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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
T13l — Report | 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.




APMS Online Training Manual
Customizing the APMS Type 30 Screen

As an example, enter the Type 30-03 Reporting Cep@ameter by selecting the T30 module on yorp co
drop down list. You will see that the reportingitars are displayed in a spreadsheet format odahat
allows you to see multiple parameters and mulfielels all at the same time. However, you may wardee
the information differently than your coworker. WIAPMS you have the ability to customize your soréo
the way you want to work.

Field Size

Place the pointer over the line that separatefiglis between MSO ID and DST Innovis Statistidal IWhen
you have the symbol that indicates the abilityesize the field, click and hold the left mouse twithnd drag
the line to the left to change the area availablM¢w the parameter. When you have positionedtingor
where you want it, release the left mouse buttahtha field has been resized according you yowivig
requirement.

T03 - Reporting Centers |
Rpt

Cablel ata Stat

Crir RBpt Center Desc JEISRNIN D Cate
p |01 @ DEFPOSITS 01 3A0-Other DD
0z IMSTALL nz2 30-Other |-lnz
03 BASIC 03 11-Baszic 55
04 ExTRA SETS n4 30-Other 55
05 MOM STD 05 30-Other S5
s GUIDES 05 15-Brava S5
a7 HEO a7 03-HEO 55
03 THC ] 0B-THC 55
=] CIME b oA 14-Cinemar 55
10 FLAYEOY 10 03-Plavboy 55




T03 - Beparting Centers

Erl':llttr Fpt Center Desc M.!:' u :%ablED ata Stat Cates
p |01 |3 DEFOSITS 30-Other 0-De
0z IMSTALL 30-Other |-l gt
03 BaASIC 01-Basic 5-5e
04 ExTRA SETS 30-Other 5-5e
05 MOMW STD A0-Other S5-5e
& GUIDES 15-Brava S5-5e
07 HEO 03-HEO S5-Se
ng THC 0B-THC S5-Se
03 CIMNE bt 14-Cinernas 5-5e
10 PLAYBOY 013-Playboy S5-5e

The functional benefit is to make more space albilan the screen to display additional fieldshaf t

parameters.

Column Position

You may want to see a column of information in fedent location other than the default locati@®elect a
column by placing the cursor on the column heaflinghe column heading you want to move. Hold ddie
left mouse key and drag the column across to tlséipo where you want the column position to digpla
Holding the left mouse key down move to the “MSCO d@lumn.

T03 - Reporting Centers

Erﬁlttr Rpl Center Dese IhEJSD ::Dal:uIeD ata Stat
b |01 DEPOSITS m 30-Other
02 INSTALL 02 | 30-0ther
03 BASIC 03 |01-Basic
04 ExTRA SETS 04 | 30-0ther
05 HOM STD 05 | 30-0ther
1] GUIDES 05  |15Bravo
a7 HBEO 07  |03HBO
s THC 0g  |06TMC
03 CIMNEM&: 03 |04-Cinemas
10 FLAYEOY 10 |[08-Playbay
11 SIIPFRIHARIF 11 NN HAer

Release the left mouse key and the column is iedentfront of the MSO ID column you designated.




T03 - Reparting Centers

Er?ttr Rpt Center Desc R AR ::Dal:uIeData Stat Eiﬁﬁw Bil
p |01 @ DEFPOSITS 01 30-0ther 0
0z IMSTaLL nz 30-0ther 0
03 BASIC 0z 01-Basic ]
04 EXTRA SETS 03 30-Other ]
05 MOM STD 0z 30-Other ]
1] GUIDES n4 15-Brava 0
07 HEO n4 03-HEO 0
03 THC n4 O&-THLC 0
09 CINEM&x n4 04-Cinemax 0
10 FLAYEOY n4 03-Playboy 0
11 SIIPFRIM&RIF [ AN-MNher n

Sorting on a Parameter

You often work within a parameter with the requirem® make changes to multiple parameters witrstimae
values. To make it faster, you can sort on mdngeofields within APMS. Select the sort key aodk your
way through the dialog box to sort on the CableD&tat 1D.

7 APMS Sort Criteria X

Primamy Sort: |ElENEER E1g10] j

Rpt Crtr -
Rpt Center Desc
kS0 (D

Secandary Sart:

Cablelata Stat D
Pyrant Fri
Below Bill Limit Product
DgBal Grp
———Form Mode Pri Gip =




The following illustration shows the results of thgpe 03 sorted by CableData Stat ID. What elsechanged

and how did the changes take place?

T03 - Reporting Centers |

Category

Pyrmnt Fri

R-Rent

m

S-Service

m

S-5ervice

1]

S-Service

m

S-Service

04

S-Service

05

S-Semice

05

S-Service

02

R-Rent

10

S-Service

04

S-Service

04

S-5ervice

04

S-Service

04

S-Service

04

S-Service

04

S-Semice

04

S-Service

04

S-Service

04

S-Service

04

S-5ervice

05

S-Service

04

Er?ttr Fipt Center Desc
k|39 COMY RENT

3 TEST

3 TEST

3z SUBSCRIFT

43 THT

44 H5D5

45 BOSS

03 BASIC

an RENT

L] TRO HED

o7 HED

09 CIMEM&x

41 TYRO M

13 SHOWTIME

3] THC

12 CISHEY

10 PLAYEBOY

25 BRAYD

a3 GaLAYVISION

26 PRISH

1] GUIDES

20 COMY DEFLT

19 FPASS

S-Service

05

S-Service

04




TO3 — Reporting Centers

Click the TO3 folder in the parameter list on th& kide of the screen.

T03 - Reporting Centers I

Adding a Reporting Center

Erﬁttr Rpt Center Desc  |MS0 1D ::Dal:-IeData Stat Purant Pri Eiﬁiﬁw Bill Bal Grp IE'Ir:;I
p |01 DEPOSITS 30-Other o1 ] 1] 1
0z IMSTALL 0z 30-Other 0z 1] 1] 1
03 BASIC 03 01-Basic 03 1] 1] 1
04 ExTRA SETS 04 30-Other 03 1] 1] 1
05 MOM STD 05 30-Other 03 1] 1] 1
] GUIDES ] 15-Brava 04 1] 1] 1
07 HEO 07 03-HEO 04 1] 1] 1
0a THC 0s 0&-THC 04 1] 1] 1
09 CIME M 09 04-Cinemas 04 1] 1] 1
10 PLEYBOY 10 03-Playboy 04 1] 1] 1
11 SUPERCAELE 11 30-Other 04 1] 1] 1
12 DISHEY 12 07-Digney 04 1] 1] 1
13 SHOWTIME 13 05-S havatirne 04 1] 1] 1
14 SATELLITE 14 30-Other 04 1] 1] 1
15 REMOTE 15 30-Other 04 1] 1] 1
16 COMY RENTAL |16 30-Other 04 1] 1] 1
17 P&y PER 17 30-Other 04 1] 1] 1
18 LATE CHGE 18 30-Other 03 1] 1] 2
19 PAsS 19 30-Other 04 1] 1] 1
20 COMY DEFLT 20 30-Other 5 1] 1] 1
M MESH ™ A0-Other (18] M n 1

To add a reporting center, choose Add Record filwerEdit menu or click the + button on the tool Gdre Add
Reporting Center window displays, showing you tagtravailable reporting center number. You cantbse
number or select another new, unassigned reparénter from the drop-down list.




Add Reporting Center ﬂ
Required Fields T Additional Fields

R eparting Center: Inzl Rptz AA/BB:

j IYES j

D ezcription; Short Dezcription;

S0 D: Pyt Pri: Cateqony:

I T N

Reporting Yalues
Fptd Set: Fiptdy Group: R ptdy, Colurnm: Fiptl Calurmmn:

h = = = =

T ax Opticn Gru:uup:l[ujn 'I T |

Done | Cancel |

The first tab lists the fields that are requiredtfos Type 30. Enter the description for the reipor
center, and then choose the other field values tr@rop-down lists in the window.

Use the second tab to enter the optional fields.

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

Updating Reporting Center Fields

Because this parameter is in a grid format, youqrackly and easily make changes to more than eperting
center. For example, assume you need to make chamgjee MSO ID for several reporting centers. fRusi
your cursor in this field in the first reportingrnter that you want to change, and update it. Tlsenyour mouse
or the down-arrow key to advance to the next répgpitenter.

You can also double-click in each field that has@p-down list to display the next value, as wslkalecting
from the list. For example, if you want to turn thging field from ‘No’ to ‘Yes’, place the cursonithe field
then double-click. The program changes the valu¥ds’.




The program will also check for the following asuyenter or change information on a reporting center
If you change the reporting center’s category,ptogram checks the following:
If the current category is D, you can change thegmy only if no Format 3 (Deposit) rate codes or

category D adjustment reason codes use the regpaeinter.

If the current category is |, you can change thegm@y only if no Format 7 (Install) rate codesategory |

adjustment reason codes use the reporting center.

You can change the category from S to R, or thersey The application will first display a messagéng
the number of rate codes and adjustments assigrtedtreporting center and once the user choases t
continue, APMS will change the category on all agged rate codes. This change can only be madeeon

first run of the month.

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

Note: The ability to enter data in specific fields igpdadent on information from other Type 30s. As an
example, you must set up the Report A Set Numbeéype 30-13A (Report A Set Total) before you casigis
it to a reporting center in Type 30-03. Similagpu must set up a Report | column description ip&d$0-13I
(Report | Column Titles) before you can assignporeng center to it.

Deleting a Reporting Center

To delete a reporting center, select it, then chddslete Record from the Edit menu or click thebutton on
the tool bar. The program will display two prompige asking if you are sure you want to deleteR@porting
Center and one to ensure that the Reporting CBatlete Checklist has been completed.

Automated Parameter Management System x|

& Are wou sure you want ko delete the Following Reparking Center? Reporting Center: 05

Yes Mo |




Automated Parameter Management System .r. ﬂ

& i arning*** Has the delete checklist been completed? DST Innovis processing may stop if this checklist is not:
Followed.

Yes Mo

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

Automated Parameter Management System El

Cannok delete this Reporting Center. This Reporting Center is attached ko 7 Rate Codes and 1 Adjustments. Please
run Cross Reference Reports 1 and 3 to determine attachments.,

You can use the Cross-Reference reports for afligte associated rate codes and/or adjustmerdneasles.




TO6 — Cycle Descriptions

Click the TO6 folder in the parameter list on th& kide of the screen.

Warning : You should change your Type 30-06 parameters only after consulting

with D5T Innovis. Adding, deleting, or changing run dates in Type 30-06 can
affect the first run ofthe month and alier the charging of your cusitomers and
financial reporis.

When you first access this option, the programldigpthe message:

Automated Parameter Management System : ﬂ

i arning®* Changes to the cvcle date or subscriber From or to day may impact charging, billing and financial reporting. Consult with
D5T Innavis prior bo making changes ko this Field,

Make sure that DST Innovis knows of your pendingraes before uploading them.
After you acknowledge this warning, the progranpldigs a table containing your cycles, the run daygach

cycle, and the from and to days for subscribenasary days. Use these last two columns onlyui wystem
uses anniversary billing.

TOE - Cycle Description I

E;;E Fun Date |Cwcle From [Cycle To
b |B b - |07 14

C 15 15 21

] 22 22 a0

A £l a1 0G

Note: Define the month-end cycle in the Type 30-13 (8#one Report Options) Month End Cycle field.




Adding or Changing a Cycle Description

To add, edit, or delete billing cycles, click ‘+# B on the toolbar or select the drop-down list the Run Date
field in the grid. The Add/Edit/Delete Cycles windalisplays, containing your current Type 30-06 pzeters.

~+Add/Edit /Delete Cycles i : =10/ x|
Subscrber Charging Daw
Cycles: Fun Day: From: To
B = Jor = e E] e E]
o =ps = s =2 =
P =fjz = |2 = |0 =
A [ T I TG | (R
| = = | =l =
| = = | =l =
| = = | =l =
| = = | =l =
| = = | =l =
Dane Carcel

After you make all of your changes, click Done. Wlyau do, the program verifies your changes anplalys
any applicable messages. If you make multiple cea@ad one or more is not allowed (for exampleirada
cycle on a run that is not the first run of the tfryou will not be able to continue until you aect (or
eliminate) the change that’s causing the problem.

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

Type 30-13 (Standalone Report Options), Month Epd&field
Type 30-13M (Label Distribution)
Type 30-13Q (Customized Report Package)
Type 30-14A (Billing Options) One-Time-Only Messdgeds
Type 30-14D (Cycle Bill Due Dates)
Note: Cycle E is reserved for special projects onlyafiyare on DDP Release 4.x or earlier. If you ar®b

Release 5.0, Cycle | is reserved for special ptsjelf you attempt to add or change either of ¢hegles, the
program will display a warning message.




Deleting a Cycle Description

You can delete a cycle on any run, but the chamget effective until the first run of the follovgrmonth.
When you delete a cycle, the program displays tessage: Deleting cycles will take effect in théd@ing
month on the first cycle of the month. Do you wlmtontinue? If you click No, the program redisgidlye
Add/Edit/Delete Cycle window. If you click Yes, tipgogram deletes the cycle.

To delete a cycle, highlight the Cycle and Run belgs, and press Delete or Space to remove thieyouluse
anniversary date billing, remove the entries in$ldscriber Charging Day fields too.

Note: The program performs the following edits when yoe accessing this TO6 Cycle Descriptions:

The program prevents you from deleting a cycle ihassigned to any of the other Type 30 parameters
The program displays a message to let you knowenther cycle is used, for example: **Warning- the
cycle you are deleting is used in T30-14D Month Cannot delete this cycle. If you still want tdete

the cycle, change the entry in the other Type 3@rpater, then return to Type 30-06 to delete it.

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

correct.

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

When you change your Type 30-06 parameters, thgrgmodisplays message: Caution: You may wish to
review the following T30 parameters for additionh&inges: T30-13 — Month end cycle; T30-13 Label
Distribution; T30-13Q Custom report package recpi@9-14A One Time Only rundate; T30-14D bill due
date. These are all fields that may be affectedianges to Type 30-06. Check these parameters akel amy

needed changes.




T0O9 — Sum Codes and Extensions

Accessing the Sum Codes and Extensions
You can view, update, or add sum codes and extensising the following methods.

The Data Entry screen (Add Sum Code tab): Accassaimdow by selecting TO9 from the folders on k.

Add Sum Code | 4l Resords |

Sum Code:; I—
Pririty: I_

Staternent Degc: |

Hldg Ledger Desc; I

Sum Code Extenzions:

Sum Code
E stenzionz

[lone Cancel

This screen provides rapid entry of verified surdeeparameters from paperwork. Use this method wban
know exactly which values are valid for each fieldd what you want the field settings to be. To aald
extension, select the Add Sum Code tab, then 8ligk Code Extensions




Add Sum Code x|

Sum Code: Priarity:

=l

Statement D escription;

HLDG Description:

Dione | Cancel

Add Estensions |

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




Add Sum Code  T09 - Sum Code and Ext | Sum Code E:-:tensil:unsl

Sum

Sum Code

; Sum Code Stk Desc HLDG Desc
Code Pri Grp
omy 7 OTHER Tax T,
ooa 7 ALL Thi T
oog 1 RESERWED FUTURE RESRYD
020 7 DEPOSIT APPLIED DEP-&P
00 1 DEPOSIT APPLIED DEP-&P
o2z 1 EVEMT SALES T EVTST
0023 1 EVEMT OTHER Tax EVTOT
0024 7 DEFERRED DISCOUNT CaLc
noz25 7 DEFERRED DISCOUNT AFPL
0026 7 DEFERRED DISCOUNT LOST
27 7 LaST HLDG DATE LSTLDG
noz2a 7 TRAMHSFER IM TRHIM
0029 7 TRAMSFER QUT TRHMOUT
noz0 7 RESERWED FUTURE RESRWD
oo 7 IMSTALLATION CHGS IMSTAL
ooz 5 DEPOSIT CHARGES DEPOST
o33 7 EQUIPMEMNT CHARGES ECILIP
o34 7 SERWICE CALL CHG SWCCAL
1] 1:4] 7 MalOR EYT PPY MJEWT
036 7 MaJOR EYT PPY MJEWT
ooy 7 FREMIUM SERWICE FPRMSYC
noza 5 LATE CHARGE LATE
0039 ki n CABLE SERWICE CBLSWLC
OME PREMIUK PEG
Ext Amt Line  [Sum Code Ext Desc
3 Mo "WITH REMOTE 5SVC
0o Mo STEREOQ/FM SwC
ooz Mo AMD A FREE GUIDE

The grid: Access this window by selecting the AddRrds tab. In this view, APMS displays drop-dovstsl|
containing the valid field entries and in the AddxBidentifies which fields are required. Use tmsthod for
quick changes to multiple sum codes or sum codenexins. For example, assume you need to make ehang
to the Sum Code Priority for several sum codesitiBosyour cursor in this field in the first suma®that you
want to change, and update it. Then use your moutee down arrow key to advance to the next sude.co
You can also double-click in each field that has@p-down list to display the next value, as wslkalecting
from the list. For example, if you want to turn theount Line field from ‘No’ to ‘Yes’, place the csor in the
field then double-click. The program changes tHee/¢éo ‘Yes'. Sorts and Selects are available is view; for
example, you can select all sum code extensiorsthvit Amount Line field set to ‘Yes’. When you &lion a
sum code, the program displays its extensionsdrbtitom window.




Adding a Sum Code or Extension

To add a sum code or extension, choose Add Repomlthe Edit menu or click the + button on the toai.
The program prompts you to select either a sum oodesum code extension.

If you click SumCode the program displays the next available codéénAdd Box. You can use this
number or enter a new, unassigned one. Selecbatpirom the drop-down list, and enter a histatic
ledger (HLDG) description and a statement desaonpti

When you clickOK, the program redisplays the sum code extensiahvgth your new entry. Update the

remaining fields.

If you click Extension the program prompts you to choose the "parent! sode, that is, the sum code
you want to assign extensions to. Choose this sada from the drop-down menu, then click on as
many extensions in the scrollable window as youlnééou 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, entema cade that is not currently used in the Sum Ceald.f
Once a Sum Code is chosen, enter your data arkd@tine to update the record. If you leave a reqiiedd
blank, the program displays a message notifyingofdtis. To add an extension, click Sum Code Esitars,
and enter an extension that is not currently usater your data and click Done to update the reddlidk
Sum Codes to return to the Data Entry screen (thek Sum Code tab).

Note: If you add a code in a future cycle, it is no lengvailable in the current month/cycle. The codesdhot
display in the drop-down lists or in the grid.

Updating Sum Code Fields
You can use either the Data Entry screen or theetgrupdate sum codes and sum code extensions.

To use the grid, select the All Records tab. Changem code by selecting it in the Sum Code anddbi¢ or
change a sum code extension by selecting it irstima Code Extensions tab. Place the cursor onelethiat
you want to change. You can enter the new valukaodrop-down list exists, select it from the dahble
values. You can also double-click on a field witbmtdown list to update it with the next availalfdue. Use
your mouse, tab key, or arrow keys to move frordfie field and from sum code to sum code.

To use the Data Entry screen, select the Add Sude @ab.
Changing a sum code: Enter an existing sum cotleeisum Code field and press Enter. The tab

heading changes to ‘Edit Sum Code’ and the dattheosum code displays. Make the necessary
changes and click Done to update your database.




Note:

Changing a sum code extension: Click Sum Code Bidea. Enter an existing sum code extension and
press Enter. The tab heading changes to ‘Edit Sade Extension’ and the data for the sum code
extension displays. Make the necessary changesliakdone to update your database. To return¢o th
sum code screen, select ‘'Sum Codes’ from the bottaime Sum Code Extension screen.

If the tab heading does not change to ‘Edit SumeCod‘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 gram checks the extensions in use by the sum
codes. If the extension is used by a sum codeamtither extension with the Amount Line field set to
Y, the program displays a message. This may alsseca slight delay when changing this value to Y.

If the corp uses Signature Series statements, oot enter logos or custom characters in the
Description field.

Deleting a Sum Code or Extension

To delete a sum code or extension, select it olbthRecords display, then choose Delete Recorthftioe Edit
menu or click the ‘—* button on the tool bar.

The APMS program checks that no associated coeassarg the sum code or extension you are attegpin
delete (The program checks the T0O9 Sum Codes ifiyewattempting to delete an extension or the Tdié R
Codes and T28 Adjustments if you are attemptingelete a sum code). If this code is in use, thgnam
displays one of the following messages:

Automated Parameter Management System

Cannok delete this Sum Code Extension. This Sum Code Extension is attached to 2 Sum Codeds), Please run Cross
Reference Report #8 to determine attachments,

Automated Parameter Management System : E[

Reference Repaort #4 ko determine the Rate Code attachments and the T28 Adjustment Reason Sektup Repart ko

Q Cannot delete this Sum Code, This Sum Code is attached to 1 Rate Codes andfor 1 Adjustments, Please run Cross
determine the Adjustment attachments,

You can use the Cross-Reference reports for afligte associated rate codes and/or adjustmerdneasles.




Viewing Statement Presentation

You can preview how a sum code and its associatith&ons will print on a subscriber’s statemertoGse
the sum code you want to preview on the All Recalidplay. Then, choose Statement Presentation tihem
Tools menu or right-click and select Statement &rgion from the pop-up menu.

~+Statement Presentation ﬂ

MM/DD-MM/DD CAELE SERVICE 0.aoa
WITH REMOTE 5VC
STERECQ/FM 3WVC
AMND L FREE GUIDE




T10 — Business Names and Addresses

Accessing Business Names and Addresses

Click the T10 folder in the parameter list on tb# kide of the screen. The program first dispkysessage
reminding you to make the same changes to the CdDPpWYO addresses that you make to your Statement

/Address Card business addresses. After you adkdge this message, the program displays tabsafir e
type of business address:

T10 - Coupon/D'w0 Business Address I T10M - Business Namel T104 - Statementidddress Card Business .-’-'-.ddressl

Bus

Adr Bus Mame Addr Line City State £ip
|1 SOUTH SHORE 91 INDUSTRIAL PARE RD FLvMOUTH Ma-Maszachuzettz 02360

2 CAMPBELL COMMUMIC) 31 IMDUSTRIAL PARE RD FLvMOUTH Mé-b azzachuzetts 02360

3 FALMOUTH F.0. BOX BEG FALMOUTH Ma-Mazzachuzetts 0254

Type 30-10 (Coupon/DWO Business Address)
Type 30-10N (Business Name)
Type 30-10A (Statement/Address Card Business Adjlres

Notes:

The business addresses you set up in Type 30-10ygp®l30-10A should match. For example, the first
address you enter in Type 30-10 should be the saltiiess as the first Type 30-10A address.

You can create up to nine business addressesdbrmpeaduct type.
Adding or Changing a Coupon and DWO Business Addres(Type 30-10)
Choose the Type 30-10 tab. To add a new addresssetAdd Record from the Edit Menu. The “Add Bus
Name & Address” window displays. Complete thedgehs follows:

Business Name - Enter up to 25 characters in ¢gsired field.

Optional - Enter up to 25 characters in this ogldreld.

Address - Enter up to 25 characters in this requiedd.

City - Enter up to 15 characters in this requinettt

State - Choose a state or province from the dropadist.




Zip - If you are entering a US ZIP code, enter fivenbers. If you are entering a Canadian posti,co
enter the six characters.

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

To change an existing address, make the neededehanthe grid following the above rules.

Adding or Changing a Statement and Address Card Busess Address (Type 30-10A)
Choose the Type 30-10A tab. If you want to ad@ddress, choose Add Record from the Edit menu Alite

Business Address window displays. To change aniegiaddress, choose its number from the drop-d@stin
The Edit Business Address window displays. The sares apply to both these windows:

Edit Business Address x|

Business Address Mumber:

M=

Remit to Address:
1 2 3 4 5 Freprinted:
12345078901 2345675901 2345678901 25345678901 25345675901 2

=
L]

Tes
Mo
0UTPUT TECHHNOLOGY S0LUTIONS 'es
5220 ROBERT J. MATHEWS PEIY Mo
EL DORADO HILLS CA 95762 'es
Mo
Tes
Mo
Yes

L N BT (R o Y - ) e T

4|44 afa]4afa]4a][a]4

Columnz B-40, Lines 4-7 always show through the envelope window

Columnz 5 and 41-48, Lines 1-3 and 8 uzually show through the envelope window
Columnz 1-4, 43-52, Line 3 and 10 never show through the envelope

Mote: Do HOT use punctuation in city_state zip

Done Cancel Delete

Leave the first three characters of the first pen.

Use the instructions at the bottom of the screatetermine where to enter text, based on whethmeust
show through the envelope’s window.

Omit punctuation in between the city, state, orcode entries.

If you want a postal service message, it must limldface and preceded and followed by blank lines.
Choose one of the following three messages: AddCessection Requested, Do Not Forward, or Forward




& Address Correction. Enter @ before the firstdeth the message to start boldface, and enteter thie
last letter in the message to indicate the endlufface.

If the Type 30-14 (Billing Options) Force Spectriitis is set to Y, use the drop-down lists at thght
side of the message window to flag all pre-prirgedement lines.

Note: The T10 Business Name must exist before a T10fe®ent Address can be added. For example, to add
T10A Statement Address 5, a T10 Business Name 5 emist.

Adding or Changing the Business Name (T30-10N)
To add a new Business Name, choose Add Recordtfreredit menu. The Add Business Name window
displays. Enter up to three lines for your busirmem®e. For each line, use the drop-down list tddfid¢o

indicate whether this line is pre-printed on youarcs.

To change an existing Business Name, type yourgdsaim the grid.

Deleting a Business Address

When deleting a T10A Statement Address, selecadioeess you want to delete, and click the Deletebun
the Add/Edit box. The program checks if the adsliesised in Type 30-22 (Accounting Area Tablé)xhe
address is used in that Type 30, the program disptee message:

Automated Parameter Management System 3 5[

Q W arning™* This Business Address cannok be deleted because it is used in the T30-22 {Accounting Area Table).

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 tb& kide of the screen. The program first dispkysessage
reminding you to make the same changes to the &d#@oupon addresses that you make to your Statemen
/Address Card addresses. After you acknowledgenieissage, the program displays tabs for eachotype
remit-to address: Type 30-11 (Postcard/Coupon Rémidddress) and Type 30-11A (Statement/Addressl Car
Remit-To Address).

Notes:

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

You can create up to nine remit-to addresses fcr peoduct type.
Adding or Changing a Postcard and Coupon Remit-To Adress (Type 30-11)
Choose the Type 30-11 tab. To add a new addressselAdd Record from the Edit Menu. The Add Remit
Name & Address window displays. Complete the figldgollows:

Remit To Name - Enter up to 22 characters in thgiired field.

Optional - Enter up to 22 characters in this oldield.

Address - Enter up to 22 characters in this requiedd.

City - Enter up to 15 characters in this requinettt

State - Choose a state or province from the drapadast.

Zip - If you are entering a US ZIP code, enter fivenbers. If you are entering a Canadian posta,cod
enter the six characters.

Zip+4 - Enter four numbers in this required field.
To change an existing address, make the neededehanthe grid following the above rules.
Adding or Changing a Statement and Address Card ReitiTo Address (Type 30-11A)

Choose the Type 30-11A tab. If you want to ad@ddress, choose Add Record from the Edit menu Atk
Remit To Address window displays. To change astayg address, choose its number from the drop-dsivn
The Edit Remit To Address window displays. The sauales apply to both these windows:

Use the instructions at the bottom of the screatetermine where to enter text, based on whethmeust
show through the envelope’s window.




Omit punctuation in between the city, state, orcode entries.

If the Type 30-14 (Billing Options) Force Spectrigitis is set to Y, use the drop-down lists at thght
side of the message window to flag all pre-prirgedement lines.

Deleting a Business Address

Select the address you want to delete, and clel#lete button at the bottom of the Add/Edit bake
program checks if the address is used in Type 3(R&ginder Schemes) or Type 30-22 (Accounting Area
Table). If the address is used in either, the Enogdisplays the message: *Warning** This addresmsnot be
deleted because it is used in the T30-XX, whereiXthe Type 30 number. If you want to delete theresis,
change your Type 30-10 or Type 30-22 parametenaoaittdoes not require the address.




T13 — Standalone Report Options

Click the Type 30-13 folder in the parameter listtbe left side of the screen. The window hasghaés:
Historical Ledger Options, Report Parameters, amt&llaneous Parameters.

T13 - Standalone Report Options I

Historical Ledger Options T Feport Parameters T Mizcellaneous Parameters ]
Historical Ledger Entry Order IY-EIrder by datessum code pridsum code j

Historical Ledger Sequence I F-By Account Number [recommended) j

Higtarizal Ledger Suppression IK-Ereate HLOG's for all subs j

Free on Historical and Statement IN-DD ot prink items for free services j

Expanded Histonical Ledgers IYES vI

b /F =Ref on Histarizal Ledgers IY-P‘deuce Crozs Reference j

DDF Hidg Suppress Dverride IS-untrimmeda’aII subz+off-cocdng s 27 j

Produce PP Histarical Ledgers IY-Ereate PP ledgers j

Historical Ledger Options

The fields on this tab control production of youstbrical ledgers. Use the drop-down lists to cleapgur
parameters.

The program displays messages for changes to eltsfon this tab:

DDP HIdg (Historical Ledgers) Suppress Overrideyou choose 1, 2, 3, or 5, the program displags th
message: **Warning** changing the parameter to t#aikie could increase cutoff processing time artl wi
increase your cost per subscriber on your DST lisniowvoice.

Historical Ledgers on Paper - Due to the impadtihenprocessing facility, only DST Innovis personceh
change this parameter.




Report Parameters
The fields on this tab are related to your finah@aorts. Use the drop-down lists to change yauameters.
The program messages for changes to three fieltlsi®tab:

Acctg (Accounting) Area Group - The program disglayseries of warning messages when you change this
field:

**Warning** this parameter has to be changed ptthe first run of the month. If this conditionnset, click

Yes.

**Warning** Changing this parameter will cause bata forward items on the financial reports to t=.1Do
you want to continue?” If this is acceptable, klites.

**Warning** By changing this parameter, the accangtarea ranges in the T30-22 accounting area table
now invalid and must be re-entered. You will auatically be taken to the accounting area table a&arthese
changes. Do you want to continue? If you click Ytbs, program updates your parameters, and thetagssp
the Type 30-22 (Accounting Area) parameters soythatcan update these tables.

Bus Area Group By - The program displays two messaghen you change this field:

**Warning** Changing this parameter will cause bata forward items on the financial reports to t=.1Do
you want to continue? If this is acceptable, cas

**Warning** By changing this parameter, the Busieg&ea ranges in the T30-22F business area tabdlecay
invalid and must be re-entered. You will automdlyche taken to the business area table (T30-22R)dke
these changes. Do you want to continue? If yok ifies, the program updates your parameters, amd the

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

You can change the Payment Detail and Pending @ffedields prior to the first run of the month gnl

Miscellaneous Parameters

The fields on this tab are related to your finah@gorts. Use the drop-down lists to change yauameters.
The program displays messages for changes toréighls on this tab:

Corp Month End Cycle - If you set this field to amiyrer value than A, you should set the Cycle Gharg
on Reports field to 1. The program displays a ngssderting you to this.

Number of Charging Cycles - You can change thisipater only prior to the first run of the monthydfu
are on any other cycle, the program displays a wgmmessage and does not let you change the paamet




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

Charge Advance Prorate New - When you accessiéhis the program displays the message: NOTE: The
values on DDPF and DDP must match, or it will caaiskelay in processing. Change this parameteribnly

you are changing the corresponding field in Diredf@aintenance.

Tax on Adjustments - You can change this paranpeter to the first run of the month only. The pragr
displays a warning message before accepting yamgsh

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




T13A — Report A Set Total

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

T134 - Fleport & Set Tatal |

Set Fipt & Gip |Rpt & Cal
M um NEm F i Em Digsic
b1 3 |9 BASIC SWC
2 3 | Pésy' SWEC
3 2 | SPECIAL
4 1 9 PP SWCS

Adding a Report Total

To add a total to Report A, choose Add Record ftbenEdit menu. The Add RptA Report Titles window
displays. Choose the Report A set number, groupoeancolumn number, and enter the descriptionHer t
column.

Deleting a Report Total

Select the total you want to delete and chooset®&ecord from the Edit menu.




T13l — Report | Column Titles

Click the Type 30-13I folder in the parameter &stthe left side of the screen.

T131 - Report | Col Titles |
Rptl
Cal
NE DEPOSITS
INGTALLS
EASIC S
Pav ST
CONYT ST
CRDT/DET DF
PRV MOVIES
PPV EVENTS

Desc

OO == | T O e | L

Adding a Report Column Title

To add a column title to Report I, choose Add Rddovm the Edit menu. The Add Rpt | Report Titlesmaow
displays. Choose the Report | column number aner ¢éné description for the column.

Deleting a Report Column Title

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




T13Q — Customized Report Packages

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

T130 - Customized Report Package I

Hzﬁ: Label # Attention-Top Altention-Battom
B |01 b [0 SOLUTIOMNS

Ilzer R pt

T e Report 1D Feriod Seqguence LRS Cycle
» O  7[5TUF = ALycle
1] 2(5TAT A-Cycle
1] 3| Q/C5 A-LCycle
m 4F & 2hdanth to date * - Bath = A-Cycle
m AIF B 2hdanth to date 1-Prirnary = A-Cycle
)| GFC 2-tonth to date 1-Primary = A-Cocle
1 7IFE 2-Month to date 1-Primary = A-Cpcle

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




Adding a User

Place the cursor in the top grid, and select AddoRkfrom the Edit menu. The “Add Custom ReportitUse
window displays. Select a label number and etieiuser’'s name in the two fields.

add Custom Report User x|
IJzer Humber: IE = I
Label Murnber: o =
M arne:

[Top Half af banner]

[Battar Half of banner]

Done Caricel

Changing a User
Make your changes in the top grid.
Note: When you select a label number from the drop-dbstnthe program reminds you to check Type 30-

13M (Label Distribution) to make sure the labesét up. If the label you choose does not existr ypdate
processing will halt until this is corrected.




Adding a Report Package

Choose the user in the top grid, then place thgocun the bottom grid. Choose Add Record fromEké
menu. The program displays the Add Custom Repagtvitikdow. Use the drop-down lists to choose values
for the Report ID, Cycle, Order, and Number of @sglields, then click OK. Complete the remainiigdds in
the grid as described below in the Changing a Rdparkage topic.

Add Custom Report Pkg

Repart 1D
Cycle:
Crder:

MHurnber of Copies:

x|
Ilzer Mumber: 01
DOFF Repart Iﬁ
Humber:
ettt | 2

Period: I = I

Done Cancel |

Sequence:

Jululd

¢

Changing a Report Package

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

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

Edit Custom Report Pkg

Repart 1D
Cycle:
Crder:

Humnber of Copies:

IJzer Mumber: 01

DDPF Report m
MHurmber;

o

Logical R epaort Ixx

Seqrment:
I 2anth-to-c = I
I 1-Prirmary ™ I

Dane Cancel |

0 | Period:

ol »| Seguence:

;.

Edit rules for the Report Package grid follow.




Period - This applies only to standard reportse Gbarter-to-date reports are QQ, RR, and SS.

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

Order - The program generates the value in thid,fllased on the number of reports and copies. For
example, if the first report package had three ntspwith two copies each, the next available oxdeuld be

seven.




T13UV — Report Options

Click the Type 30-13U/V folder in the parametet bg the left side of the screen. The programldyspfour
tabs:

T13UA - Report Options |

Report Sequences T Frimary Reportz T Fipts-Single Character T Fpts-Double Character )

REPORT SEQUEMCE: PRIMAR &L TERMATE
DOF FINAMCIALS I F-Franchize Tax Area j I b -t anagement Area j
G/H IF-Franchise Tax firea j IM-Management Area j
l IF-Franchise Tax firea j IM-Management Area j
babd /NN I M-Do not produce report j I M-Dio not produce report j
H0-55 I F-Franchize Tax Area j I b -t anagement Area j

MULTIPLE SEQUEMCE REPORTS:

Rptz Aot Flw b gt S/R¢E Tat B /A, B
RotFoye G ax Mo x| fves x| [ves x| Mo x| [ves x| [No x| [ho ~]

Ript| Exp |N'E?:|v nee  INCx]fcPxlfcr=] NCx] for ]
TTA0U el IMFT] Nex] [vPx] [vpx] Ne ] |vP]

Comba Chum IS-Eased on i of pay services j

Report Sequences - Use this tab to choose theemuiences for your reports. See Setting Up Report
Sequences for further details.




T13UAS - Report Options |

Repart Sequences T Primary Reports T R ptz-Single Character T Rptz-Double Character ]

FRIMARY REFORT

Wo-w-® -Y-4A-B-D-EFE-F-0G-1-J-K

BE-D-E-F-6G-1-4d-K

Pi i 20w i i 2 2 A N A il il
L-M-N-0-HR-5-T-U0-%-W-x. %
L-M-N-0-HR-5-T-U0-%-W-x. %
Pi i 20 el i i e il

Primary Reports - Use this tab to select the repasing the primary sort sequence. See Choosipgrige
for further details.




T13UM - Report Options |

Report Sequences T Primary Reports THpts-Single Ehara-::terT Rpts-Dauble Character |

& -B -C-D-E-F-G-H-1-J4-K- -M
Alternate Fpt VW W W VWM W W W W ¥
Suprs b/ r - - r-rrr-r-r- -

N -0-P-08-F-5-T-U-%-%W-x.-%.7
Alternate Fpt ¥V WV VI FFFILTT
Suprs b/ m m m m mm m N E EEE N

Alternate Rpts-Single - Use this tab to selectsingle-letter reports in the secondary sort segeerigee
Choosing Reports for further details.




T13UM - Report Options |

Repaort Sequences T Primary Feparts T R ptz-Single Character THpts-Duuhle Eharacte;

& - B b-E-F-G-H-1-J-K-1L

& - B b-E-F-G-H-1-J-K-1L
Alternate Bpt e VN VM F VP AR ENE
Suprs M/ N m m m m mm m E N N

W -0-P-@-R8-5-T-U-%-%Ww.-.&x- -%

W -0-P-@-R8-5-T-U-%-%Ww.-.&x- -%
Alternate Fpt r -~y FRFCRFCCTDT
Suprs M/ mee et

Alternate Rpts-Double - Use this tab to selectdbeble-letter reports in the secondary sort secpgerifee
Choosing Reports for further details.

Setting Up Report Sequences
Use the drop-down lists to choose report sequefiocg®ur financial reports.

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

If you choose sort sequences for Reports N/Y oroRep, the program displays this messag@TE:
Equipment codes must be present on combo codes tbis 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 pergrdisplays the messag¢OTE: The T30-16 Format 5
Combo codes must have churn level set to greaterah 0 to report accurately.

You can change report sorts only on the first ris@ra month-end run.




Choosing Reports
Use the check boxes to turn reports on and off.

If you want to choose optional reports DD througB,§ou 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 prograimecks the Type 30-03 (Reporting Center Table)
Include in Reports AA and BB field. If this fielmbntains N for all reporting centers, the prograsplays the
message**Warning** - The value in the T30-03 Reporting certer 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 reportiegters before you
can request these reports.

You can turn on month-to-date reports only on trst fun after a month-end run, and quarter-to-deperts
only after the last run of a quarter. If you toyttirn on these reports at any other time, therpraglisplays a
warning message.




T14 - Billing Options

Click the T14 folder in the parameter list on tb& kide of the screen. The program displays twmnads: one
for Type 30-14 and one for Type 30-14D (Cycle BijiDue Dates).

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

T14 - Biling Options |

T14 Billing Dptions T T14D - Cycle Billing Due Dates

Date Due | CFrioity | Stmts | Stmts/PC's | Coupons | aNBils | MsaDefis | Spetm Bil

DATE DUE FIELD:

OFF CvCLE:
R eminder
Memo Bil

OM CvCLE:

R erminder F&ST DLE

= tmt “#of Days 25
CLOSIMG BILL  [owM RECPT

COUPOM

Date Due— Use this tab to specify the due dates that pnrtilling products. When you place the cursor

in one of these fields, the program displays a wimthat you use to specify the new due date or agess

If you want a due date, click tihdonth/Day button, select the month and day from the droprdists, and

click Update Mo/Day.

If you want a message, click tMessagebutton, enter the message you want, dioék Update Message




Click the close button in the window. After you keayour changes, the program reminds you to véngy

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

Cntr Priority — Use this tab to specify the default forms andiesdfor the reporting center priority groups
you set up in Type 30-03 (Reporting Centers).

Stmts — Use this tab to establish general parameterstdements, such as whether your company sends
memo bills or off-cycle first bills, summing paratees, closing bill messages, and statement size.

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

Stmts/PC's— Use this tab to specify parameters for statesn@md postcards, such as whether the franchise
tax area or postal message prints on these products

Coupons— Use this tab to specify general parametersdapons.

All Bills — Use this tab to specify general parametersl|fdilang products, such as the scan line position
and whether you send billing products to no-bibseribers if they order pay-per-view events.

Msg Defaults— Use this tab to set up parameters for one-timg1messages, and to specify your short and
all-customer messages.

Spectrum Bills — Use this tab to set up parameters for Spectrilipp®duction. Because of impacts on
statement processing, you must receive DST Inrddeerance to change these fields.

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




T16 — Rate Codes Format 1 (Standalone Rate Codes)

Accessing a Format 1 Rate Code

Click the T16Fmtl folder in the parameter list be teft side of the screen. The All Records tatslthe rate

code table on the top and the rate code pricedenethe bottom. The Add Service Code tab dispddlyeeld
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 therfelitu, click the Add Service Code tab or selectthe
button on the button bar. The Data Entry Screspldys, showing you the all the fields for Form#dte
Codes.

The Data Entry Screen has two parts: The base@ate record and the Price Level record. Each Fotma
Rate Code can have one base record and up toddLawvel records (only one price level is accesditt
corps running on DDP v4.X or lower). Followingas example of the Data Entry screen for Formatté Ra
Codes:

If you are adding a new rate code, you must erteeguired fields. If a required field is leftdolk, the user
will be prompted that a field is blank when clicgithe Done button to save the code. The usethdh be
placed back onto the Data Entry screen to corhecptoblem before being allowed to save the code.

To change an existing rate code, select the codewamt to change on either the Data Entry ScreeheoAll
Records grid and make the needed changes.




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

If you enter a date in the Rate Effective Datedfigslat is more than six months from the curreng dat
the program displays the message: “This date i®xths away. Are you sure this date is correct?”
Click “Yes’ to use the date you entered, ‘No’ toura the cursor to the field so that you can eateew
date.

Deleting a Format 1 Rate Code

Select the code on the All Records screen and eheitiser the Delete Record option from the Edit men
click the *-* button on the tool bar.

Note: If you delete a rate code, APMS performs an aolii#i check. Rate codes have a Delete field. fldls
must be set to Y’ for an entire month before APBEs the rate code row to gray. APMS displays ssage
stating this fact, and also recommending that yeelthe Delete field set to ‘Y’ for at least onentiobefore
permanently removing the parameter from your da@b&Vhen DDP Financials encounters transactions
containing rate codes with the Delete field sélrtpit prints these records on a diagnostics répao that you
can correct your database before the next runs dinsures that transactions do not fatal becaegectintain
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 be teft side of the screen. The All Records tatslthe rate
code table on the top; the Add Service Code tatlaiys 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 therieiitu, click the Add Service Code tab or selectthe
button on the button bar. The Data Entry Screspldys, showing you the all the fields for Form&ae
Codes. Following is an example of the Data Entrgesn for Format 2 Rate Codes:

If you are adding a new rate code, you must erteeguired fields. If a required field is leftdolk, the user
will be prompted that a field is blank when clicgithe Done button to save the code. The usethdh be
placed back onto the Data Entry screen to corhecptoblem before being allowed to save the code.

To change an existing rate code, select the codewamt to change on either the Data Entry ScreeheoAll
Records grid and make the needed changes.

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




field at its original value. In addition, if youick ‘Yes’, the program will require the entry ofRate Change
Effective Date before being allowed to save thenglea

If you enter a date in the Rate Effective Datedfigslat is more than six months from the curreng dat
the program displays the message: “This date isxths away. Are you sure this date is correct?”
Click “Yes’ to use the date you entered, ‘No’ toura the cursor to the field so that you can eateew
date.

Deleting a Format 2 Rate Code

To delete a Format 2 Rate Code, select the codleeofll Records Screen and choose either the DBleterd
option from the Edit menu or click the ‘-’ buttom the button bar. APMS program checks that no @dmb
codes include the rate code. If this rate codie &scombo, the program displays the message:

You can use the Cross-Reference reports for afligte associated rate codes and/or adjustmerdneasles.

Note: If you delete a rate code, APMS performs an aoliiii check. Rate codes have a Delete field. fldics
must be set to ‘Y’ for an entire month before APBESs the rate code row to gray. APMS displays ssage
stating this fact, and also recommending that yenelthe Delete field set to ‘Y’ for at least onentiobefore
permanently removing the parameter from your da@b&Vhen DDP Financials encounters transactions
containing rate codes with the Delete field séltoit prints these records on a diagnostics répao that you
can correct your database before the next runs dinsures that transactions do not fatal becaegectintain
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 be teft side of the screen. The All Records tatslthe rate

code table on the top and the price levels foistiected rate code on the bottom; the Add ServankeGab
displays all field entries for one rate code atreet




Adding or Changing a Format 3 Rate Code

To add a rate code, choose Add Record from therkelitu, click the Add Service Code tab or selectthe
button on the button bar. The Data Entry Screspldys, showing you the all the fields for Form@&&e
Codes.

The Data Entry Screen has two parts: The base@ate record and the Price Level record. Each Fodma
Rate Code can have one base record and up toddLawvel records (only one price level is accessiit
corps running on DDP v4.X or lower). Followingas example of the Data Entry screen for Formattg Ra
Codes:

If you are adding a new rate code, you must erteeguired fields. If a required field is leftdok, the user
will be prompted that a field is blank when clicgithe Done button to save the code. The usethdh be
placed back onto the Data Entry screen to corhecptoblem before being allowed to save the code.

To change an existing rate code, select the codewamt to change on either the Data Entry ScreeheoAll
Records grid and make the needed changes.




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

If you enter a date in the Rate Effective Datedfigslat is more than six months from the curreng dat
the program displays the message: “This date i®xths away. Are you sure this date is correct?”
Click “Yes’ to use the date you entered, ‘No’ toura the cursor to the field so that you can eateew
date.

Deleting a Format 3 Rate Code

Select the code on the All Records screen and eheitiser the Delete Record option from the Edit men
click the *-” button on the tool bar.

Note: If you delete a rate code, APMS performs an aolii#i check. Rate codes have a Delete field. fldls
must be set to Y’ for an entire month before APBEs the rate code row to gray. APMS displays ssage
stating this fact, and also recommending that yeelthe Delete field set to ‘Y’ for at least onentiobefore
permanently removing the parameter from your da@b&Vhen DDP Financials encounters transactions
containing rate codes with the Delete field sélrtpit prints these records on a diagnostics répao that you
can correct your database before the next runs dinsures that transactions do not fatal becaegectintain
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 be teft side of the screen. The All Records tats lise rate

code table on the top and the price levels foistiected rate code on the bottom; the Add ServankeGab
displays all field entries for one rate code atreet




Adding or Changing a Format 4 Rate Code

To add a rate code, choose Add Record from therkelitu, click the Add Service Code tab or selectthe

button on the button bar. The Data Entry Screeplalys, showing you the all the fields for Formd&Rdte
Codes.

The Data Entry Screen has two parts: The base@ate record and the Price Level record. Each Fodma
Rate Code can have one base record and up toddLawvel records (only one price level is accessiit
corps running on DDP v4.X or lower). Followingas example of the Data Entry screen for Formatié Ra
Codes:

To change an existing rate code, select the codevamt to change on either the Data Entry ScreeheoAll

Records grid and make the needed changes.




Deleting a Format 4 Rate Code

Select the code on the All Records screen and eheitiser the Delete Record option from the Edit men
click the *-* button on the tool bar. The prograitmecks whether this rate code is used in TypeZ30-2
(Accounting Area Tables) for late charges. If $& program displays a message alerting you to this.

Note: If you delete a rate code, APMS performs an aoll#i check. Rate codes have a Delete field. Thid fi
must be set to "Y' for an entire month before AP the rate code row to gray. APMS displays ssatgs
stating this fact, and also recommending that yenetthe Delete field set to "Y' for at least onenthdefore
permanently removing the parameter from your da@b@/hen DDP Financials encounters transactions
containing rate codes with the Delete field sél'tpit prints these records on a diagnostics repso that you
can correct your database before the next run. &itssres that transactions do not fatal becauygectivgain
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 be teft side of the screen. The All Records tats lise rate
code table on the top and the price levels andcégsd internal rate codes for the selected rate cm the
bottom; the Add Service Code tab displays all fimhdiries for one rate code at a time.




Adding or Changing a Format 5 Rate Code

To add a rate code, choose Add Record from therkelitu, click the Add Service Code tab or selectthe

button on the button bar. The Data Entry Screeplalys, showing you the all the fields for Form&R&te
Codes.

The Data Entry Screen has two parts: The base@ate record and the Price Level record. Each Fosma
Rate Code can have one base record and up toddLawvel records (only one price level is accessitt
corps running on DDP v4.x or lower). Followingais example of the Data Entry screen for Formatte Ra
Codes:

To change an existing rate code, select the codevamt to change on either the Data Entry ScreeheoAll
Records grid and make the needed changes. Wheg €itiner an add or change, the program will perftire
following checks:

At least one of the internal codes that you assigst have a primary equipment code.




If you try to delete the active charge sum codeaféormat 5 rate code, all internal rate codes manse
an active charge sum code.

In a combo code, no two rate codes with primarymgant codes can share the same reporting center.
Deleting a Format 5 Rate Code

Select the code on the All Records screen and eheitiser the Delete Record option from the Edit mmen
click the *-* button on the button bar.

Note: If you delete a rate code, APMS performs an aoll#i check. Rate codes have a Delete field. Thid fi
must be set to "Y' for an entire month before AP the rate code row to gray. APMS displays ssatgs
stating this fact, and also recommending that yenetthe Delete field set to "Y' for at least onenthdefore
permanently removing the parameter from your da@b@/hen DDP Financials encounters transactions
containing rate codes with the Delete field sél'tpit prints these records on a diagnostics repso that you
can correct your database before the next run. &itssres that transactions do not fatal becauygectivgain
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 be teft side of the screen. The All Records tatslthe rate

code table on the top and the price levels foistiected rate code on the bottom; the Add ServankeGab
displays all field entries for one rate code atreet




Adding or Changing a Format 7 Rate Code

To add a rate code, choose Add Record from therkelitu, click the Add Service Code tab or selectthe

button on the button bar. The Data Entry Screeplalys, showing you the all the fields for Forma&Rate
Codes.

The Data Entry Screen has two parts: The base@ate record and the Price Level record. Each Forma
Rate Code can have one base record and up toddLawvel records (only one price level is accessiit

corps running on DDP v4.X or lower). Followingas example of the Data Entry screen for Formaafe R
Codes:

To change an existing rate code, select the codevamt to change on either the Data Entry ScreeheoAll
Records grid and make the needed changes.

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




original value. In addition, if you click Yes, tipegogram will require the entry of a Rate Changed&ive Date
before being allowed to save the change.

If you enter a date in the Rate Effective Datedfigslat is more than six months from the currené diue
program displays the message: This date is x m@nvtlay. Are you sure this date is correct?. Click e
use the date you entered, No to return the cuesthret field so that you can enter a new date.

Deleting a Format 7 Rate Code

Select the code on the All Records screen and eheitiser the Delete Record option from the Edit mmen
click the *-* button on the tool bar.

Note: If you delete a rate code, APMS performs an aokl#i check. Rate codes have a Delete field. Thid fi
must be set to "Y' for an entire month before AP the rate code row to gray. APMS displays ssatgs
stating this fact, and also recommending that yenetthe Delete field set to "Y' for at least onenthdefore
permanently removing the parameter from your da@b@/hen DDP Financials encounters transactions
containing rate codes with the Delete field sél'tpit prints these records on a diagnostics repso that you
can correct your database before the next run. itssres that transactions do not fatal becauygectivgain
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 be teft side of the screen. The All Records tats lise rate

code table on the top and the price levels foistiected rate code on the bottom; the Add ServankeGab
displays all field entries for one rate code atreet




Adding or Changing a Format 8 Rate Code

To add a rate code, choose Add Record from therkelitu, click the Add Service Code tab or selectthe

button on the button bar. The Data Entry Screeplalys, showing you the all the fields for Form&&te
Codes.

The Data Entry Screen has two parts: The base@ate record and the Price Level record. Each Fogma
Rate Code can have one base record and up toddLawvel records (only one price level is accessiit

corps running on DDP v4.x or lower). Followingais example of the Data Entry screen for Formatt® Ra
Codes:

To change an existing rate code, select the codewamt to change on either the Data Entry ScreeheoAll
Records grid and make the needed changes.

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




original value. In addition, if you click Yes, tipegogram will require the entry of a Rate Changed&ive Date
before being allowed to save the change.

If you enter a date in the Rate Effective Datedfigslat is more than six months from the curreng dat
the program displays the message: This date isnkhmm@way. Are you sure this date is correct? kClic
Yes to use the date you entered, No to returnuhsoc 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 eheitiser the Delete Record option from the Edit men
click the *-* button on the tool bar.

Note: If you delete a rate code, APMS performs an aoll#i check. Rate codes have a Delete field. Thid fi
must be set to Y' for an entire month before AP the rate code row to gray. APMS displays ssatgs
stating this fact, and also recommending that yenetthe Delete field set to "Y' for at least onenthdefore
permanently removing the parameter from your da@b@/hen DDP Financials encounters transactions
containing rate codes with the Delete field sél'tpit prints these records on a diagnostics repso that you
can correct your database before the next run. itssres that transactions do not fatal becauygectivgain
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 be teft side of the screen. The All Records tats lise rate

code table on the top and the price levels foistiected rate code on the bottom; the Add ServankeGab
displays all field entries for one rate code atreet




Adding or Changing a Format 9 Rate Code

To add a rate code, choose Add Record from therkelitu, click the Add Service Code tab or selectthe

button on the button bar. The Data Entry Screeplalys, showing you the all the fields for Form&&te
Codes.

The Data Entry Screen has two parts: The base@ate record and the Price Level record. Each Fogma
Rate Code can have one base record and up toddLawvel records (only one price level is accessiit
corps running on DDP v4.X or lower). Followingas example of the Data Entry screen for Formatt@ Ra
Codes:

To change an existing rate code, select the codewamt to change on either the Data Entry ScreeheoAll
Records grid and make the needed changes.




Note: If you change the value in the Rate field, thegpam displays the prompt Is this an Auto Rate Ckang
Click Yes to have the program replace the valudénPrior Rate field; No to leave the Prior Ragddiat its
original value. In addition, if you click Yes, tipegogram will require the entry of a Rate Changed&ive Date
before being allowed to save the change.

If you enter a date in the Rate Effective Datedfigslat is more than six months from the curreng dat
the program displays the message: This date isnklhmm@way. Are you sure this date is correct? kClic
Yes to use the date you entered, No to returnuhsoc 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 eheitiser the Delete Record option from the Edit men
click the *-* button on the tool bar. The prograhecks if the rate code is used as the Default P& Rode in
Type 30-01 (Run Specifications), and if so, displaywarning message and does not allow you toedttet
rate code.

Note: If you delete a rate code, APMS performs an aoll#i check. Rate codes have a Delete field. Thid fi
must be set to "Y' for an entire month before AP the rate code row to gray. APMS displays ssatgs
stating this fact, and also recommending that yenetthe Delete field set to "Y' for at least onenthdefore
permanently removing the parameter from your da@b@/hen DDP Financials encounters transactions
containing rate codes with the Delete field sél'tpit prints these records on a diagnostics repso that you
can correct your database before the next run. itssres that transactions do not fatal becauygectivgain
rate codes that are not in your Type 30 parameters.




T17A — Sum Code Groups

This parameter is used to set up groups of optisumal codes and assign them to different rate céaes.
example, assume you set up optional sum codeat®icode HB, a rate code for HBO service. Whensgiu
up another rate code for HBO, you can assign Hers sode group to the new rate code. You can estab89
sum code groups; Sum Code Group 000 is reservi akefault and contains no optional sum codes.

Click the T30-17A folder in the parameter list tre teft side of the screen. The program displaystais: a
Data Entry screen where you can edit or createsamecode group at a time, and the grid, which &tsum
code groups.

The Tax Level field in the Data Entry screen arlltbvel field in the All Records grid indicate ffis group of
sum codes applies to a rate code’s charge or takles on the rate code’s charge. An asterisknficates that
the sum codes are on the rate code’s charge; aarwnketter in this field indicates the tax.




Adding or Changing a Sum Code Group

Use the Add Sum Code Group tab to create a newcsdem group. If you enter an existing sum code group
the Data Entry screen, the tab changes to ‘Edit Sode Group’ and the program displays the rate itk

use the sum code group.

Whether you use the Data Entry screen or the gratltl or change these parameters, the prograrhédas t
following features:

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

The Description field in the Data Entry screenas arequired field. Use this field for your own
information about the sum code group or its use Vdlue you enter here displays in the drop-dosin li
for this sum code group in Type 30-16 (Rate TablBBMS does not send the description to OTS, and
it is not used in DDP Financials processing.

The APMS Comment feature is available, but pleade that the program stores comments by sum

code group, not for each individual level. For epéamif you add a comment for Level * of Sum Code
Group 001, the comment displays for all levels imSCode Group 001.

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

In addition, the following edits/checks are madeewkvorking in the T17A Sum Code Groups:

The Type 30-13 (Standalone Report Option) OptiGhah Codes field must be set to Y to add a new
Type 30-17A parameter. If this field contains N awod try to add a new sum code group, the program
displays the message: Note: The T30-T13 Optional Sode flag is set to ‘N’. In order for DDPF to
use the Optional Sum Codes this flag must be s&t'to

If you change a sum code group that is assignat lemast one rate code, the program displays the
message: Changing this Sum Code Group will affezfdllowing Rate Codes: xx,xx,xx. Do you want
to continue? Click Yes to change the sum code grogdo return to the screen.




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

If you are updating the * level record, do not etealue in the Active (sum code) field. This is
because the *' indicates that the sum codes arthtorate code’s charge, and you define the astive
code at the rate-code level. If you attempt toreatealue in the Active field on the * level recotbe
program displays the message Tax Level * ActiverGa&um Code must be blank.

Each tax level must have at least one sum codepiidggam prevents you from clearing all sum codes
from a tax level.

Note: Since Sum Code Group 000 is reserved as the defamlicode group, this sum code group is display-
only on the Edit Sum Code Group tab. This sum apdep displays in the Data Entry screen so thatcgsu
view the rate codes assigned this sum code graup.&ode Group 000 does not display in the grid bsea
there are no optional sum codes assigned to it.

Deleting a Sum Code Group

To delete a sum code group, display it in the grmldelete a row, select it and then choose D&etmrd from
the Edit menu or click — on the tool bar.

To delete multiple sequential rows at one timehlnignt the first row to delete, then hold down Biaift key
and highlight the last row to delete. All rowsrrdhe first selected to the last should now be lfiggked.
Click — on the tool bar, then answer Yes to thenpbDo you want to delete all the rows highlighted?

To delete multiple non-sequential rows at one timghlight the first row to delete, then hold dottaxe Control
key and highlight the additional row(s) to dele@ick — on the tool bar, then answer Yes to trapt: Do
you want to delete all the rows highlighted?

The program checks whether the sum code grousigresd to any rate codes before letting you deleteof
the tax levels. If the sum code group is assignatrate code, the program displays the message:

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




To delete multiple sequential rows at one timehlnignt the first row to delete, then hold down Biaift key
and highlight the last row to delete. All rowsrrdhe first selected to the last should now be liggked.
Click — on the tool bar, then answer Yes to thenpb

To delete multiple non-sequential rows at one timghlight the first row to delete, then hold dotine Control
key and highlight the additional row(s) to dele@ick — on the tool bar, then answer Yes to trept above.

Note: You must leave at least one tax level in theatdithe sum code group is assigned to a rate ctideau
attempt to delete the last tax level for a sum apoep that is assigned to at least one rate codewll receive
the messager‘ou cannot delete this Sum Code Group. It is h@ddo the following Rate Codes: XX, XX.
You must remove the sum code group from the lisiéel codes to delete the last level.




T17BC — Tax Report Descriptions/Adjustment Sum Code

Click the T30-17B/C folder in the parameter listtbe left side of the screen. The program disptagsd
listing the sales and other taxes, and correspgndiBO descriptions, report descriptions, and adjest sum
codes.

Adding an Other Tax Description

Choose Add Record from the Edit menu, or clicktHsutton on the tool bar. The program displaysAtd
Tax Report Descriptions window. Choose the valoesife fields from the drop-down list boxes.

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




Changing an Other Tax Description

To change the Tax Description select this field lagyglthe new description. Use the drop-down ligstshange
the values for MSO ID and the default AdjustmeninStode fields.

Deleting an Other Tax Description

Click on an other tax, then choose Delete Recanth fthe Edit menu or click the — button on the toal. The
program displays a confirmation window. Click OKdelete the other tax entry.

If the other tax you are attempting to delete hperaent or flat tax amount assigned to it in tR@IMTax
Matrix IDs, you will be unable to delete the tagrfr the grid. The following message will appear:




T17D — Tax Option Groups

Use this parameter to set up groups of taxes asigrahem to rate codes and reporting centersekample,
assume Rate Codes HA and HB have the same taxusgL¥ou set up a tax option group containing the
applicable taxes, and then assign the code toratgltodes. You can establish 999 (change to ‘Ga®’pption
groups; Tax Option Group 999 (change to ‘000" )esarved as the default and contains all taxe® shit.t

Click the T30-17D folder in the parameter list b teft side of the screen. The program displaystdhs: a
Data Entry screen where you can edit or creatdaneption group at a time, and the All Records girhich
lists all tax option groups.




Adding or Changing a Tax Option Group

Use the Add Tax Group tab to create a new tax pgroup. If you enter an existing tax option gramphe
Data Entry screen, the tab changes to ‘Edit Taxu@rdrhe program displays the reporting centers tisa the

tax option group under the header ‘Used by Rpt &td the rate codes that use the tax option gunaler 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 Recgrasto add or change these parameters, the proges
the following features:

-Use the Description field for your own informatiabout the tax option group or its use. The value y
enter here displays in the drop-down list for thas option group in Type 30-16 (Rate Tables). APMS
does not send the description to OTS, and it isisetl in DDP Financials processing.




The descriptions next to each tax are from TypdBB/C (Tax Report Descriptions and Adj. Sum
Codes). If a tax does not have a description sg¢heprogram displays No Desc.

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

If you use the Grid (the All Records tab) the peogrdisplays all tax columns even if they are nouge
in Type 30-22. However, if you attempt to chandexafield to Yes that is not set up in Type 30-22

program displays the message:

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

If you change a tax group that is assigned toaatlene rate code and/or reporting center, the

program displays the message:

If you click Yes to this prompt, the program witt@ept the change to the Tax Group. If you click the

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

Note: Since Tax Option Group 000 is reserved as the fataugroup, this tax group is display-only on the
Edit Tax Group tab. This tax group displays in frea Entry screen so that you can view the reppenters

and rate codes assigned this tax group.

Note: If you click OK to add another tax option groughwaut selecting at least one tax flag, the program
displays the message: You must select at leastaorféag before a new Tax Group can be added.




Deleting a Tax Option Group

To delete a tax option group, display it in thedgfelect the row and then choose Delete Recond tine Edit
menu or click — on the tool bar.

The program checks whether the tax group is asdigmany reporting centers or rate codes in cumwefture

cycles before letting you delete it. If the taxgpds assigned to any rate code or reporting cettiterprogram
displays one of the following messages:

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




T19 — Reminder Schemes

Click the T30-19 folder in the parameter list om thft side of the screen. The program displaysdgvids. The
top grid shows your reminder schemes, and the geparameters associated with each. The bottodnligts

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 frerkdit menu or click the “+” button on the tool barhe
Add Reminder Scheme window displays.

Make your entries in the fields in this window. eTprogram refreshes the top grid and then disdyank
lower grid so that you can assign events to therseh

To change parameters for an existing scheme, nrakaeeded changes in the top grid, then make agyeuke
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 fralrédugh E. Each scheme can have a maximum of
25 events.

The Cr Closing Bill field allows values from 000890 and the text value NONE.
The Db Closing Bill field allows values from 000090, the text values NONE, ALL, and WBAL.

If your corp has two or more cycles and you addf&cycle product, the program displays the warning

message: “Using off-cycle collection products wadluse and off-cycle billing product to qualifying
customers”.

Deleting a Reminder Scheme

To delete a Reminder Scheme, highlight the RemiSdbeme record in the upper gird and select eiiger
Delete Record option from the Edit menu or click tH' button on the tool bar. The program displays a
confirmation window and then deletes the remindeeme and all the associated events.




T20 — Statement and Postcard Messages

Accessing a Message

Click the T20 folder in the parameter list on th& kide of the screen.

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




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

Adding or Changing a Message

To add a message, choose Add Record from the EsitmThe Add Message window displays. Use this
window to specify parameters about the messagetcagter the message text. If you are modifyimg a
existing message, select the Message Presentabida bpen this window.

If you want to customize the message by addind>a &$e the drop-down menu just above the message te
field to choose the value you want inserted.

Using Print Enhancements in Messages

Use the following control characters for print enb@ments. Each must be followed by the greater sinbol
(>) to terminate the print enhancement.

@ - begin boldface
_ (underline) — begin underline
< - begin boldface and underline




For example, if you enter “SERVICE LINE <(SUNDAY S)&555-1234>", the program prints the following
on statements: “SERVICE LINESUNDAYS): 555-1234.

If you are creating a new message, you can usielibeing shortcuts:

Use the Copy Message From field in the top righthefAdd Message window to copy existing message
text into the message text field for the messageaye creating.

Use the Copy, Cut, Paste functions to edit texthémessage text field. To copy or cut text, hgitilthe
text, then right-click outside the text box to aax¢he Copy or Cut option. To paste text, plaeectirsor
where you want the text to be, then right-clickside the text box to access the Paste option.

Note: DDP Financials does not allow certain special abt@rs in message text. If you type one of these
characters, APMS inserts a blank space. If you &paret ("), which reserves a space for a cust@racter,
the program displays a message reminding you ifyri@8T Innovis of the change.

Deleting a Message

To delete a message, select the message and @httesehe Delete Record option from the Edit menalick
the ‘—* button on the button bar.




T22 — Accounting Area Table (Including Address andlrax IDs)

In the T22 Accounting Areas, the program displdyse grids:
The Accounting Area Ranges grid, where you assefiahchise tax or management areas with
accounting areas

The Address Table grid, where you set up addressmeers
The Tax Matrix ID grid, where you set up tax rdi@staxes

T30 data in each of these grids works in conjumctuith data in the others. To setup Accountingaste/ou
link an Accounting Area Range to an Address ID,clhin 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 cursonétop grid in the row before where you want the new
added. Click Insert After to insert a new row ie tjrid.

To change an existing accounting area, selectitwrd in the grid and either type in the new entrgelect it
from the drop down box (if applicable). When yonish updating your accounting area ranges, clickeDo
button. The APMS program will perform a check ts@m that the Range From and To fields includeadit
entries (00-99 or 000-999) with no missing or oapping data. If there is a problem, the prograithdigplay
an error message. The user will be unable to gayehanges to the Accounting Area table that woaldse
the range to be incomplete.

Deleting an Accounting Area

To delete an Accounting Area, highlight the rowbtodeleted and click the Delete Button. The pnograll
remove the row from the grid. Once the entire i/®wdeleted, the user will need to ensure that tmepiete
range is present before clicking the Done buttosatee the rows. For more information on this, péesee the
section for Adding or Changing an Accounting Area\e.

Adding or Changing Address IDs

To add a new group of address parameters, placaitier in the Address ID grid and choose eitherAtd
Record option from the Edit menu or click the ‘“titton on the button bar. The Add Accounting Areadaw
will display. Use the New Address/Misc Parametalstb set up a new Address ID with specific address
parameters.




To make changes to an existing Address ID, sdhecfi¢ld in the Address ID grid (middle grid) andlke the
appropriate changes by either typing in the newyesrtselecting a value from the drop down box (if

applicable).

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

If you want to assign a late code to an accourdne@, the program ensures that at least one Late
Charge field in Type 30-19 (Reminder Schemes)tisos®. If not, the program displays a warning
message. You must update the Type 30-19 paranfesgrshen 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 naighe Type 30-14 (Billing Options) Address Set
Usage field to ‘C’. If you use address sets, DDiRaRcials assigns them as follows: Address Set 1 is
used for Cycle A and Cycle D subscribers, Addret2Sor Cycle B subscribers, Address Set 3 for

Cycle C subscribers.
You must set up a business address in Type 30-Usir{Bss Address Name and Address) before you
can use it in an address set.

You must set up a remit-to address in Type 30-E(lRTo Address) before you can use it in an
address set.




Deleting an Address ID

To delete an Address ID, highlight the row to betdal and choose either the Delete Record optmn the
Edit menu or click the ‘—* button on the button bare program will remove the row from the grifian
Accounting Area is using the Address ID, the usirlve presented with the following message:

Clicking OK will return the user to the Address @id and the record will not be deleted.
Adding or Changing Tax Parameters

To add a new Tax Matrix ID, place the cursor in Tla Matrix grid (bottom grid) and choose eithez thdd
Record option from the Edit menu or click the ‘“titton on the button bar. The Add Accounting Areadaw
will display. Use the New Tax Structure tab togeta new Tax Matrix ID.




To make changes to an existing Tax Matrix ID, detlee field in the Tax Matrix ID grid (bottom gdiénd
make the appropriate changes by either typingem#w entry or selecting a value from the drop dbax (if
applicable).

You can sort the tax grid. This makes it easy f@yap change to a group of taxes. For examplalédsstax
increases for all your areas, sort the grid bymaxber to group the sales tax entries together.

The following rules apply:

You can enter information for a tax for which theseno description in Type 30-17B/C (Tax Report
Descriptions and Adj Sum Code Defaults). The pnogvall alert you that the description for the tax
will be blank on reports.

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

Enter tax amounts and percents with decimal polrdasexample, to enter a 5% tax, enter .05.
Deleting an Tax Matrix ID

To delete an entire Tax Matrix 1D, highlight onetbé rows of the Tax Matrix to be deleted and clecather
the Delete Record option from the Edit menu orkctiee ‘' button on the button bar. The prograni delete
the entire Tax Matrix ID in the grid. If an AddeelD is using the Tax Matrix ID, the user will beepented
with the following message:

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




T22E — Business Area Table

To access this parameter, click on the T30-22Eefald the parameter list on the left side of theesn.

Adding a Business Area

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

Next, use the drop-down lists in the Business Ataage section to assign an area range to the Isssanea.
Click OK to add the area; close the window when goaifinished creating ranges.




T22F — Business Area Ranges

To access this parameter, click on the T30-22Fefoildl the parameter list on the left side of theen.

Adding a Business Area Range

The program displays the area numbers and rangesegaip in Type 30-22E (Business Area Table)cd’lhe
cursor in the grid, and select Add Record fromEdé menu. The program displays the Add Bus Arda |
window. Select the business area number from ribie-down menu, then enter a free-form description.

Next, use the drop-down lists in the Business Ataage section to assign an area range to the Isssanea.
Click OK to add the area; close the window when goaifinished creating ranges.




T28 - Adjustments

Accessing an Adjustment Reason

Click the T28 folder in the parameter list on th& kide of the screen.

Note: If the cable system is running DDP SQL Relea%eod greater, you can access Expanded Adjustment
Reasons. In this case, the adjustment reasorisdaracter, alpha-numeric fields ranging from®@z.
Existing adjustment reasons from 0-9, A-Z displag tharacters with a leading zero.

Adding or Changing an Adjustment Reason

To add an adjustment reason, choose Add Recordthreridit menu. The Add Adjustment window displays,
showing you the next available code. You can useniimber or enter a new, unassigned one.




To add an adjustment, choose Add Record from thieniehu. The Add Record window displays, showing yo
the next available adjustment reason. You canhisetbde or enter a new, unassigned one. Use tipedthwn
menus to assign values, and enter a free-formigéscrin the Adjustment Report Description field.

To change an existing adjustment reason, seleciti® you want to change and make the needed change

Note: The program uses these rules to edit your entitydrReporting Center field:

If the adjustment category is D, I, R, or S, yon choose only a reporting center with a matchiriggary
or reporting center 00.

If the adjustment category is M, the reporting eestcategory must be R or S.
If the adjustment category is O, F, or P, the rapgrcenter must be 00.
If the adjustment category is B, the reporting eectategory must be D.

Deleting an Adjustment Reason

Select the code, then choose Delete Record froreditenenu or click the-“ button on the tool bar. Before
deleting the adjustment reason, the program chebksher it is used in the Type 30-01 (Run Speaiiftns)
Send Adj to DDP field, or the Type 30-25 (Defaudtble) Adjustment Reason field before allowing teéete.




