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APMS Professional  

In the Entering T30s section of the APMS Online Training Manual will deal with items that are specific 
to entering T30 parameters or setting up your APMS screen to fit your needs.  This section will focus 
on the following: 

     Customize Your APMS Window 
     T03 – Reporting Centers 
     T06 – Cycle Descriptions 
     T09 – Sum Codes and Extensions 
     T10 – Business Names and Addresses 
     T11 – Remit To Addresses 
     T13 – Standalone Report Options 
     T13A – Report A Set Total 
     T13I – Report I Column Titles 
     T13Q – Customized Report Packages 
     T13UV – Report Options 
     T14 – Billing Options 
     T16 – Rate Codes (General) 
          Format 1 Rate Codes 
          Format 2 Rate Codes 
          Format 3 Rate Codes 
          Format 4 Rate Codes 
          Format 5 Rate Codes 
          Format 7 Rate Codes 
          Format 8 Rate Codes 
          Format 9 Rate Codes 
     T17A – Sum Code Groups 
     T17BC – Tax Report Descriptions and Adjustment Sum Codes 
     T17D – Tax Option Groups 
     T19 – Reminder Schemes 
     T20 – Statement and Postcard Messages 
     T22 – Accounting Area Table (including T22H Address IDs and T22I Tax Matrix IDs) 
     T22E – Business Area Table 
     T22F – Business Area Ranges 
     T28 - Adjustments 
 



 

 

If you have any problems using the APMS Online Training Manual or need assistance with the APMS 
program, please contact APMS Technical Support at (541) 367-5086. 

Notice 

This document was developed for the purpose of supporting Concise Solutions Customers and their 
employees in the use of the Automated Parameter Management System (APMS) developed by 
Concise Solutions.  All information contained in this document is proprietary and considered the 
intellectual property of Concise Solutions. 

The information and material contained herein is submitted solely for the use of Concise Solutions 
Customers who have legally licensed APMS and may not be distributed to any other organization 
without the prior written consent of Concise Solutions.  Submission of this document by Concise 
Solutions shall in no way be construed to waive Concise Solutions rights to, or interests in the 
material and concepts contained in this document in its whole or any part thereof. 
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Customizing the APMS Type 30 Screen 

  

As an example, enter the Type 30-03 Reporting Centers parameter by selecting the T30 module on your corp 
drop down list.  You will see that the reporting centers are displayed in a spreadsheet format or a grid that 
allows you to see multiple parameters and multiple fields all at the same time.  However, you may want to see 
the information differently than your coworker.  With APMS you have the ability to customize your screen to 
the way you want to work.  

Field Size  

Place the pointer over the line that separates the fields between MSO ID and DST Innovis Statistical ID.  When 
you have the symbol that indicates the ability to resize the field, click and hold the left mouse button and drag 
the line to the left to change the area available to view the parameter.  When you have positioned the cursor 
where you want it, release the left mouse button and the field has been resized according you your viewing 
requirement. 

 



 

 

 

The functional benefit is to make more space available on the screen to display additional fields of the 
parameters.  

Column Position  

You may want to see a column of information in a different location other than the default location.  Select a 
column by placing the cursor on the column heading for the column heading you want to move.  Hold down the 
left mouse key and drag the column across to the position where you want the column position to display.  
Holding the left mouse key down move to the “MSO ID” column. 

  

 

Release the left mouse key and the column is inserted in front of the MSO ID column you designated. 



 

 

 

Sorting on a Parameter  

You often work within a parameter with the requirement to make changes to multiple parameters with the same 
values.   To make it faster, you can sort on many of the fields within APMS.  Select the sort key and work your 
way through the dialog box to sort on the CableData Stat ID. 

  

 

 



 

 

The following illustration shows the results of the Type 03 sorted by CableData Stat ID.  What else has changed 
and how did the changes take place? 

 



 

 

T03 – Reporting Centers 

  

Click the T03 folder in the parameter list on the left side of the screen. 

 

 

Adding a Reporting Center 

To add a reporting center, choose Add Record from the Edit menu or click the + button on the tool bar. The Add 
Reporting Center window displays, showing you the next available reporting center number. You can use this 
number or select another new, unassigned reporting center from the drop-down list.  



 

 

 
�        The first tab lists the fields that are required for this Type 30. Enter the description for the reporting 

center, and then choose the other field values from the drop-down lists in the window.  

�        Use the second tab to enter the optional fields. 

Note:  The Tax Option Group field has a Quick View button. Click this button to view available tax option 
groups. The window shows which rate codes and reporting centers use the tax option group, and what its 
components are. If you enter a new value in the Tax Group ID field, the program displays the Add Tax Group 
tab so that you can create a new tax option group. After you finish the entries, the program redisplays the Type 
30-03 grid. 

Updating Reporting Center Fields 

Because this parameter is in a grid format, you can quickly and easily make changes to more than one reporting 
center. For example, assume you need to make changes to the MSO ID for several reporting centers. Position 
your cursor in this field in the first reporting center that you want to change, and update it. Then use your mouse 
or the down-arrow key to advance to the next reporting center.   

You can also double-click in each field that has a drop-down list to display the next value, as well as selecting 
from the list. For example, if you want to turn the Aging field from ‘No’ to ‘Yes’, place the cursor in the field 
then double-click. The program changes the value to ‘Yes’.  



 

 

The program will also check for the following as you enter or change information on a reporting center:  

�        If you change the reporting center’s category, the program checks the following: 

If the current category is D, you can change the category only if no Format 3 (Deposit) rate codes or 

category D adjustment reason codes use the reporting center.  

If the current category is I, you can change the category only if no Format 7 (Install) rate codes or category I 

adjustment reason codes use the reporting center. 

You can change the category from S to R, or the reverse. The application will first display a message noting 

the number of rate codes and adjustments assigned to this reporting center and once the user chooses to 

continue, APMS will change the category on all associated rate codes.  This change can only be made on the 

first run of the month. 

.  

�        If you set the Include on Rpts AA/BB field to Y, you must enter a value in the Short Description field. 

Note: The ability to enter data in specific fields is dependent on information from other Type 30s.  As an 
example, you must set up the Report A Set Number in Type 30-13A (Report A Set Total) before you can assign 
it to a reporting center in Type 30-03. Similarly, you must set up a Report I column description in Type 30-13I 
(Report I Column Titles) before you can assign a reporting center to it. 

Deleting a Reporting Center 

To delete a reporting center, select it, then choose Delete Record from the Edit menu or click the ‘–‘ button on 
the tool bar. The program will display two prompts: one asking if you are sure you want to delete the Reporting 
Center and one to ensure that the Reporting Center Delete Checklist has been completed. 

 



 

 

 

You can delete a reporting center only if no rate codes or adjustment reason codes use it.  Otherwise, the 
program displays a message.  

 

You can use the Cross-Reference reports for a list of the associated rate codes and/or adjustment reason codes. 



 

 

T06 – Cycle Descriptions 

  

Click the T06 folder in the parameter list on the left side of the screen. 

 

When you first access this option, the program displays the message:  

 

Make sure that DST Innovis knows of your pending changes before uploading them. 

After you acknowledge this warning, the program displays a table containing your cycles, the run days for each 
cycle, and the from and to days for subscriber anniversary days. Use these last two columns only if your system 
uses anniversary billing. 

 

Note: Define the month-end cycle in the Type 30-13 (Standalone Report Options) Month End Cycle field. 

  



 

 

Adding or Changing a Cycle Description 

To add, edit, or delete billing cycles, click ‘+’ or ‘–‘ on the toolbar or select the drop-down list for the Run Date 
field in the grid. The Add/Edit/Delete Cycles window displays, containing your current Type 30-06 parameters.  

 

After you make all of your changes, click Done. When you do, the program verifies your changes and displays 
any applicable messages. If you make multiple changes and one or more is not allowed (for example, adding a 
cycle on a run that is not the first run of the month) you will not be able to continue until you correct (or 
eliminate) the change that’s causing the problem. 

If you make any changes to your cycle descriptions, you also may need to review and update the following 
parameters: 

�        Type 30-13 (Standalone Report Options), Month End Cycle field 

�        Type 30-13M (Label Distribution) 

�        Type 30-13Q (Customized Report Package) 

�        Type 30-14A (Billing Options) One-Time-Only Message fields 

�        Type 30-14D (Cycle Bill Due Dates)  

Note: Cycle E is reserved for special projects only if you are on DDP Release 4.x or earlier. If you are on DDP 
Release 5.0, Cycle I is reserved for special projects.  If you attempt to add or change either of these cycles, the 
program will display a warning message.   



 

 

Deleting a Cycle Description 

You can delete a cycle on any run, but the change is not effective until the first run of the following month. 
When you delete a cycle, the program displays the message: Deleting cycles will take effect in the following 
month on the first cycle of the month. Do you want to continue? If you click No, the program redisplays the 
Add/Edit/Delete Cycle window. If you click Yes, the program deletes the cycle.  

To delete a cycle, highlight the Cycle and Run Day fields, and press Delete or Space to remove them. If you use 
anniversary date billing, remove the entries in the Subscriber Charging Day fields too.  

Note: The program performs the following edits when you are accessing this T06 Cycle Descriptions: 

�        The program prevents you from deleting a cycle that is assigned to any of the other Type 30 parameters. 
The program displays a message to let you know where the cycle is used, for example: **Warning- the 
cycle you are deleting is used in T30-14D Month 13.  Cannot delete this cycle. If you still want to delete 
the cycle, change the entry in the other Type 30 parameter, then return to Type 30-06 to delete it. 

�        If you try to add a new cycle or change an existing run day that results in a duplicate run day, the 
program displays the message: You have entered duplicate run day’s. Run day must be unique. Please 
correct.  

�        If your changes result in duplicate cycle entries, the program displays the message: You have entered 
duplicate cycles. Please correct. 

When you change your Type 30-06 parameters, the program displays message: Caution: You may wish to 
review the following T30 parameters for additional changes: T30-13 – Month end cycle; T30-13 Label 
Distribution; T30-13Q Custom report package records; T30-14A One Time Only rundate; T30-14D bill due 
date. These are all fields that may be affected by changes to Type 30-06. Check these parameters and make any 
needed changes.  



 

 

T09 – Sum Codes and Extensions 

  

Accessing the Sum Codes and Extensions 

You can view, update, or add sum codes and extensions using the following methods.  

The Data Entry screen (Add Sum Code tab): Access this window by selecting T09 from the folders on the left.  

 

This screen provides rapid entry of verified sum code parameters from paperwork. Use this method when you 
know exactly which values are valid for each field, and what you want the field settings to be. To add an 
extension, select the Add Sum Code tab, then click Sum Code Extensions.   



 

 

 

The Add Box: Access this window by selecting + from the tool bar or Add Record from the Edit menu.  In this 
view, APMS displays drop-down lists containing the valid field entries and identifies which fields are required. 
To add an extension, click Add Extensions.  



 

 

 

The grid: Access this window by selecting the All Records tab. In this view, APMS displays drop-down lists 
containing the valid field entries and in the Add Box, identifies which fields are required. Use this method for 
quick changes to multiple sum codes or sum code extensions. For example, assume you need to make changes 
to the Sum Code Priority for several sum codes. Position your cursor in this field in the first sum code that you 
want to change, and update it. Then use your mouse or the down arrow key to advance to the next sum code. 
You can also double-click in each field that has a drop-down list to display the next value, as well as selecting 
from the list. For example, if you want to turn the Amount Line field from ‘No’ to ‘Yes’, place the cursor in the 
field then double-click. The program changes the value to ‘Yes’. Sorts and Selects are available in this view; for 
example, you can select all sum code extensions with the Amount Line field set to ‘Yes’. When you click on a 
sum code, the program displays its extensions in the bottom window. 



 

 

Adding a Sum Code or Extension 

To add a sum code or extension, choose Add Record from the Edit menu or click the + button on the tool bar. 
The program prompts you to select either a sum code or a sum code extension.  

�        If you click SumCode, the program displays the next available code in the Add Box. You can use this 
number or enter a new, unassigned one. Select a priority from the drop-down list, and enter a historical 
ledger (HLDG) description and a statement description.  

When you click OK, the program redisplays the sum code extension grid with your new entry. Update the 

remaining fields.  

�        If you click Extension, the program prompts you to choose the "parent" sum code, that is, the sum code 
you want to assign extensions to. Choose this sum code from the drop-down menu, then click on as 
many extensions in the scrollable window as you need. (You do not need to hold down Shift or Ctrl to 
select more than one code.) 

If you want to use the Add Sum Code tab, enter a sum code that is not currently used in the Sum Code field. 
Once a Sum Code is chosen, enter your data and click Done to update the record. If you leave a required field 
blank, the program displays a message notifying you of this. To add an extension, click Sum Code Extensions, 
and enter an extension that is not currently used. Enter your data and click Done to update the record. Click 
Sum Codes to return to the Data Entry screen (the Add Sum Code tab). 

 Note: If you add a code in a future cycle, it is no longer available in the current month/cycle. The code does not 
display in the drop-down lists or in the grid. 

Updating Sum Code Fields 

You can use either the Data Entry screen or the grid to update sum codes and sum code extensions. 

To use the grid, select the All Records tab. Change a sum code by selecting it in the Sum Code and Ext table or 
change a sum code extension by selecting it in the Sum Code Extensions tab. Place the cursor on the field that 
you want to change. You can enter the new value or if a drop-down list exists, select it from the available 
values. You can also double-click on a field with drop-down list to update it with the next available value. Use 
your mouse, tab key, or arrow keys to move from field to field and from sum code to sum code.  

To use the Data Entry screen, select the Add Sum Code tab.  

�        Changing a sum code: Enter an existing sum code in the Sum Code field and press Enter. The tab 
heading changes to ‘Edit Sum Code’ and the data for the sum code displays. Make the necessary 
changes and click Done to update your database.  



 

 

�        Changing a sum code extension: Click Sum Code Extensions. Enter an existing sum code extension and 
press Enter. The tab heading changes to ‘Edit Sum Code Extension’ and the data for the sum code 
extension displays. Make the necessary changes and click Done to update your database. To return to the 
sum code screen, select ‘Sum Codes’ from the bottom of the Sum Code Extension screen. 

 Note:  

�        If the tab heading does not change to ‘Edit Sum Code’ or ‘Edit Sum Code Extension,’ you entered a 
sum code or extension that does not exist. 

�        If you set the Amount Line field to Y, the APMS program checks the extensions in use by the sum 
codes. If the extension is used by a sum code with another extension with the Amount Line field set to 
Y, the program displays a message. This may also cause a slight delay when changing this value to Y. 

�        If the corp uses Signature Series statements, you cannot enter logos or custom characters in the 
Description field. 

Deleting a Sum Code or Extension 

To delete a sum code or extension, select it on the All Records display, then choose Delete Record from the Edit 
menu or click the ‘–‘ button on the tool bar. 

The APMS program checks that no associated codes are using the sum code or extension you are attempting to 
delete (The program checks the T09 Sum Codes if you are attempting to delete an extension or the T16 Rate 
Codes and T28 Adjustments if you are attempting to delete a sum code). If this code is in use, the program 
displays one of the following messages:  

 

 

You can use the Cross-Reference reports for a list of the associated rate codes and/or adjustment reason codes. 



 

 

Viewing Statement Presentation 

You can preview how a sum code and its associated extensions will print on a subscriber’s statement. Choose 
the sum code you want to preview on the All Records display.  Then, choose Statement Presentation from the 
Tools menu or right-click and select Statement Presentation from the pop-up menu.  

 

 



 

 

T10 – Business Names and Addresses 

  

Accessing Business Names and Addresses 

Click the T10 folder in the parameter list on the left side of the screen. The program first displays a message 
reminding you to make the same changes to the Coupon/DWO addresses that you make to your Statement 
/Address Card business addresses.  After you acknowledge this message, the program displays tabs for each 
type of business address:  

 

�        Type 30-10 (Coupon/DWO Business Address) 

�        Type 30-10N (Business Name) 

�        Type 30-10A (Statement/Address Card Business Address). 

Notes:  

�        The business addresses you set up in Type 30-10 and Type 30-10A should match. For example, the first 
address you enter in Type 30-10 should be the same address as the first Type 30-10A address. 

�        You can create up to nine business addresses for each product type. 

Adding or Changing a Coupon and DWO Business Address (Type 30-10) 

Choose the Type 30-10 tab. To add a new address, choose Add Record from the Edit Menu. The “Add Bus 
Name & Address” window displays.  Complete the fields as follows: 

�        Business Name - Enter up to 25 characters in this required field. 

�        Optional - Enter up to 25 characters in this optional field. 

�        Address - Enter up to 25 characters in this required field. 

�        City - Enter up to 15 characters in this required field. 

�        State - Choose a state or province from the drop-down list. 



 

 

�        Zip - If you are entering a US ZIP code, enter five numbers.  If you are entering a Canadian postal code, 
enter the six characters. 

�        Zip+4 - Enter four numbers in this required field. 

To change an existing address, make the needed changes in the grid following the above rules. 

 
 
Adding or Changing a Statement and Address Card Business Address (Type 30-10A) 

Choose the Type 30-10A tab.  If you want to add an address, choose Add Record from the Edit menu. The Add 
Business Address window displays. To change an existing address, choose its number from the drop-down list. 
The Edit Business Address window displays. The same rules apply to both these windows: 

 
�        Leave the first three characters of the first line open. 

�        Use the instructions at the bottom of the screen to determine where to enter text, based on whether it must 
show through the envelope’s window. 

�        Omit punctuation in between the city, state, or zip code entries.  

�        If you want a postal service message, it must be in boldface and preceded and followed by blank lines. 
Choose one of the following three messages: Address Correction Requested, Do Not Forward, or Forward 



 

 

& Address Correction. Enter @ before the first letter in the message to start boldface, and enter > after the 
last letter in the message to indicate the end of boldface. 

�        If the Type 30-14 (Billing Options) Force Spectrum Bills is set to Y, use the drop-down lists at the right 
side of the message window to flag all pre-printed statement lines.  

Note: The T10 Business Name must exist before a T10A Statement Address can be added.  For example, to add 
T10A Statement Address 5, a T10 Business Name 5 must exist. 

Adding or Changing the Business Name (T30-10N) 

To add a new Business Name, choose Add Record from the Edit menu. The Add Business Name window 
displays. Enter up to three lines for your business name. For each line, use the drop-down list to the left to 
indicate whether this line is pre-printed on your stock. 

To change an existing Business Name, type your changes in the grid. 

 

Deleting a Business Address 

When deleting a T10A Statement Address, select the address you want to delete, and click the Delete button in 
the Add/Edit box.  The program checks if the address is used in Type 30-22 (Accounting Area Table).  If the 
address is used in that Type 30, the program displays the message:  

 

When deleting a T10N Business Name, select the row in the grid you would like to remove and either 
choose the Delete Record option from the Edit menu or click the ‘-‘ button on the button bar.  If you 
attempt to delete a T10N entry that has a corresponding T10A Statement Address, the delete will not 
be allowed. 



 

 

T11 – Remit To Addresses 

  

Accessing the Remit-To Addresses 

Click the T11 folder in the parameter list on the left side of the screen.  The program first displays a message 
reminding you to make the same changes to the Postcard/Coupon addresses that you make to your Statement 
/Address Card addresses.  After you acknowledge this message, the program displays tabs for each type of 
remit-to address: Type 30-11 (Postcard/Coupon Remit-To Address) and Type 30-11A (Statement/Address Card 
Remit-To Address). 

Notes:  

�        The remit-to addresses you set up in Type 30-11 and Type 30-11A should match. For example, the first 
address you enter in Type 30-11 should be the same address as the first Type 30-11A address. 

�        You can create up to nine remit-to addresses for each product type. 

Adding or Changing a Postcard and Coupon Remit-To Address (Type 30-11) 

Choose the Type 30-11 tab. To add a new address, choose Add Record from the Edit Menu. The Add Remit 
Name & Address window displays. Complete the fields as follows: 

�        Remit To Name - Enter up to 22 characters in this required field. 

�        Optional - Enter up to 22 characters in this optional field. 

�        Address - Enter up to 22 characters in this required field. 

�        City - Enter up to 15 characters in this required field. 

�        State - Choose a state or province from the drop-down list. 

�        Zip - If you are entering a US ZIP code, enter five numbers. If you are entering a Canadian postal code, 
enter the six characters. 

�        Zip+4 - Enter four numbers in this required field. 

To change an existing address, make the needed changes in the grid following the above rules. 

Adding or Changing a Statement and Address Card Remit-To Address (Type 30-11A) 

Choose the Type 30-11A tab.  If you want to add an address, choose Add Record from the Edit menu. The Add 
Remit To Address window displays.  To change an existing address, choose its number from the drop-down list. 
The Edit Remit To Address window displays.  The same rules apply to both these windows: 

�        Use the instructions at the bottom of the screen to determine where to enter text, based on whether it must 
show through the envelope’s window. 



 

 

�        Omit punctuation in between the city, state, or zip code entries.  

�        If the Type 30-14 (Billing Options) Force Spectrum Bills is set to Y, use the drop-down lists at the right 
side of the message window to flag all pre-printed statement lines.  

Deleting a Business Address 

Select the address you want to delete, and click the Delete button at the bottom of the Add/Edit box.  The 
program checks if the address is used in Type 30-19 (Reminder Schemes) or Type 30-22 (Accounting Area 
Table).  If the address is used in either, the program displays the message: **Warning** This address cannot be 
deleted because it is used in the T30-XX, where XX is the Type 30 number. If you want to delete the address, 
change your Type 30-10 or Type 30-22 parameter so that it does not require the address. 



 

 

T13 – Standalone Report Options 

  

Click the Type 30-13 folder in the parameter list on the left side of the screen.  The window has three tabs: 
Historical Ledger Options, Report Parameters, and Miscellaneous Parameters. 

 

Historical Ledger Options 

The fields on this tab control production of your historical ledgers. Use the drop-down lists to change your 
parameters. 

The program displays messages for changes to two fields on this tab: 

�        DDP Hldg (Historical Ledgers) Suppress Override - If you choose 1, 2, 3, or 5, the program displays the 
message: **Warning** changing the parameter to this value could increase cutoff processing time and will 
increase your cost per subscriber on your DST Innovis invoice. 

�        Historical Ledgers on Paper - Due to the impact on the processing facility, only DST Innovis personnel can 
change this parameter. 



 

 

Report Parameters 

The fields on this tab are related to your financial reports. Use the drop-down lists to change your parameters. 
The program messages for changes to three fields on this tab: 

�        Acctg (Accounting) Area Group - The program displays a series of warning messages when you change this 
field: 

**Warning** this parameter has to be changed prior to the first run of the month. If this condition is met, click 

Yes.  

**Warning** Changing this parameter will cause balance forward items on the financial reports to be lost. Do 
you want to continue?”  If this is acceptable, click Yes. 

**Warning** By changing this parameter, the accounting area ranges in the T30-22 accounting area table are 
now invalid and must be re-entered.  You will automatically be taken to the accounting area table to make these 
changes. Do you want to continue? If you click Yes, the program updates your parameters, and then displays 
the Type 30-22 (Accounting Area) parameters so that you can update these tables.  

�        Bus Area Group By - The program displays two messages when you change this field:  

**Warning** Changing this parameter will cause balance forward items on the financial reports to be lost. Do 
you want to continue? If this is acceptable, click Yes 

**Warning** By changing this parameter, the Business Area ranges in the T30-22F business area table are now 

invalid and must be re-entered. You will automatically be taken to the business area table (T30-22F) to make 

these changes. Do you want to continue? If you click Yes, the program updates your parameters, and then 

displays the Type 30-22F (Business Area) parameters so that you can update these tables. 

�        You can change the Payment Detail and Pending Off Cycle fields prior to the first run of the month only. 

Miscellaneous Parameters 

The fields on this tab are related to your financial reports. Use the drop-down lists to change your parameters. 
The program displays messages for changes to certain fields on this tab: 

�        Corp Month End Cycle - If you set this field to any other value than A, you should set the Cycle Charging 
on Reports field to 1. The program displays a message alerting you to this.  

�        Number of Charging Cycles - You can change this parameter only prior to the first run of the month. If you 
are on any other cycle, the program displays a warning message and does not let you change the parameter. 



 

 

Note: If you change the Number of Charging Cycles field to 1, the program changes the Cycle Charging on 
Reports field to N and displays a message alerting you to the change. 

�        Charge Advance Prorate New - When you access this field, the program displays the message: NOTE: The 
values on DDPF and DDP must match, or it will cause a delay in processing. Change this parameter only if 
you are changing the corresponding field in Director Maintenance. 

�        Tax on Adjustments - You can change this parameter prior to the first run of the month only. The program 
displays a warning message before accepting your change. 

�        Tax on Tax - If you set this field to 2, the program sets the Accumulated Tax Rounding field to N. 



 

 

T13A – Report A Set Total 

  

Click the Type 30-13A folder in the parameter list on the left side of the screen. 

 

Adding a Report Total 

To add a total to Report A, choose Add Record from the Edit menu. The Add RptA Report Titles window 
displays. Choose the Report A set number, group number, column number, and enter the description for the 
column. 

Deleting a Report Total 

Select the total you want to delete and choose Delete Record from the Edit menu.  



 

 

T13I – Report I Column Titles 

  

Click the Type 30-13I folder in the parameter list on the left side of the screen. 

 

Adding a Report Column Title 

To add a column title to Report I, choose Add Record from the Edit menu. The Add Rpt I Report Titles window 
displays. Choose the Report I column number and enter the description for the column. 

Deleting a Report Column Title 

Select the column title you want to delete and choose Delete Record from the Edit men 



 

 

T13Q – Customized Report Packages 

  

Click the Type 30-13Q folder in the parameter list on the left side of the screen.  The top grid contains your user 
list; the bottom grid contains the users and associated report packages.  When you click on a user in the top grid, 
the program displays the report packages for the user in the bottom grid. 

 

You can set up a maximum of 64 users to receive report packages.  You can assign an unlimited number of 
report packages to each user. 



 

 

Adding a User 

Place the cursor in the top grid, and select Add Record from the Edit menu. The “Add Custom Report User” 
window displays.  Select a label number and enter the user’s name in the two fields. 

 

Changing a User 

Make your changes in the top grid. 

Note: When you select a label number from the drop-down list, the program reminds you to check Type 30-
13M (Label Distribution) to make sure the label is set up.  If the label you choose does not exist, your update 
processing will halt until this is corrected. 



 

 

Adding a Report Package 

Choose the user in the top grid, then place the cursor in the bottom grid.  Choose Add Record from the Edit 
menu. The program displays the Add Custom Report Pkg window.  Use the drop-down lists to choose values 
for the Report ID, Cycle, Order, and Number of Copies fields, then click OK.  Complete the remaining fields in 
the grid as described below in the Changing a Report Package topic. 

 

Changing a Report Package 

Choose the user in the top grid, then select the report package in the lower grid.  

Note: If you click the Cstm Rpt Pkg ID field, the program displays the Change Custom Report Pkg window.  
Choose the entries for the Report ID, Cycle, Order, and Number of Copies fields in this window. 

 

Edit rules for the Report Package grid follow. 



 

 

�        Period - This applies only to standard reports.  The quarter-to-date reports are QQ, RR, and SS. 

�        Sequence - This applies only to standard reports. 

�        LRS (Logical Report Segment) This applies only to the Set-Up reports or DDPF Reports A through YY.  
The program displays a list of the valid values. 

�        Order - The program generates the value in this field, based on the number of reports and copies.  For 
example, if the first report package had three reports with two copies each, the next available order would be 
seven. 



 

 

T13UV – Report Options 

  

Click the Type 30-13U/V folder in the parameter list on the left side of the screen.  The program displays four 
tabs: 

 
�        Report Sequences - Use this tab to choose the sort sequences for your reports.  See Setting Up Report 

Sequences for further details. 



 

 

 
�        Primary Reports - Use this tab to select the reports using the primary sort sequence.  See Choosing Reports 

for further details. 



 

 

 
�        Alternate Rpts-Single - Use this tab to select the single-letter reports in the secondary sort sequences. See 

Choosing Reports for further details. 



 

 

 
�        Alternate Rpts-Double - Use this tab to select the double-letter reports in the secondary sort sequences. See 

Choosing Reports for further details. 

Setting Up Report Sequences 

Use the drop-down lists to choose report sequences for your financial reports. 

If you want to use sort sequences B or C, you must set up business areas in Type 30-22E (Business Area Table) 
and Type 30-22F (Business Area Ranges). 

If you choose sort sequences for Reports N/Y or Report O, the program displays this message: NOTE: 
Equipment codes must be present on combo codes for this report to reflect accurate data.  If there are no 
equipment codes, the report will not produce. 

If you change the Combo Churn field to L, the program displays the message: NOTE: The T30-16 Format 5 
Combo codes must have churn level set to greater than 0 to report accurately. 

You can change report sorts only on the first run after a month-end run.  



 

 

Choosing Reports 

Use the check boxes to turn reports on and off.  

If you want to choose optional reports DD through GG, you must set the Type 30-13 (Standalone Report 
Options) Cycle Charging on Reports field to Y. 

If you choose Reports AA, BB, MM or NN, the program checks the Type 30-03 (Reporting Center Table) 
Include in Reports AA and BB field.  If this field contains N for all reporting centers, the program displays the 
message: **Warning** - The value in the T30-03 Reporting center table “Include in Reports AA and BB” 
must be set to ‘Y’ to get this report.  You must change this field to Y for some reporting centers before you 
can request these reports. 

You can turn on month-to-date reports only on the first run after a month-end run, and quarter-to-date reports 
only after the last run of a quarter.  If you try to turn on these reports at any other time, the program displays a 
warning message. 



 

 

T14 – Billing Options 

  

Click the T14 folder in the parameter list on the left side of the screen. The program displays two main tabs: one 
for Type 30-14 and one for Type 30-14D (Cycle Billing Due Dates). 

The Type 30-14 tab has several tabs in it: 

 
�        Date Due – Use this tab to specify the due dates that print on billing products.  When you place the cursor 

in one of these fields, the program displays a window that you use to specify the new due date or message. 

If you want a due date, click the Month/Day button, select the month and day from the drop-down lists, and 

click Update Mo/Day. 

If you want a message, click the Message button, enter the message you want, and click Update Message. 



 

 

Click the close button in the window.  After you make your changes, the program reminds you to verify that 

this matches the entries on the Type 30-14D tab. 

�        Cntr Priority  – Use this tab to specify the default forms and modes for the reporting center priority groups 
you set up in Type 30-03 (Reporting Centers).  

�        Stmts – Use this tab to establish general parameters for statements, such as whether your company sends 
memo bills or off-cycle first bills, summing parameters, closing bill messages, and statement size. 

Note:  Both the WABC Remit-To Address and the Statement Size fields are password protected.  You must 
obtain a password from DST Innovis to change these fields. 

�        Stmts/PC's – Use this tab to specify parameters for statements and postcards, such as whether the franchise 
tax area or postal message prints on these products. 

�        Coupons –  Use this tab to specify general parameters for coupons. 

�        All Bills  – Use this tab to specify general parameters for all billing products, such as the scan line position 
and whether you send billing products to no-bill subscribers if they order pay-per-view events. 

�        Msg Defaults – Use this tab to set up parameters for one-time-only messages, and to specify your short and 
all-customer messages.  

�        Spectrum Bills – Use this tab to set up parameters for Spectrum Bill production.  Because of impacts on 
statement processing, you must receive DST Innovis clearance to change these fields. 

Note: If you set the Statement Summing field to N, the program automatically sets both the Net Zero Charge on 
Bill and Sum to Bottom of Statement fields to N.  If you want to set either of these fields to Y, you must request 
statement summing. 



 

 

T16 – Rate Codes Format 1 (Standalone Rate Codes) 

  

Accessing a Format 1 Rate Code 

Click the T16Fmt1 folder in the parameter list on the left side of the screen.  The All Records tab lists the rate 
code table on the top and the rate code price levels on the bottom.  The Add Service Code tab displays all field 
entries for one rate code at a time. 

 



 

 

Adding or Changing a Format 1 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar.  The Data Entry Screen displays, showing you the all the fields for Format 1 Rate 
Codes.  

The Data Entry Screen has two parts: The base Rate Code record and the Price Level record.  Each Format 1 
Rate Code can have one base record and up to 10 Price Level records (only one price level is accessible for 
corps running on DDP v4.X or lower).  Following is an example of the Data Entry screen for Format 1 Rate 
Codes: 

 

If you are adding a new rate code, you must enter all required fields.  If a required field is left blank, the user 
will be prompted that a field is blank when clicking the Done button to save the code.  The user will then be 
placed back onto the Data Entry screen to correct the problem before being allowed to save the code. 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.   



 

 

Note: If you change the value in the Rate field, the program displays the prompt “Is this an Auto Rate 
Change?”  Click ‘Yes’ to have the program replace the value in the Prior Rate field; ‘No’ to leave the Prior Rate 
field at its original value.  In addition, if you click ‘Yes’, the program will require the entry of a Rate Change 
Effective Date before being allowed to save the change. 

�        If you enter a date in the Rate Effective Date field that is more than six months from the current date, 
the program displays the message: “This date is x months away.  Are you sure this date is correct?”  
Click ‘Yes’ to use the date you entered, ‘No’ to return the cursor to the field so that you can enter a new 
date.  

Deleting a Format 1 Rate Code  

Select the code on the All Records screen and choose either the Delete Record option from the Edit menu or 
click the ‘-‘ button on the tool bar.   

Note: If you delete a rate code, APMS performs an additional check.  Rate codes have a Delete field.  This field 
must be set to ‘Y’ for an entire month before APMS sets the rate code row to gray.  APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to ‘Y’ for at least one month before 
permanently removing the parameter from your database.  When DDP Financials encounters transactions 
containing rate codes with the Delete field set to ‘Y’, it prints these records on a diagnostics reports so that you 
can correct your database before the next run.  This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters. 



 

 

T16 – Rate Codes Format 2 (Internal Rate Codes) 

  

Accessing a Format 2 Rate Code 

Click the T16Fmt2 folder in the parameter list on the left side of the screen.  The All Records tab lists the rate 
code table on the top; the Add Service Code tab displays all field entries for one rate code at a time. 

 



 

 

Adding or Changing a Format 2 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar.  The Data Entry Screen displays, showing you the all the fields for Format 2 Rate 
Codes.  Following is an example of the Data Entry screen for Format 2 Rate Codes: 

: 

If you are adding a new rate code, you must enter all required fields.  If a required field is left blank, the user 
will be prompted that a field is blank when clicking the Done button to save the code.  The user will then be 
placed back onto the Data Entry screen to correct the problem before being allowed to save the code. 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.   

Note: If you change the value in the Rate field, the program displays the prompt “Is this an Auto Rate 
Change?”  Click ‘Yes’ to have the program replace the value in the Prior Rate field; ‘No’ to leave the Prior Rate 



 

 

field at its original value.  In addition, if you click ‘Yes’, the program will require the entry of a Rate Change 
Effective Date before being allowed to save the change. 

�        If you enter a date in the Rate Effective Date field that is more than six months from the current date, 
the program displays the message: “This date is x months away. Are you sure this date is correct?”  
Click ‘Yes’ to use the date you entered, ‘No’ to return the cursor to the field so that you can enter a new 
date.  

Deleting a Format 2 Rate Code  

To delete a Format 2 Rate Code, select the code on the All Records Screen and choose either the Delete Record 
option from the Edit menu or click the ‘-’ button on the button bar.  APMS program checks that no combo 
codes include the rate code.  If this rate code is in a combo, the program displays the message:  

 

You can use the Cross-Reference reports for a list of the associated rate codes and/or adjustment reason codes. 

Note: If you delete a rate code, APMS performs an additional check.  Rate codes have a Delete field.  This field 
must be set to ‘Y’ for an entire month before APMS sets the rate code row to gray.  APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to ‘Y’ for at least one month before 
permanently removing the parameter from your database.  When DDP Financials encounters transactions 
containing rate codes with the Delete field set to ‘Y’, it prints these records on a diagnostics reports so that you 
can correct your database before the next run.  This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters. 



 

 

T16 – Rate Codes Format 3 (Deposit Rate Codes) 

  

Accessing a Format 3 Rate Code 

Click the T16Fmt3 folder in the parameter list on the left side of the screen.  The All Records tab lists the rate 
code table on the top and the price levels for the selected rate code on the bottom; the Add Service Code tab 
displays all field entries for one rate code at a time.  

 



 

 

Adding or Changing a Format 3 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar.  The Data Entry Screen displays, showing you the all the fields for Format 3 Rate 
Codes.  

The Data Entry Screen has two parts: The base Rate Code record and the Price Level record.  Each Format 3 
Rate Code can have one base record and up to 10 Price Level records (only one price level is accessible for 
corps running on DDP v4.X or lower).  Following is an example of the Data Entry screen for Format 3 Rate 
Codes: 

 

If you are adding a new rate code, you must enter all required fields.  If a required field is left blank, the user 
will be prompted that a field is blank when clicking the Done button to save the code.  The user will then be 
placed back onto the Data Entry screen to correct the problem before being allowed to save the code. 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.   



 

 

Note: If you change the value in the Rate field, the program displays the prompt: “Is this an Auto Rate 
Change?”  Click ‘Yes’ to have the program replace the value in the Prior Rate field; ‘No’ to leave the Prior Rate 
field at its original value.  In addition, if you click ‘Yes’, the program will require the entry of a Rate Change 
Effective Date before being allowed to save the change. 

�        If you enter a date in the Rate Effective Date field that is more than six months from the current date, 
the program displays the message: “This date is x months away. Are you sure this date is correct?”  
Click ‘Yes’ to use the date you entered, ‘No’ to return the cursor to the field so that you can enter a new 
date. 

Deleting a Format 3 Rate Code  

Select the code on the All Records screen and choose either the Delete Record option from the Edit menu or 
click the ‘-’ button on the tool bar.   

Note: If you delete a rate code, APMS performs an additional check.  Rate codes have a Delete field.  This field 
must be set to ‘Y’ for an entire month before APMS sets the rate code row to gray.  APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to ‘Y’ for at least one month before 
permanently removing the parameter from your database.  When DDP Financials encounters transactions 
containing rate codes with the Delete field set to ‘Y’, it prints these records on a diagnostics reports so that you 
can correct your database before the next run.  This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters. 



 

 

T16 – Rate Codes Format 4 (Late Charge Rate Codes) 

  

Accessing a Format 4 Rate Code 

Click the T16Fmt4 folder in the parameter list on the left side of the screen. The All Records tab lists the rate 
code table on the top and the price levels for the selected rate code on the bottom; the Add Service Code tab 
displays all field entries for one rate code at a time. 

 



 

 

Adding or Changing a Format 4 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar. The Data Entry Screen displays, showing you the all the fields for Format 4 Rate 
Codes.  

The Data Entry Screen has two parts: The base Rate Code record and the Price Level record.  Each Format 4 
Rate Code can have one base record and up to 10 Price Level records (only one price level is accessible for 
corps running on DDP v4.X or lower).  Following is an example of the Data Entry screen for Format 4 Rate 
Codes: 

 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.   



 

 

Deleting a Format 4 Rate Code  

Select the code on the All Records screen and choose either the Delete Record option from the Edit menu or 
click the ‘-‘ button on the tool bar.   The program checks whether this rate code is used in Type 30-22 
(Accounting Area Tables) for late charges. If so, the program displays a message alerting you to this. 

 

Note: If you delete a rate code, APMS performs an additional check. Rate codes have a Delete field. This field 
must be set to 'Y' for an entire month before APMS sets the rate code row to gray. APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to 'Y' for at least one month before 
permanently removing the parameter from your database. When DDP Financials encounters transactions 
containing rate codes with the Delete field set to 'Y', it prints these records on a diagnostics reports so that you 
can correct your database before the next run. This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters. 



 

 

T16 – Rate Codes Format 5 (Combo Rate Codes) 

  

Accessing a Format 5 Rate Code 

Click the T16Fmt5 folder in the parameter list on the left side of the screen. The All Records tab lists the rate 
code table on the top and the price levels and associated internal rate codes for the selected rate code on the 
bottom; the Add Service Code tab displays all field entries for one rate code at a time.  

 



 

 

Adding or Changing a Format 5 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar. The Data Entry Screen displays, showing you the all the fields for Format 5 Rate 
Codes.  

The Data Entry Screen has two parts: The base Rate Code record and the Price Level record.  Each Format 5 
Rate Code can have one base record and up to 10 Price Level records (only one price level is accessible for 
corps running on DDP v4.x or lower).  Following is an example of the Data Entry screen for Format 5 Rate 
Codes: 

 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.  When doing either an add or change, the program will perform the 
following checks: 

�        At least one of the internal codes that you assign must have a primary equipment code. 



 

 

�        If you try to delete the active charge sum code for a Format 5 rate code, all internal rate codes must have 
an active charge sum code.  

�        In a combo code, no two rate codes with primary equipment codes can share the same reporting center. 

Deleting a Format 5 Rate Code  

Select the code on the All Records screen and choose either the Delete Record option from the Edit menu or 
click the ‘-‘ button on the button bar.   

Note: If you delete a rate code, APMS performs an additional check. Rate codes have a Delete field. This field 
must be set to 'Y' for an entire month before APMS sets the rate code row to gray. APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to 'Y' for at least one month before 
permanently removing the parameter from your database. When DDP Financials encounters transactions 
containing rate codes with the Delete field set to 'Y', it prints these records on a diagnostics reports so that you 
can correct your database before the next run. This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters.    



 

 

T16 – Rate Codes Format 7 (Installation Rate Codes) 

  

Accessing a Format 7 Rate Code 

Click the T16Fmt7 folder in the parameter list on the left side of the screen.  The All Records tab lists the rate 
code table on the top and the price levels for the selected rate code on the bottom; the Add Service Code tab 
displays all field entries for one rate code at a time. 

 



 

 

Adding or Changing a Format 7 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar. The Data Entry Screen displays, showing you the all the fields for Format 7 Rate 
Codes.  

The Data Entry Screen has two parts: The base Rate Code record and the Price Level record.  Each Format 7 
Rate Code can have one base record and up to 10 Price Level records (only one price level is accessible for 
corps running on DDP v4.X or lower).   Following is an example of the Data Entry screen for Format 7 Rate 
Codes: 

 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.   

Note: If you change the value in the Rate field, the program displays the prompt Is this an Auto Rate Change? 
Click Yes to have the program replace the value in the Prior Rate field; No to leave the Prior Rate field at its 



 

 

original value.  In addition, if you click Yes, the program will require the entry of a Rate Change Effective Date 
before being allowed to save the change. 

�        If you enter a date in the Rate Effective Date field that is more than six months from the current date, the 
program displays the message: This date is x months away. Are you sure this date is correct?. Click Yes to 
use the date you entered, No to return the cursor to the field so that you can enter a new date. 

Deleting a Format 7 Rate Code  

Select the code on the All Records screen and choose either the Delete Record option from the Edit menu or 
click the ‘-‘ button on the tool bar.   

Note: If you delete a rate code, APMS performs an additional check. Rate codes have a Delete field. This field 
must be set to 'Y' for an entire month before APMS sets the rate code row to gray. APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to 'Y' for at least one month before 
permanently removing the parameter from your database. When DDP Financials encounters transactions 
containing rate codes with the Delete field set to 'Y', it prints these records on a diagnostics reports so that you 
can correct your database before the next run. This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters.    



 

 

T16 – Rate Codes Format 8 (Subscription Rate Codes) 

  

Accessing a Format 8 Rate Code 

Click the T16Fmt8 folder in the parameter list on the left side of the screen. The All Records tab lists the rate 
code table on the top and the price levels for the selected rate code on the bottom; the Add Service Code tab 
displays all field entries for one rate code at a time. 

 



 

 

Adding or Changing a Format 8 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar. The Data Entry Screen displays, showing you the all the fields for Format 8 Rate 
Codes.  

The Data Entry Screen has two parts: The base Rate Code record and the Price Level record.  Each Format 8 
Rate Code can have one base record and up to 10 Price Level records (only one price level is accessible for 
corps running on DDP v4.x or lower).  Following is an example of the Data Entry screen for Format 8 Rate 
Codes: 

 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.   

Note: If you change the value in the Rate field, the program displays the prompt Is this an Auto Rate Change? 
Click Yes to have the program replace the value in the Prior Rate field; No to leave the Prior Rate field at its 



 

 

original value.  In addition, if you click Yes, the program will require the entry of a Rate Change Effective Date 
before being allowed to save the change. 

�        If you enter a date in the Rate Effective Date field that is more than six months from the current date, 
the program displays the message: This date is x months away. Are you sure this date is correct?. Click 
Yes to use the date you entered, No to return the cursor to the field so that you can enter a new date. 

Deleting a Format 8 Rate Code  

Select the code on the All Records screen and choose either the Delete Record option from the Edit menu or 
click the ‘-‘ button on the tool bar.   

Note: If you delete a rate code, APMS performs an additional check. Rate codes have a Delete field. This field 
must be set to 'Y' for an entire month before APMS sets the rate code row to gray. APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to 'Y' for at least one month before 
permanently removing the parameter from your database. When DDP Financials encounters transactions 
containing rate codes with the Delete field set to 'Y', it prints these records on a diagnostics reports so that you 
can correct your database before the next run. This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters. 



 

 

T16 – Rate Codes Format 9 (One Time Only Rate Codes) 

  

Accessing a Format 9 Rate Code 

Click the T16Fmt9 folder in the parameter list on the left side of the screen. The All Records tab lists the rate 
code table on the top and the price levels for the selected rate code on the bottom; the Add Service Code tab 
displays all field entries for one rate code at a time. 

 



 

 

Adding or Changing a Format 9 Rate Code  

To add a rate code, choose Add Record from the Edit menu, click the Add Service Code tab or select the ‘+’ 
button on the button bar. The Data Entry Screen displays, showing you the all the fields for Format 8 Rate 
Codes.  

The Data Entry Screen has two parts: The base Rate Code record and the Price Level record.  Each Format 8 
Rate Code can have one base record and up to 10 Price Level records (only one price level is accessible for 
corps running on DDP v4.X or lower).  Following is an example of the Data Entry screen for Format 8 Rate 
Codes: 

  

 

To change an existing rate code, select the code you want to change on either the Data Entry Screen or the All 
Records grid and make the needed changes.   



 

 

Note: If you change the value in the Rate field, the program displays the prompt Is this an Auto Rate Change? 
Click Yes to have the program replace the value in the Prior Rate field; No to leave the Prior Rate field at its 
original value.  In addition, if you click Yes, the program will require the entry of a Rate Change Effective Date 
before being allowed to save the change. 

�        If you enter a date in the Rate Effective Date field that is more than six months from the current date, 
the program displays the message: This date is x months away. Are you sure this date is correct?. Click 
Yes to use the date you entered, No to return the cursor to the field so that you can enter a new date. 

Deleting a Format 9 Rate Code  

Select the code on the All Records screen and choose either the Delete Record option from the Edit menu or 
click the ‘-‘ button on the tool bar. The program checks if the rate code is used as the Default PPV Rate Code in 
Type 30-01 (Run Specifications), and if so, displays a warning message and does not allow you to delete the 
rate code. 

Note: If you delete a rate code, APMS performs an additional check. Rate codes have a Delete field. This field 
must be set to 'Y' for an entire month before APMS sets the rate code row to gray. APMS displays a message 
stating this fact, and also recommending that you have the Delete field set to 'Y' for at least one month before 
permanently removing the parameter from your database. When DDP Financials encounters transactions 
containing rate codes with the Delete field set to 'Y', it prints these records on a diagnostics reports so that you 
can correct your database before the next run. This ensures that transactions do not fatal because they contain 
rate codes that are not in your Type 30 parameters. 



 

 

T17A – Sum Code Groups 

  

This parameter is used to set up groups of optional sum codes and assign them to different rate codes. For 
example, assume you set up optional sum codes for rate code HB, a rate code for HBO service. When you set 
up another rate code for HBO, you can assign HB’s sum code group to the new rate code. You can establish 999 
sum code groups; Sum Code Group 000 is reserved as the default and contains no optional sum codes. 

Click the T30-17A folder in the parameter list on the left side of the screen. The program displays two tabs: a 
Data Entry screen where you can edit or create one sum code group at a time, and the grid, which lists all sum 
code groups. 

 

The Tax Level field in the Data Entry screen and the Level field in the All Records grid indicate if this group of 
sum codes applies to a rate code’s charge or to the taxes on the rate code’s charge. An asterisk (*) indicates that 
the sum codes are on the rate code’s charge; a number or letter in this field indicates the tax. 



 

 

Adding or Changing a Sum Code Group 

Use the Add Sum Code Group tab to create a new sum code group. If you enter an existing sum code group in 
the Data Entry screen, the tab changes to ‘Edit Sum Code Group’ and the program displays the rate codes that 
use the sum code group. 

 

Whether you use the Data Entry screen or the grid to add or change these parameters, the program has the 
following features: 

�        If you place your mouse over a cell containing a sum code, the sum code description displays.  

�        The Description field in the Data Entry screen is not a required field. Use this field for your own 
information about the sum code group or its use. The value you enter here displays in the drop-down list 
for this sum code group in Type 30-16 (Rate Tables). APMS does not send the description to OTS, and 
it is not used in DDP Financials processing.   

�        The APMS Comment feature is available, but please note that the program stores comments by sum 
code group, not for each individual level. For example, if you add a comment for Level * of Sum Code 
Group 001, the comment displays for all levels in Sum Code Group 001. 

�        An Available Sum Codes drop-down list as a quick reference to the sum codes set up in Type 30-09 
(Sum Codes and Extensions). 

In addition, the following edits/checks are made when working in the T17A Sum Code Groups: 

�        The Type 30-13 (Standalone Report Option) Optional Sum Codes field must be set to Y to add a new 
Type 30-17A parameter. If this field contains N and you try to add a new sum code group, the program 
displays the message: Note: The T30-T13 Optional Sum Code flag is set to ‘N’. In order for DDPF to 
use the Optional Sum Codes this flag must be set to ‘Y’. 

�        If you change a sum code group that is assigned to at least one rate code, the program displays the 
message: Changing this Sum Code Group will affect the following Rate Codes: xx,xx,xx. Do you want 
to continue? Click Yes to change the sum code group, No to return to the screen.  



 

 

�        If you want to remove a sum code from the sum code group, highlight the sum code in the Sum Codes 
by Tax Level section and press Delete. 

�        If you are updating the * level record, do not enter a value in the Active (sum code) field. This is 
because the ‘*’ indicates that the sum codes are for the rate code’s charge, and you define the active sum 
code at the rate-code level. If you attempt to enter a value in the Active field on the * level record, the 
program displays the message Tax Level * Active Charge Sum Code must be blank.   

�        Each tax level must have at least one sum code. The program prevents you from clearing all sum codes 
from a tax level. 

Note: Since Sum Code Group 000 is reserved as the default sum code group, this sum code group is display-
only on the Edit Sum Code Group tab. This sum code group displays in the Data Entry screen so that you can 
view the rate codes assigned this sum code group. Sum Code Group 000 does not display in the grid because 
there are no optional sum codes assigned to it.   

Deleting a Sum Code Group 

To delete a sum code group, display it in the grid. To delete a row, select it and then choose Delete Record from 
the Edit menu or click – on the tool bar. 

To delete multiple sequential rows at one time, highlight the first row to delete, then hold down the Shift key 
and highlight the last row to delete.  All rows from the first selected to the last should now be highlighted.  
Click – on the tool bar, then answer Yes to the prompt: Do you want to delete all the rows highlighted? 

To delete multiple non-sequential rows at one time, highlight the first row to delete, then hold down the Control 
key and highlight the additional row(s) to delete.  Click – on the tool bar, then answer Yes to the prompt: Do 
you want to delete all the rows highlighted? 

The program checks whether the sum code group is assigned to any rate codes before letting you delete any of 
the tax levels. If the sum code group is assigned to a rate code, the program displays the message:  

 

The program checks whether the sum code group is assigned to any rate codes before letting you delete the * 
level. If the sum code group is assigned to a rate code, the program displays the message: 



 

 

 

To delete multiple sequential rows at one time, highlight the first row to delete, then hold down the Shift key 
and highlight the last row to delete.  All rows from the first selected to the last should now be highlighted.  
Click – on the tool bar, then answer Yes to the prompt: 

 
To delete multiple non-sequential rows at one time, highlight the first row to delete, then hold down the Control 
key and highlight the additional row(s) to delete.  Click – on the tool bar, then answer Yes to the prompt above. 

Note:  You must leave at least one tax level in the table if the sum code group is assigned to a rate code.  If you 
attempt to delete the last tax level for a sum code group that is assigned to at least one rate code you will receive 
the message ‘You cannot delete this Sum Code Group.  It is attached to the following Rate Codes:  XX, XX.’   
You must remove the sum code group from the listed rate codes to delete the last level. 



 

 

T17BC – Tax Report Descriptions/Adjustment Sum Codes 

  

Click the T30-17B/C folder in the parameter list on the left side of the screen. The program displays a grid 
listing the sales and other taxes, and corresponding MSO descriptions, report descriptions, and adjustment sum 
codes. 

 

Adding an Other Tax Description 

Choose Add Record from the Edit menu, or click the + button on the tool bar. The program displays the Add 
Tax Report Descriptions window. Choose the values for the fields from the drop-down list boxes. 

 

Note: If you add an other tax for a future month/cycle, the program does not display that code in the drop-down 
lists for the current cycle. 



 

 

Changing an Other Tax Description 

To change the Tax Description select this field and key the new description.  Use the drop-down lists to change 
the values for MSO ID and the default Adjustment Sum Code fields.   

Deleting an Other Tax Description 

Click on an other tax, then choose Delete Record from the Edit menu or click the – button on the tool bar. The 
program displays a confirmation window. Click OK to delete the other tax entry. 

If the other tax you are attempting to delete has a percent or flat tax amount assigned to it in the T22I Tax 
Matrix IDs, you will be unable to delete the tax from the grid.  The following message will appear: 

 



 

 

T17D – Tax Option Groups 

  

Use this parameter to set up groups of taxes and assign them to rate codes and reporting centers. For example, 
assume Rate Codes HA and HB have the same tax structure. You set up a tax option group containing the 
applicable taxes, and then assign the code to both rate codes. You can establish 999 (change to ‘000’) tax option 
groups; Tax Option Group 999 (change to ‘000’) is reserved as the default and contains all taxes set to ‘N’. 

Click the T30-17D folder in the parameter list on the left side of the screen. The program displays two tabs: a 
Data Entry screen where you can edit or create one tax option group at a time, and the All Records grid, which 
lists all tax option groups. 

 



 

 

Adding or Changing a Tax Option Group 

Use the Add Tax Group tab to create a new tax option group. If you enter an existing tax option group in the 
Data Entry screen, the tab changes to ‘Edit Tax Group.’ The program displays the reporting centers that use the 
tax option group under the header ‘Used by Rpt Ctr,’ and the rate codes that use the tax option group under the 
header ‘Used by Rate Code.’  

 Note: The program displays only the first 50 rate codes. 

 

When using the Data Entry screen or the All Records grid to add or change these parameters, the program has 
the following features: 

�        ·Use the Description field for your own information about the tax option group or its use. The value you 
enter here displays in the drop-down list for this tax option group in Type 30-16 (Rate Tables). APMS 
does not send the description to OTS, and it is not used in DDP Financials processing.   



 

 

�        The descriptions next to each tax are from Type 30-17B/C (Tax Report Descriptions and Adj. Sum 
Codes). If a tax does not have a description set up,the program displays No Desc. 

�        Only those taxes set up in Type 30-22 (Accounting Area Table) are available. The program displays all 
possible codes, but unavailable ones are gray. 

�        If you use the Grid (the All Records tab) the program displays all tax columns even if they are not set up 
in Type 30-22. However, if you attempt to change a tax field to Yes that is not set up in Type 30-22, the 
program displays the message: 

  

After clicking OK to this message, the APMS program will reset the field to No. 

�        If you change a tax group that is assigned to at least one rate code and/or reporting center, the 

program displays the message:  

 

If you click Yes to this prompt, the program will accept the change to the Tax Group.  If you click No, the 

program will revert the field entry back to its original status and reject the change. 

Note: Since Tax Option Group 000 is reserved as the default tax group, this tax group is display-only on the 
Edit Tax Group tab. This tax group displays in the Data Entry screen so that you can view the reporting centers 
and rate codes assigned this tax group.  

Note: If you click OK to add another tax option group without selecting at least one tax flag, the program 
displays the message: You must select at least one tax flag before a new Tax Group can be added. 



 

 

Deleting a Tax Option Group 

To delete a tax option group, display it in the grid. Select the row and then choose Delete Record from the Edit 
menu or click – on the tool bar. 

The program checks whether the tax group is assigned to any reporting centers or rate codes in current or future 
cycles before letting you delete it. If the tax group is assigned to any rate code or reporting center, the program 
displays one of the following messages: 

 

 

 

Note: Since Tax Group 000  is reserved as the default tax group, the program prevents you from deleting it.   



 

 

T19 – Reminder Schemes 

  

Click the T30-19 folder in the parameter list on the left side of the screen.  The program displays two grids.  The 
top grid shows your reminder schemes, and the general parameters associated with each.  The bottom grid lists 
the events for the selected scheme. 

Note:  The Num of Events field is display only. 

 



 

 

Adding or Changing a Reminder Scheme 

To add a reminder scheme, choose Add Record from the Edit menu or click the “+” button on the tool bar.  The 
Add Reminder Scheme window displays.    

 

Make your entries in the fields in this window.  The program refreshes the top grid and then displays a blank 
lower grid so that you can assign events to the scheme.   

 

To change parameters for an existing scheme, make any needed changes in the top grid, then make any needed 
changes in the lower grid.  Follow these rules: 



 

 

�        Each event in a reminder scheme must be unique. 

�        You can have a maximum of 5 reminder schemes from A through E.  Each scheme can have a maximum of 
25 events. 

�        The Cr Closing Bill field allows values from 0000-9999 and the text value NONE. 

�        The Db Closing Bill field allows values from 0000-9999, the text values NONE, ALL, and WBAL. 

If your corp has two or more cycles and you add an off-cycle product, the program displays the warning 
message:  “Using off-cycle collection products will cause and off-cycle billing product to qualifying 
customers”. 

Deleting a Reminder Scheme 

To delete a Reminder Scheme, highlight the Reminder Scheme record in the upper gird and select either the 
Delete Record option from the Edit menu or click the “-“ button on the tool bar.  The program displays a 
confirmation window and then deletes the reminder scheme and all the associated events.   



 

 

T20 – Statement and Postcard Messages 

  

Accessing a Message 

Click the T20 folder in the parameter list on the left side of the screen.  

 

If the Type 30-14 (Billing Options) Custom Front field is set to Y, the program displays the message: Custom 
Front = Y, check T30-14 Spectrum Bill parameter for form #.  Key Return.  In this case, Type 30-20 



 

 

Message 1 is reserved for the custom front and this message is password-protected.  Contact DST Innovis 
Customer Care if you need to access this message. 

Adding or Changing a Message  

To add a message, choose Add Record from the Edit menu.  The Add Message window displays.  Use this 
window to specify parameters about the message, and to enter the message text.  If you are modifying an 
existing message, select the Message Presentation tab to open this window.  

If you want to customize the message by adding a FID, use the drop-down menu just above the message text 
field to choose the value you want inserted. 

 

Using Print Enhancements in Messages 

Use the following control characters for print enhancements.  Each must be followed by the greater than symbol 
(>) to terminate the print enhancement. 

�        @ - begin boldface 

�        _ (underline) – begin underline 

�        < - begin boldface and underline 



 

 

For example, if you enter “SERVICE LINE <(SUNDAYS)>: @555-1234>”, the program prints the following 
on statements: “SERVICE LINE (SUNDAYS): 555-1234”. 

If you are creating a new message, you can use the following shortcuts:  

�        Use the Copy Message From field in the top right of the Add Message window to copy existing message 
text into the message text field for the message you are creating. 

�        Use the Copy, Cut, Paste functions to edit text in the message text field.  To copy or cut text, highlight the 
text, then right-click outside the text box to access the Copy or Cut option.  To paste text, place the cursor 
where you want the text to be, then right-click outside the text box to access the Paste option. 

Note: DDP Financials does not allow certain special characters in message text. If you type one of these 
characters, APMS inserts a blank space. If you type a caret (^), which reserves a space for a custom character, 
the program displays a message reminding you to notify DST Innovis of the change. 

Deleting a Message  

To delete a message, select the message and choose either the Delete Record option from the Edit menu or click 
the ‘–‘ button on the button bar. 



 

 

T22 – Accounting Area Table (Including Address and Tax IDs) 

  
In the T22 Accounting Areas, the program displays three grids: 

�        The Accounting Area Ranges grid, where you associate franchise tax or management areas with 
accounting areas  

�        The Address Table grid, where you set up address parameters 

�        The Tax Matrix ID grid, where you set up tax rates for taxes 

T30 data in each of these grids works in conjunction with data in the others.  To setup Accounting Areas, you 
link an Accounting Area Range to an Address ID, which in turn links to a Tax Matrix ID (a group of tax 
parameters). 



 

 

 



 

 

Adding or Changing an Accounting Area 

To add a new Accounting Area, place the cursor in the top grid in the row before where you want the new row 
added. Click Insert After to insert a new row in the grid.  

 

To change an existing accounting area, select the record in the grid and either type in the new entry or select it 
from the drop down box (if applicable). When you finish updating your accounting area ranges, click Done 
button. The APMS program will perform a check to ensure that the Range From and To fields include all valid 
entries (00-99 or 000-999) with no missing or overlapping data.  If there is a problem, the program will display 
an error message.  The user will be unable to save any changes to the Accounting Area table that would cause 
the range to be incomplete. 

Deleting an Accounting Area 

To delete an Accounting Area, highlight the row to be deleted and click the Delete Button.  The program will 
remove the row from the grid.  Once the entire row is deleted, the user will need to ensure that the complete 
range is present before clicking the Done button to save the rows.  For more information on this, please see the 
section for Adding or Changing an Accounting Area above. 

  

Adding or Changing Address IDs 

To add a new group of address parameters, place the cursor in the Address ID grid and choose either the Add 
Record option from the Edit menu or click the ‘+’ button on the button bar. The Add Accounting Area window 
will display. Use the New Address/Misc Parameters tab to set up a new Address ID with specific address 
parameters.  



 

 

 

To make changes to an existing Address ID, select the field in the Address ID grid (middle grid) and make the 
appropriate changes by either typing in the new entry or selecting a value from the drop down box (if 
applicable). 

When adding or changing Address ID data, the APMS program will perform the following checks/edits: 

�        If you want to assign a late code to an accounting area, the program ensures that at least one Late 
Charge field in Type 30-19 (Reminder Schemes) is set to ‘Y’. If not, the program displays a warning 
message. You must update the Type 30-19 parameters first, then return to Type 30-22 to add the late 
charge rate code to the table. 

�        If you want to use Address Sets 2 and 3, you must set the Type 30-14 (Billing Options) Address Set 
Usage field to ‘C’. If you use address sets, DDP Financials assigns them as follows: Address Set 1 is 
used for Cycle A and Cycle D subscribers, Address Set 2 for Cycle B subscribers, Address Set 3 for 
Cycle C subscribers. 

�        You must set up a business address in Type 30-10 (Business Address Name and Address) before you 
can use it in an address set. 

�        You must set up a remit-to address in Type 30-11 (Remit To Address) before you can use it in an 
address set. 



 

 

Deleting an Address ID 

To delete an Address ID, highlight the row to be deleted and choose either the Delete Record option from the 
Edit menu or click the ‘–‘ button on the button bar.  The program will remove the row from the grid.  If an 
Accounting Area is using the Address ID, the user will be presented with the following message: 

 

Clicking OK will return the user to the Address ID Grid and the record will not be deleted. 

Adding or Changing Tax Parameters 

To add a new Tax Matrix ID, place the cursor in the Tax Matrix grid (bottom grid) and choose either the Add 
Record option from the Edit menu or click the ‘+’ button on the button bar. The Add Accounting Area window 
will display. Use the New Tax Structure tab to set up a new Tax Matrix ID.  

 



 

 

To make changes to an existing Tax Matrix ID, select the field in the Tax Matrix ID  grid (bottom grid) and 
make the appropriate changes by either typing in the new entry or selecting a value from the drop down box (if 
applicable). 

You can sort the tax grid. This makes it easy to apply a change to a group of taxes. For example, if sales tax 
increases for all your areas, sort the grid by tax number to group the sales tax entries together. 

The following rules apply: 

�        You can enter information for a tax for which there is no description in Type 30-17B/C (Tax Report 
Descriptions and Adj Sum Code Defaults). The program will alert you that the description for the tax 
will be blank on reports. 

�        If you change the Tax Bracket field to a value greater than 0, the program prompts you to check your 
Type 30-04 (Tax Bracket Table) parameters to ensure that the Tax Bracket table exists. Use your DDP 
Financials Set-Up reports to verify this. 

�        Enter tax amounts and percents with decimal points. For example, to enter a 5% tax, enter .05. 

Deleting an Tax Matrix ID 

To delete an entire Tax Matrix ID, highlight one of the rows of the Tax Matrix to be deleted and choose either 
the Delete Record option from the Edit menu or click the ‘–‘ button on the button bar.  The program will delete 
the entire Tax Matrix ID in the grid.  If an Address ID is using the Tax Matrix ID, the user will be presented 
with the following message: 

 

Clicking OK will return the user to the Tax Matrix grid and the Tax Matrix ID will not be deleted. 



 

 

T22E – Business Area Table 

  

To access this parameter, click on the T30-22E folder in the parameter list on the left side of the screen. 

Adding a Business Area 

Place the cursor in the grid, and select Add Record from the Edit menu.  The program displays the Add Bus 
Area Info window.  Select the business area number from the drop-down menu, then enter a free-form 
description.  

Next, use the drop-down lists in the Business Area Range section to assign an area range to the business area. 
Click OK to add the area; close the window when you are finished creating ranges. 



 

 

T22F – Business Area Ranges 

  

To access this parameter, click on the T30-22F folder in the parameter list on the left side of the screen. 

Adding a Business Area Range 

The program displays the area numbers and ranges you set up in Type 30-22E (Business Area Table).  Place the 
cursor in the grid, and select Add Record from the Edit menu.  The program displays the Add Bus Area Info 
window.  Select the business area number from the drop-down menu, then enter a free-form description.  

Next, use the drop-down lists in the Business Area Range section to assign an area range to the business area.  
Click OK to add the area; close the window when you are finished creating ranges. 



 

 

T28 - Adjustments 

  

Accessing an Adjustment Reason 

Click the T28 folder in the parameter list on the left side of the screen.  

 

Note:  If the cable system is running DDP SQL Release 4.1 or greater, you can access Expanded Adjustment 
Reasons.  In this case, the adjustment reasons are 2 character, alpha-numeric fields ranging from 00 to ZZ.  
Existing adjustment reasons from 0-9, A-Z display two characters with a leading zero. 

Adding or Changing an Adjustment Reason  

To add an adjustment reason, choose Add Record from the Edit menu. The Add Adjustment window displays, 
showing you the next available code. You can use this number or enter a new, unassigned one.  



 

 

 

To add an adjustment, choose Add Record from the Edit menu. The Add Record window displays, showing you 
the next available adjustment reason. You can use this code or enter a new, unassigned one. Use the drop-down 
menus to assign values, and enter a free-form description in the Adjustment Report Description field. 

To change an existing adjustment reason, select the code you want to change and make the needed changes. 

Note: The program uses these rules to edit your entry in the Reporting Center field: 

�        If the adjustment category is D, I, R, or S, you can choose only a reporting center with a matching category 
or reporting center 00. 

�        If the adjustment category is M, the reporting center’s category must be R or S. 

�        If the adjustment category is 0, F, or P, the reporting center must be 00. 

�        If the adjustment category is B, the reporting center category must be  D.  

Deleting an Adjustment Reason 

Select the code, then choose Delete Record from the Edit menu or click the “-“ button on the tool bar.   Before 
deleting the adjustment reason, the program checks whether it is used in the Type 30-01  (Run Specifications) 
Send Adj to DDP field, or the Type 30-25 (Default Table) Adjustment Reason field before allowing the delete. 


