefer.
8. Click the CRM & Sales link in the Main Menu to return to the starting level.
This displays the previous level of menu options so you can navigate to other modules.

Data Types

aACE categorizes data into two broad groups:

e Master Data — Records needed to conduct an exchange with another organization (e.g.
companies and line item codes)

e Transaction Data — Records documenting an exchange with another organization (e.g.
purchasing from vendors, selling to customers)

aACE uses these two data types to help you manage your business. For further insight, you
can read more about master and transaction data (https://aaceé.knowledgeowl.com/help/understanding-master-data-

and-transaction-data).

List View

When You open a module, it |n|t|a||y displays the list view (https://aace6 knowledgeowl.com/help/overview-of-the-
istview). The list view presents a group of records associated with that module. List views are

designed to help you locate the records you need to work with. You can build unique lists to
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review, update, print, share with others, etc. We'll use the Companies module as an
example.

On the aACE Main Menu, click CRM & Sales, then click Companies.

Hewdp Edit# Deeted Printid Actons 3

Companies

B Type Company Name Abbr City State [ Prov  Postal Code  Phone Sales Rep  Acct Mgr  Status

Show All Find my Companies Find Companies with x Sales Volume Find Companies with x Disbursement Volume Related Records v Q

Each list view has a default view. Common default views include 'records assigned to you' or
‘all open records'. For example, the Companies module list view initially shows company
records that are assigned to the current team member. Since no company records are
assigned to you yet, when you open the Companies module, no records are displayed.

Warning about Blank List Views

It's important to keep the default view in mind. It can be alarming if you create arecordina
module, but go back to that module and aren't able to see your record in the list view.

If this happens, it's usually because the default view is showing a filtered set of records. You
can easily locate your record by using the search tools. See below.

Searchingin the List View

Every list view includes powerful features for searching through records.

Across the top of the screen, the Quick Search bar helps you search by key fields. In the
Companies module list view, you can search for a company by name, address, and/or the
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other fields visible in the list view. (You can read more about Using the Quick Search Bar

(https://aaceé.knowledgeowl.com/help/using-the-quick-search-bar) )

Across the bottom of the screen, Quick Search links let you run automated searches with a
single click. For example, you can display all companies at once, display only the ones that are
linked to you, or display those that have a certain amount of transactions. The default view
for a module often applies one of these Quick Search links.

Populate the Companies module list view by clicking the Quick Search link to Show All.

: Click th search button ta find recerds, Mewde FEditd Deeted Printidg Actons 3

Companies

B Type Company Mame Abbr City State / Prov  Postal Code  Phone Sales Rep  Acct Mgr  Status

:I my Compansss | Find Companies with x Sales Voluma | Find Companies with x Disbursement Voluma | Related Records v ﬂ-
(.

Sample Datain the List View

Your aACE system has been populated with sample data to help facilitate training. You will
be creating and importing your own data in subsequent phases of the Discovery process.
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% Record: 1of 35

Companies

Print i

Actions 3

(.

Practicing with the List View

Companies

B Type

= Verdor
= Vendor
= Vendor
= Vendor
> Verdor
= Verdor
= Vendor
= Vendor
> Verdor
> Versdor
= Verdor
= Vendor
= Vendor
> Verdor
= Virdor
= Verdor
= Vendor
= Vendor
= Vendor
= Virdor
> Werdor
= Vendor

Show All

Find my Companiss

Company Mame

Learnidiright Inc.
Fewter Anderson Publishing
MoGudlicuddy MoGire Hal
Textbaok Emponium

American Express

Macmillan Macbath-Cormider
Aperture Tedhnoksgies

Chinas Brushworks Inbernational
Hewlett Packand

Real Estate Holdngs

Blactric URility Co

Crafu Legistics

Staples

PenCao

Office Supaly Depat

At Supplias, Inc.

Accelerated Growth Marketing
Mowa Baclogics

Maintenance & Repair Supplier

Fingd Companbes with x Salas Volumiea

i

News York

Wan Chai

"Eﬁéifﬁziﬂ?giiﬁfigiiﬁig
§

Lake Forest

Find Companies with x Disburssmant Violsme

Mewde  Edit &

Postal Code  Phone

10016 (212) 532-1378

o777 (555) 481-7302

10001 (555) BA2-9461

10018 (555) 212-3652

97035 555-262-5762

10013 (212) S45-6554

10116

153%0-7741

10018 555-256-3212

10015 (646) 729-2525
BS22B003244

43220 1-800-121-5558

73014

10009

96707 (BO8) 555-3333

017202 (315) 480-5200

98101

11321

48304 (313) 2004518

66010

92056

60045 (BAT) £35-1000

Refated Records v

Dalete 3

Sales Rep  Acct Mgr
B KH
MH NW
5 ¥H
%

e}

(=]

[a ]

M

X%

e}

L]

%G

M

%

M

L]

MH

MH

MH

MH L)
L]

B~
| EAE

@~ -
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@ -
@~ -
o~ -
@~ -
@~ -
@ -
@~ -
o~ -
@~ -
@~ -
@~ -
@~ -
o~ -
@~ -
@~ -
@~ -
o~ -
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To see how the list view functions, we'll explore some features in the Companies module.

Your role in your organization might not deal directly with company records. But as a

member of the Discovery team, it's important for you to understand an overview of how

records connect and flow through aACE. This will help your team later when you explain the

ways you need aACE to support your workflows.

1. Openthe Companies module if it is not already open and click the Show All Quick
Search link.

This displays all existing company records from the sample data.

Powered by aACE | 8



aACE Software

Companies

Companies

e Type

Company Mame

my Companies Find Companies with x Sales Voluma Find Companies with x Disbursemaent Viclume Related Records
[

2. Click the Company Name column header.

Sales Rep  Acct Mgr

This sorts the list by company names. You can read more about sorting records

(https://aaceé.knowledgeowl.com/help/sorting-records-in-list-view) in the ||St view.

= Other

Show All

Find mmy Companies

aACME Bullding & Supplies ABS
AACME Education Solutions, Inc. Al

ALC Construction Com L3 50191
Accelerated Growth Marketing ACC Construction Corp
ACompany Inc.® 60003
Advance Electrical Supply Co 50176
AECDH Tishran EU

AFG Construction Mgent Inc 50193

Aeis Kohn AK

Adfred Hitcheock GHEGETA1TEL
Allen Wiright o

Ahverta Schulist GHIGVIETEI
AdmErican Express AMEX
Americon Construction Ine 50154
Andew B Son Windows & Doors T
Anramac Meadows Publishing AMP
Aparturd Technologies 035

A Supplies, Inc. ARTSUP
Asphalt Green 50195
Bedford Bank and Trust £0093

Find Companies with x Sales Volume

Companies

State

NY

NY
Zancsville OH
W York NY
Masw York WY
B Meund L
Santa Barbara o
Chicago L
M York NY
Hiew York NY
Broakiyn NY
Hoilywood (=)
New York NY
South Joeside ME
Mg York NY
M Yiork
Bayport MH
New York NY
Masw York NY
Deetroit M
Neew York NY
Bedford Falls [=3

i

Find Companies with x Disbursement Volume

Postal Code

10047
10016
43701
10001
10018
66000

116
10271
SS003
10018

10015

10128
0B3E2

Related Records

3. Click the Company Name column header a second time.

This reverses the sort order.
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(555) 264-0199
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Show All

Find Fmy Companies

Underwater Eleciric, LLE
Uhysees 5, Grant Middle School
Trade Associate LTD

Thomas Harcock

The Haughtan School

The Elison Family

Tenabeank Empariim

Tanya Glenn Consuling Services.
Susan Anderson Blementary School
U Physics Department

SU History Department
Shuart High School

Fsart Dean

Staphes

. Catherine High Schaol
Southglen High Schoal

South Band Schaol Corporation
Sink Parts USA

Shiea Township School District
Shea Township School District

ST-5D

Find Companies with x Sales Voluma

4. Click the City column header.
Instead of a single, ongoing list of companies, aACE now groups the records according

Companies

i

?SEEEQEFﬂﬂQBﬁSE?FFSi'iEE

Find Companies with x Disbursemaent Viclume

Postal Code

53217
43613
43613

Few e

Phaone
(518) S55-7484
(BOG) 555-1212

(555) E41-8245
(5%55) 237-1300

(825) S55-8537

555-262-9762
(555) 607-5632
(555) 364-1895
(20%) 200-1200
(203) 100-1500
(401) 5556675
(555) 355-1600
(315) 480-5200
(330) S43-4716

(201) 574-2554

(414) 555-3948
(555) 732-0201
(885) 732-0201

Related Records

Edit &

Print i

Sales Rep  Acct Mgr
% L
MM

MM

G H
MH

MH

3G HH
G i
N

o} MH
o] L
% L
% M
G H
MH

MH

3G

%G i
% H
MH

G MH
b o] L

o -
o -
o -
o -
-
o~ -
o -
o -
o -
®- -
o -
o -
o -
o -
o -
o~ -
o -
o -
o -
®- -
e~ -

to the city specified in their contact information. These cities are listed in alphabetical

order. The companies within that city group are presented as a subsidiary list. We call

this sub-summarizing.

aoe
=

s

Companies s oy

Companies

Hew

Edit ## Delete X

Priet i

Actions A

B Type Company Mame Abbr @ State / Prov  Postal Code  Phone Sales Rep Acct Mgr  Status

Akron

> Customes Highbridge Academy 50017 Ao aH 41316 (330) T96-2121 % M acrve @A -

Akran

Allentown

= Customer Covered Bridge High Schoal S0010 Aleritorm M 54716 (855) 412-6587 b o] [ ] ACTIVE e~ -

Allentown

Asbury Park

= Verdor Global Stancdard AMST Asbury Park N T (732) 466-1515 MH wrve @A -

Asbury Park

Astoria

= INTERMAL D SAnderssn [ Astoria (555) 418-9777 MH wve @A -

= Customer Queerss County Schoal District 50068 Astoria NY 11108 (212) 555-0674 G M e @A -

Asipria

Atlanta

= Vierslor Hame Rens Stare HAS Atlanta GA 30339 (256) B32-2279 MH wve @A -

Atanta

Bayport

= Verdor Anchew B Son Windows B Doors. HWD Bayport N 55003 (B00) 138-9600 MH acTve @A -
Show All | Find my Companies | Find Companies with x Sales Voluma | Find Companies: with x Disbursement Voleme | Related Records o]

5. Click the blank field above the Status column.
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This displays the three options in the Quick Search bar that you can use to search for
company record statuses.

aoe Companies 2]

%+ Record: 1 of 145 Wewdp Edtd Deeted  Priti  Actons A

Companies s o

B Type Company Mame Abbr

8
i
{
g
£
i

= DSt Highibridge Acadey 50017 Abran aH 41316 (330) TI6-2121

o ICLISHOTIEE Coverad Bridge High School 50010 ABETICHATI L] 59716 (555) 412-6567 ] MH ACTIVE . A -

= andor ohal Standand AMST Asbary Fark NI arTz (732) 466-1515 MH ACTIVE . A =

= INTERMAL Crew Sanderson oS5 Astoria (555) 418-9777 MH ACTIVE .‘ n =

= CLIStOmes Qe County Schoal Digtrict 0068 Agtoria ' 11105 (212) 5a5-0674 ke HH ACTIVE . A =

= Vendor Home Reno Store HRS Atlanta GA 30339 (256) B32-2279 MH ACTIVE .‘ n =

> Vendor Andew & Son Windows & Doors WD Bayport My 55003 (BOU) 138-9600 MM wrve @ A -
Baypert

Show All | Find my Companiss | Find Companies with x Sales Voluma | Find Companies with x Disburssment Volums | Related Records v {}
[ l

6. From the Status column Quick Search options, click Inactive.
This inserts that search criteria into that field.

aoe Companies 8

%+ Record: 1 of 145 Delnte ¥ Print /8 Actions A

Companies s

B Type Comparny Mame Abbr City State [ Prov Postal Code  Phone Sales Rep  Acchwigr  Status

= Customer Highbridge Academy 50017 Alron aH #4316 (330) 796-2121 %G i acrve @A -

> Customer Cavered Bridge High School 50010 Aleriown Mo 59716 (555) 4126587 36 n wrve @ A -

= Verdor Global Standard AMET Aabury Park Nl 0772 (732) 466-1515 MH ACTIVE . A -

INTERMAL Drew Sandersen (=3
> Custormes Queens County Scheal District 50068

(5%55) 418-9777 MH ACTIVE . A -
N 11105 (21%) 555-0674 b <] HH ACTIVE . A -

Pl

> Versor Haome Rene Stare HAS Atania GA 30339 (256) B32-2279 MH ACTIVE . A -

= Verdor Anclew & Son Windows & Doors. BT Bayport MH 55003 (B00) 138-0600 MH ACTIVE . o -

Show All | Find my Companiss | Find Companies with x Sales Voluma | Find Companies with x Disburssment Volums | Related Records v {}

Note: Search fields with active criteria are highlighted in yellow. Some search fields may
be grayed out. This indicates that they are non-editable and cannot be changed.
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7. Click the Search button ( [gY ).

This constrains the current list to Inactive companies, still sub-summarized according to
city.

Companies

8 = § necort: 1003

Mewdp  Editd Deeted Printm Actions

Companies cw s o

B Type Company Mame Abbr City State | Prow Postal Code  Phone
(Mo City)
= INTERMAL Johi Smith J5-aACME
(Mo City}

(555) 418-9777

Lasad Timtbsoak. EMpaim 50013 Poetiand oR 97035 555-345-3439

= andor Laarniiright Inc, Lasmmivright  Sea Bary M) 07877
Sea Bay

(5%55) 481-7302

Show All | Find my Companies | Find Companies with x Sales Valume | Find Companies with x Disbursermont Viokeme | Related Records w {}

Note: These inactive companies have a white circle on the right end of each list entry.
This Status Indicator indicates the record’s status. Different records can have different
Status Indicators. You can read more about Status Indicators

(https://aaceb.knowledgeowl.com/help/overview-of-record-status-levels).

8. Click the Quick Search field above the Status column again and select Active.
This replaces the previous search criteria.
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soe Companies B
\'ﬁ- : Record: 1 of 3 Mewde Edtd Deete) Pt Acsons B
Companies cw s o
(e &
B Type Company Mame Abbr city State f Prov  Postal Code  Phone Sales Rep  Acct Mgr :
(Mo City)
= INTERMAL Johi Smith J5-aACME (555) 418-9777 CN INACTIVE A -
(M iy}
Portland
> lLsad Teotook Empanium S0013 Pestland OoR 9035 555-348-3439 G INACTIVE & -
Portland
Sea Bay
= ardor Leamiiright Inc. Lasmmivright  Sea Bary NI 07877 (5%5) 491-7302 5 KH IHACTIVE o =
Sea Bay
Show All Find my Companies Find Companies with x Sales Voluma Find Companies with x Disbursemaent Viclume Related Records G

9. Press the Enter key.
This updates the found set, showing active companies, still sub-summarized by city.
Note that the Status Indicator for an Active company is a green circle.

aoe Companies 2]

%+ Record: 1 of 142 Wewdp Edt s Deeted Pristi@  Actons A

Companies .. o

B Type Company Mame Abbr

8
i
{
g
§
i
;
i
i
F
|

= Cstomes Highbridge Academy S00L7 Adoren OH 44316 (330) 796-2121 5 M ACTIVE . -
Meron

> Customer Covered Bridge High School 50010 Adertown MO 59716 (555) 4126587 36 MH e @A -

> Vendor Global Standard AMST Asbury Park N 07712 (73E) 466-1515 MM awrve @A -

INTERMAL Drew Sanderson oS Astaria (555) 4189777 MW ATvE @ A -
> Customer Queens County School District 50068 Astaria Ny 11108 (212) $55-0874 awrve @A -

3
i

= Wersor Home Rene Stare HRS Atlaria GA 30339 (256) B32-2279 MH ACTIVE . A =

Bayport
> Versor Ancew B Son Windows & Doors. AT Bayport MN 55003 (B00) 138-9600 MH ACTIVE . o -
Bayport

Show All | Find my Companies | Find Companies with x Sales Volume | Find Companies with x Disburserment Voleme | Related Records o

10. Inthe Quick Search bar, click the Type field and select Customer; in the State/Prov field
type "NY", then press Enter.
This updates the found set using the three combined criteria. aACE displays all the
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company records that are flagged as customer companies AND are located in New York
City AND are Active companies. Adding criteria in one field does not replace existing
criteriain another field.

aoe Companies 2]

Newdp Editd Deleted Printia

Companies e o

Cstomer NY ACTIVE E L 4
B Type Company Mame Abbr City State | Prov  Postal Code  Phone Sales Rep Acct Mgr  Status
Astoria
= Customes Queens County School District 5088 Astaria N 11108 (212) 5550874 )G ny e @A -
Astoria )
Bronx
» Customes PS. 118 50127 Branz N 157 (555) 2128475 3G e e @A -
Bron
Broaklyn
- Customes M Yok Leamiing o WYLC Brcakin N 11238 % A wve @A -
Brocklyn
Chestnut Ridge
= Customer Chestrut Ridge Middie Schocl 0160 Chestrut Ridge NY MH e @A -
Chestout Ridge
Hew York
= Customer 22 3rd Avenue Co LLE 50150 Mew York N 10017 (B55) 44506885 MM wtve @A -
= Customer ALE Construction Corp 0191 Mew York NY 10018 (555) 666-9331 MH acrve @A -
- Customes AECOM Tishman 0192 Mew York N 10003 (646) 4356377 MH wve @A -
= Customes AFG Constnuction Mget Inc 50193 Mew Vork N 10123 (555) 450-2674  MH e @A -
= Custamer Amerizan Constrution Ine 50134 Mew Yerk N 10271 (555) 2640199 MH e @A -
> Custormer | Vendor Annamac Meadaws Publishing AME Mew York Nt 10018 $55-263- 2563 % awrve @A -
> Customer Aschalt Green 50155 Mew York N 10128 (5551 2648890 MM active A -
Show All Fnd my Companias Find (n'v!r.\“wi with x Sales Voluma Fnd l._ﬂ'nr.“'il"ﬂ with x Disbursemant Volume Refated Records v Q

11. Atthe left end of the Quick Search bar, click the Clear button ( ).
This removes all criteria in the Quick Search fields, but does not update the found set.

L N ] Companies B

Mewde Edtd Deete) Pt Acsons B

MPpanies s o
NY ACTIVE E hd
Company Mame Abbr State [ Prow Postal Code  Phone Sales Rep  Acct Mgr  Status

city

Astoria

= Custonmer Queerds County School District SO0E8 Astoria NY 11105 (212) 555-0674 G HH ACTIVE .- A -

Astoria

Bronx

o ICLISOMET PS5 118 0127 Beons WY 10457 (555) 212-B475 G MH ACTIVE . & -

Bronu

Brooklyn

= CLIEtOmeE e Yiork Lasming Co WYLC Brogkhyn i 11238 o] HH ACTIVE . o =

Brooklyn

Chestnut Ridge

= Customes Chestnut Ridge Middle School 50180 Chestrut Ridge: NY MH acrve @ A -

Chestnut Ridge

Goodrich

= Customes Harry Gonzalez BBETETE6T96 Goodrich NY 10017 MH ACTIVE e~ -

Goodrich

New York

= Qustomes 622 Jrd Aovenue Co LLC 50190 Hew York Lid 10017 (555) 465-0685 MH ACTIVE . A -

> Customer ACE Construction Corp 50191 Mew York NY 10018 (555) BE-9331 MM wrve @A -

= Customes AECOM Tishman 501532 Mew York NY 10013 (B46) 435-6377 MH acrve @ A -
Show All | Find my Comparies | Find Companies with x Sales Volume | Find Companies with x Disburseement Violeme | Related Records w o

12. Inthe footer, click the Quick Search link to Find Companies with x Sales Volume.
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This displays a popup that prompts you to specify details for the search.

aoe Companies 2]

: Record: 1 of 20 Mewde Editd Deleted Printis  Actions

Companies s o

B Type Company Mams Abbr City State [ Prov Postal Code  Phone Sales Rep  Acct Mgr  Status
Astoria
> Customer Queers County School District SO088 Astoria N 11108 (212) 555-0674 G MH ACTIVE . o -

- Customes PS. 118 50127 Brons NY 10457 (555) 212-8475 % i wrve @A -
» Customer Poaw York Laaming Co WLE Brooklyn NY 11238 % M aTve @A -
- Customer Chestriut Ridge Middie Schocl 50160 Chestrut Ridge NY MH acrve @A -
+ Customes Warry Gonzaler HB6TSIREI00 Goodrieh N 10017 MM amrve @A -

wrve @ A -
awrve @ A -

Cuintaimar AECOM Tigha 0103 M Vork Ny 10013 (646) 435-6377 acrve @A -
show All | F ..|.-wcm-.|:......| Compankss with & Disbursemant Voluma | Relsted Rocords v L

13. Change the Volume criteria to 100, then click OK.
This updates the found set, showing only companies that have sales volume greater

+ Cusbomer 623 Jid Avenue Co LLC 0190 Mew York NY looe? (555) 465-0683
SRLET ACC Conatruction Conp s Wi Vork NY 10018 (555) 666-9331

FEZ

than or equal to the amount you enter.

[ ] Message

Enter the date range and minimum sales volume you'd like to
query. The result is calculated from related invoice totals after
adjustments but before shipping and tax.

Start Date
101/01/2023 |
End Date

06/16/2023

Volume
100

14. Inthe Quick Search bar's City field, enter "Chicago". Then, click the Search Options
button ( + ).
This button displays additional methods for running searches.

Powered by aACE | 15



aACE Software

Companies

Companies

B Type

= Qustomes
= Customer
= Customer

= Customer

Show All

Find Fmy Companies

Company Mame
Pew Start Acaderny Charter School
Mortbora School District

Regina County Area School District
King's Rock School District
Beightside Charer School

Cogritia

Centervile High Sehocl

SU History Department

S Phiysics Departmant
Seuthglers High School

Anramac Meadows Publishing
Mew York Leaming Co

Queers County School District
Secaucus School District

Penn Harris Madison

The Haughtan School
Moritbora Migh Schaol West

PS5 118

™ Elison Family
Stusaet High Sehool

Lynn High School of the Arts
Berishire Magnet Hgh Schoal

50091
50102

50127
50138
529
50132
0133

Find Companies with x Sales Voluma

i

Tarrytawn
Walnut Crissk

§§E5589555555993%§!QQBEE

Find Companies with x Disbursemaent Viclume

Postal Code  Phone

11108
07096
105591
94558
sos08
10457
08902
02852
01902
20708

(555) 417-0682
(555) 946-5412
(555) 456852
(837) 563-755

(916) 3264125
§55-123-6789

(SS5) BG7-2347
(203) 100-1500
(203) 100-1200
(201) 974-2594
§55-263-2563

(212) 555-0874

(908) F55-7196

(925) 555-8537
(S55) 46-8434
(555) 212-8475

(401) 555-6675
(617) 555-8249
(301) S55-4545

Related Records

15. Inthe Search Options dropdown list, click Search Current List.

g
]
i
g

ACTIVE

BE H R s S EA®BAEENSBEERRE S S
FEEEEEEEEER

IR
i
A

ACTIVE

e~
[
[
[
|
[
[ ¥
|
[
[
[
[
[
[
[ ®
e
e~
|
[ B
[
e~
[ ¥

This further refines the results that are in your found set. It reduces the number of

companies, displaying only those from the previous found set that also match this new
criteria.

Companies

Companies s oo

B Type
= (LSO
5 Customer

Show All

Find my Companiss

Company Mame
M Stat Acadérry Charter School
Monitbor Schoal Detrict

Regina County Arca School District
10ng's Rack School District
Beghtside Charer Sotool

Cagratin

Centervile High School

S0 History Department

S Physics Department
Seuthglen High Schoal

Annamac Meadows Publishing
Meew York Leaming Co

Queens County School District
Secaucus School District

Penn Harrs Madison

The Haughtan Schosd
Montbar Migh Schaol West

PS5 118

e Elison Family
Stuart High School

Lynn High School of the Arts
Berkshire Magnet High School

50091
50102

S027
0128
50129
50132
50133

Find Companies with x Sales Voluma

i

Tarrytawn
Walnut Cresk

5;a55895555§eqngse9aazg

Fand Companies with X DIEDUFSEMEnt Volums

Postal Code  Phone

0Bgaz
sos08
06016
F5004
203
97035

11108
07095
10591
94558

10457
OR902
02852
01802
20705

(555) 417-9682
(S55) B46-5412
(555) S45-6852
(837) 563-756

(916) 326-4125
§55-123-6789

(SS5) B47-2347
(203) 100-1500
(203) 100-1200
(201) 974-2594
§55-263-2563

(212) S55-0874

(908) 555-7196

(525) 555-8537
(555) 946-8434
(555) 212-8475

[401) 555-6875
(617) S55-8249
(301) $55-4585

Ridated Roconds v

Search Options
Sales Rep Acct®  Search & add to current list
L B ccarch currens st
% MM Gmit from curent list
x s Find thess necoeds...
% My
p pp | GotoAdvanced Search
% i acTve @ A
% M acTive i A
% M wtve A
% MH wTve @ A
% MH ATVE @ A
% MTVE @ A
%G M acrive @ A
% e acrve @ A
% L] wTve @ A
6 H acve @ A
x© i acTve @ A
%G M acrive i A
% HH wtve A
% H wrve @ A
% MH ATVE @ A
x© g AMTVE @ A
%G M acrive @ A
L

16. Inthe footer, click the dropdown arrow to show the Related Records options.

This typically displays a list of modules that are likely to contain related records.
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[ N ] Companies B
& = & necord: 1008 Newdp  Edtg# Delete X Pt/ Actions 3
Companies
Chicage E *
B Type Company Mame Abbr city State f Prov  Postal Code  Phone Sales Rep  Acct Mgr  Status
> Customer Advance Electrical Supply Co 50176 Chicage L 612 (312) 421-2300 MH ACTIVE .- A =
 Customer Calformia Cosets 0177 Chicage n w0654 (1F) TESOTIL MM awrve @A -
> Customer Charles E Larson & Sons 50178 Chicage n 60639 (773) 7729700 MH actve @ A -
> Customes Mash Brothers Constr Co Inc 50185 Chicage n 0633 (555) 443-1600 MH ACTIVE . o -
o LBt Par-Oceanic Enginesring Co Inc 0167 Chicage L 656 (555) I96-8408 MH ACTIVE . A =
T Trade Associste LTD 50189 Chicago n G0618 (555) 237-1300 MH ACTIVE .- A =

Show All | Find my Comparies | Find Companies with x Sales Volume | Find Companies with x Disbursement Vil .. o]

17. Inthe Related Records options, click Contacts.

This opens the Contacts module list view, displaying only the contacts belonging to the
companies in the Companies list view.

aoe Companies B

@ % Pecord: Lof6 Mewds Edit# Deete} Printis  Actions A

Companies s oy

Chicage B~

B Type Company Mame Abbr City State f Prov  Postal Code  Phone Sales Rep  Acct Mgr  Status
Chicago
= Customer Advance Electrical Supply Co 50176 Chicago L 60612 (312) 421-2300 MH ACTIVE .' Ao -
= Customer Calfornia Closets 50177 Chicago L 60654 {312) FE5-0711 MH wrve @A -
> Customer Charles E Larson & Sons S0178 Chicago L 50639 (773) 7729700 MH arve @A -
> Customes Mash Brothers Constr Co Inc SOLES Chicage 18 633 (555) 443-1600 MH ACTIVE . AN -
> Customes Pan-Oceanic Enginsering Co Inc 50187 Chicage L 656 (5%55) 396-8408 MH ACTIVE . o -
> Qustomes Trade Associate LTD 50189 Chicage L G618 (555) 237-1300 MH ACTIVE . A -
Chicago

Go to Related. ..

Lasts.

Actreities

Leads

Projects

Orders

Envaloes.

Purchase Drders

Purchases

Disbursements

ReCaipls

Recurring Transactons

Show All | Find my Companies | Find Companies with x Sales Volume | Find Companies with x Disburseenent Voleme | Related Records &
L

18. Close the Contacts module and the Companies module.

After you use the list view to locate the record(s) you want to work with, you can drill down
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into details by clicking the Go-To arrow (>) for a specific record. This will display that
record's detail view.

Note: For additional information on features available in the List View, see our guide on the

Overview of the List VieWw (https://aace6.knowledgeowl.com/6298e04298bdb56d5939f71a).

Detail View

The aACE detail view shows the information that comprises a specific record. aACE allows
you to capture a lot of data. The data for a record is organized across multiple tabs. These
tabs go across the top of the screen, and an additional row of tabs might be found across the
middle. You can read more about the detail view (nttps://aaces knowledgeowl.com/help/overview-of-the-detail-view) .

By default, the tabs farthest to the left are active when you first open the detail view. For
example, on the Companies detail view, the Company Details tab is initially displayed on the
main tabs. The Contacts tab is initially displayed on the second row of tabs.

ade Companies B
:—i = :r Rcord: 3 af 6 Kewde Editd Deete) Printdid  Actons A
Company: Charles E Larson & Sons (50178) ACTIVE @
Company Details Sales k Marketing | Customer Details =~ Vendor Details | Finance & Accounting 1 Notioe Tasks D Emails B4 Docs &
Company Info & @ Contact Info Other Info
Customer (773) 772-9700 Coastruction Forgings (Mirs)
2773 N Avers Ave (773) T72-9745 Da Mot Format
Ry Srate | Prow Postal Co
Chicago L 60639
Counitry Fustal Format ube”) @
United States: American
Contacts (1) | Locations Linked Contacts Linked Companies Lists
D coriact Harme ofaull Status o
- Scott Larson (773) T72-9700 v @
* o)

The detail view helps you create new records or edit existing ones. You can edit most
records after they have been Activated or Opened. However, it's easiest to edit Pending
records.

Practicing with the Detail View
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To see how the detail view functions, we'll explore some features in the Companies module.

To simplify navigation, close any open aACE modules so that only the Main Menu is open.

Navigate to the Companies module (Main Menu > CRM & Sales > Companies), and click the
Show All button in the footer to display all company records. Using the Quick Search bar,
search for companies with a "Customer" record Type.

Click the Go-To arrow (>) beside one of the company records. This will change the screen
from the list view for multiple companies to the detail view for that specific company.

ade Companies
& = Pecond: 1of 52 Mewdp Edit @ Deleted Printis  Actions 3
Companies
Customer B~
Type Company Mame Abbr city State f Prov  Postal Code  Phone Sales Rep  Mcct Mgr  Status
@m Shea Township School Distriet 50002 Shea oH 43513 (555) 7320201 3G MH ave @A -
Cuistomer Mew Start Acaderny Charter School 50005 North River ] 08882 (355) 4170682 3G M arve @A -
= Customer Full STEAM Charter School 50006 Kingston [} 20310 (555) 968-5234 %G i active @ -
> Customer Morithons School District MSD Morbora [=+] 80508 (555) 9465412 3G H acve @A -
> Customer Ragira County Area School District 50008 Wiker o 06016 (555) M45-6852 )G H acve @A -
> Customer Covered Bridge High School 50010 Alertown MO 59716 (555) 4126987 3G M aTve @A -
> Customer King's Rock Schood District So014 Cuperting cA 95014 (B37) 863-7%6 % M arve @A -
= Customer Brightside Charter Schocl 50015 Sacraments [} 4203 (916) 3264125 %G i active @ -
> Customer Highbridge Academy 50017 Airon oH 44316 (330) 796-2121 % H acve @A -
> Customer Cogritio 50019 Poetiand oR 97035 555-123-6789 % H acve @A -
> Customer Centervihe High School 50020 Centervile MO 63633 (555) B67-247 G MH ave @A -
> Customer U History Department so022 Sutfiedd cr 06078 (20%) 100-1800 3G M arve @A -
= Customer S Physics Department 50023 Suffieid (=) 06078 (203) 100-1200 %G i active @ -
> Customer Southglan High School 50027 Pemberton W 08068 (201) 9742594 3G H acve @A -
> Customer Snea Township School District ST-50 Shea oH 43513 (555) 7320201 3G H acve @A -
> Customer Excalsior Charter School ECS Neewark N 07101 973-500-1080 % MH ave @A -
> Customer Mew York Lesming Co NYLC Broakhm NY 11238 % My acve @A -
= Customer Mishawalka School District 50065 South Bend ™ 46616 (555) 123-1234 %G i active @ -
> Customer Quaans County School District 50069 Astoria NY 11105 (212) 5550874 3G H acve @A -
> Customer Secauus School District 50069 Secauus N 07096 (008) 5557196 3G H acve @A -
 Customes South Berd School Corporation 0090 South Bend M 46617 '] o aTvE @A -
> Customer Penn Harrs Madison S0091 Tamrytawn NY 10851 % M arve @A -
Show All Fnd my Companiss Fnd (Nﬂrh\'\ﬁnll'ﬁ X Salas Volumeg Rnd (ﬁ'ﬂrﬂ'\ﬂ with x Disburssmant Violumag Rafated Rocords w G

Once you are in the detail view:

1. Click Edit in the header bar.
This puts the detail view into a mode where you can make changes to the record.
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[ ] Companies ‘ B
t':'J- Mewdp Edt g Deeted PrintiEa Actions A
Company: Shea Township School District (50002) ACTIVE @
Company Details Sales & Marketing | Customer Detsils | Vendor Detsils | Finance & Accounting Natices Tasks[l  Emabsi®  Docxd
Company Info (] @ Contact Info Other Info
Custornar (555) 732-0201 Mid-West
456 Highway 9 (555) 432-1001 (#88) sea-anan
infoBsheaschoals k12.0h.us =
shea OH 43613 wiww.sheaschools k12.oh.us ]
Country Forma Email Format {using “Jobn § Public”) @ Referral Team Mermb
Unifted States American ip@sheaschools k12.oh.us
Contacts (3) | Locations (2) Linked Contacts  Linked Companies | Lists (1)
© Julia Delaney Administrative Assistant (555) 7320201 &= [ ]
Maryana Martin Athletic Director (S55) 7320201 &= [ ]
Tirn Colling Agsistant Superintendent (555) Ba7-2678 =Y .
* e

Note: Most fields have a white background. This means you can edit the data there.
However, note that the Referral Contact field has a light gray background. This means
you cannot type directly in that field. To add a referral contact, you can click the
Selector icon ( @ ) to the right of the field to display the Contacts Selector.

Companies 8

Company: Shea Township School District 50002

active @
Company Details Motices Tasks 0 Emals i Docs
Company Info £ Q@ Contact Info Other Info
Custormer (555) 732-0201 Mid-West
456 Highway 9 {555) 432-1001 (#eg) sas-gaae 4
info@sheaschoals. k12.oh.us =
Shea OH 43613 wiww.sheaschools k12.0h.us =2
Email Farmat {using “John § Pubic”) @ .
United States American ip@sheaschools k12.oh.us
Contacts (3) | Locations (2) | Linked Contacts  Linked Companies | Lists (1)
- Julia Delaney Administrative Assistant (555) F32-0201 = [ ]
Maryann Martin Athietic Director (555) 732-0201 = L ]
Tim Collins Assistant Superintendent (555) B47-2678 =Y [ ]

2. Onthe detail view footer, click Cancel.
This returns the record to read-only mode without saving any changes.
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soe Companies B

Company: Shea Township School District 50002 ACTIVE @

Company Details

Motices Tasks (G Emails & Docs
Company Info £ @ Contact Info Other Info
Custormer (555) 732-0201 Mid-West
56 Highway 9 (555) 832-1001 (#88) sen-anne
info@sheaschaals k12.0h.us =
Shea OH 43613 wiww.sheaschaools k12.0h.us 2
Country 2l Forma Emall Format {using "lobn & Public™) G Referral Team Mermb
United States American jp@sheaschools.k12.oh.us
Contacts (1) | Locations (2)  Linked Contacts  Linked Companies | Lists (1)
[+ g T Phane ; A
- Julia Delaney Administrative Assistant (555) 7320201 &= [ ]
Maryann Martin Athigtic Director (s55) Fazr-0201 &= [ ]
Tim Colling Assistant Superintendent (555) BA7-2678 = [ ]

3. On the detail view header, click New, or enter Control / Command-N

(https://aaceé.knowledgeowl.com/help/aace-key-commands).

This creates a new company record and puts the detail view into a mode where you can
make changes to the record.

] Companies ‘ ]

L]

Company: Shea Township School District (50002) -

active @
Company Details Sales & Marketing | Customer Details | Wendor Details | Finance & Accounting Motices Tasks G Emals Do i
Company Info £ Q@ Contact Info Other Info
Type ¥ W o Lroup
Cushormer (555) 732-0201 Mid-West
456 Highway 9 (555) 832-1001 (#2&) sda-daasn
info@sheaschoals k12.0h.us =
Shea OH 43613 wiww.sheaschools k12.oh.us =]
Country 3l Form Em ormat {using “lohn § Pubic™)
United States American jp@sheaschools.k12.oh.us
Contacts (3)  Locations (2) Linked Contacts Linked Companies Lists (1)
ol T  Status M
- Julia Delaney Admanistrative Assistant (555) 7320001 = [ ]
Maryann Martin Athletic Director (555) 7320201 = [ ]
Tim Colling Assistant Superintendent (555) BAT-2678 = [ ]
* t o

4. Note the following details of the new record:

Powered by aACE | 21


https://aace6.knowledgeowl.com/help/aace-key-commands
https://aace6.knowledgeowl.com/help/aace-key-commands

aACE Software

[ ] [ ] Companies B
Company: 60000 NDING ()
Company Details o e - . ) o Nobices Tasks [5 lompeﬁ Docs

Create Contacts

Company Info Billing Address G Contact Info Other Info

A. Some fields have a pink background. This means that information is required
before the record can be Opened. (You might need to click on the detail view
background in order to see all fields that are highlighted as required.)

B. Under the Company Name field, there is a comment pointing out how you might
leverage some aACE automation for populating that field.

C. The Abbreviation field auto-populates with the next number in the default
sequence. You can use numbers, letters, and basic symbols for company
abbreviations.

D. The Status Indicator in the upper-right shows that the record is Pending.

. The Company Info section includes a flag to 'Use for Billing Address'. This flag is
typically marked for a new company record. You can click on the Billing Address
tab to display the fields for an alternate address. Because the flag is marked, these
fields are initially grayed out, again noting that they cannot be edited.

m

5. Fill out the two required fields for a new company:
o Company Name — Enter the name of a vendor company that your organization
orders from.
o Type — Click this field and select Vendor. (If the dropdown list goes away, press the
ESC key to display it again.)
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ede Companies B
CompaE: Custom Accessories Unlimited : 60000 PENDING ()
Company Details Notices Tasks i Emals & Docs
Create Contacts
Company Info Billing Address Contact Info Other Info
@
P Carcel m
6. Click Save.
This triggers aACE processes to validate the record.
ade Companies B
Company: Custom Accessories Unlimited 60000 PENDING
Company Details Notices Tasks (5 Emalsil Dot
Create Contacts
Company Info Billing Address Contact Info Other Info
. '
Vierdor

If all the required fields have acceptable data, then aACE displays a prompt for you to
activate the company. If needed, resize the message box so you can easily see the entire
message.

7. Click Activate.
This Activates the record and displays additional tabs where you can manage more
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information about the vendor.

[ ] Message

Activate this company?

8. Click through the other tabs to see what fields they contain.
Especially take note of the Vendor Details tab. The default information there will be
relevant in the next training guide.

aoe Companies B
& Newdp Edtg Deete X Pt Actions 30
Company: Custom Accessories Unlimited (60000) acTive @
Company Details Sales & Marketing | Customer Details | Vendor Details | Finance & Accounting | Hotices Tasks B Emals Docs &
Company Infa (] @ Contact Info Other Info
Vandar
...... o
Contacts Locations Linked Contacts Linked Companies Lists
a
o+ i« Ty Ciffic {}

9. Repeat these steps (beginning with Step #7) to create and activate another company.
But this time enter the Name of a customer you sell to and set the Type field to
Customer.

10. Edit both your company records, entering an office address for each
These addresses can be real or hypothetical. If you enter a real Postal Code, aACE will
autofill the city and state information. aACE will use this address as the default on
records related to the company, unless you add other addresses on the Locations tab.
11. If you have any additional information you'd like to include on your vendor or customer
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company records, feel free to edit them accordingly.
12. Jot down the name or abbreviation of the companies you created — you will be using
them in the upcoming training guides.

Next Guide

Discovery Training: Purchase Orders (nttps://aaceé.knowledgeowl.com/help/discovery-training-purchase-orders)
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