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More Options

Launch Approved Association and enter your Logon information to view the Main
Menu.

The More Options are similar to the support tables. Two notable exceptions are
the Current Users option and the Workgroup Security opfion.

On the Main Menu, click the More Options bufton, and then click the Nat’l
Chamber Codes item in the list on the right.

Nat'l Chamber Codes ~

Owner Types
Person Types
Prefixes
Quantity Types
Suffixes
Regions

Zip Codes
System Setup

More Options Current Users -
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Nat'l Chamber Codes

This form is found only in Companies and Representative Mode. Found in this form
are 25 broad Business Categories developed by the National Chamber of
Commerce. You have the ability to either add or delete from this list. This is an
option feature for you. Using the User-Defined Field form (found in Preferences
section) you may change this field caption from NCC to a caption of your
choice. You can find this field on the Companies Information form under the
“Other” tab.

[(=]e3

| ~

NCC Code Description —
[ 3 n Amuzement and Entertainment
2 Automative: Dealers (Mew and Used), Service Stations,
Repair Shops, etc.
3 Construction
4 Financial: Banks, Savings and Loan Associstions
5 Financial: Investmert and Finance Companies
&5 Hotels, Motels
7 Apartments, Mobile Home Parks, ete.
‘ View ‘ ‘ Edit ‘ ‘ Add ‘ ‘ Delete ‘
b
Record: E 1 E][E of 20

Page 3 of 12



Computer Solutions Engineering, Inc. Chapter 7: More Options

Owner Types

Found in Companies and Representative Mode. Owner Type is meant to classify
each company’s ownership type. Below you will find an illustration of the Owner
Type form and a few examples of what and Owner Type can be. You can find
this field on the Companies Information form under the “Other” tab.

B Owner Types |Z| |E| [z|
Y
Owner Type Description Minority

2 Ml Corparation F

200 Yorman Owned

300 Minarity Cwened

‘ View ‘ ‘ Edit ‘ ‘ Add ‘ ‘ Delete
v
Record: E 1 E][E of 3
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Person Types

Person Type is a way for an organization to classify representatives. You can
locate this field on the Representatives form (Persons) in the field called “Type ID".

BS Person Types |Z||E”E|
£

Person Type |Description

Human Resouces Manager
MNOMMEM Mon Member Rep

‘Hi&w ‘ ‘ Edit ‘ ‘ Add ‘ ‘Qelete

59|

Record: (14 ] [ 1 [ ]m] of 2

Prefixes/Suffixes

These forms are used to populate the list that makes up the Prefixes and Suffixes
used by your organization.

ES AddDelete Suffixes... [= |[B)[X]

B AddMelete Prefixes... D@E|

o o
‘ Prefix | ‘ Suffix |
Ce Y -
[ e i = [
‘ [ Mrs. (D
‘ | s, )
‘ Add ‘ ‘ Delete ] ‘ Add ‘ ‘ Delete ]
W b
Record: E 4 I—1E]E> [ Record: E 4 ]—1E]@> [
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Quantity Types

Quantity Types is another way in addition to Full Time Employees and Part Time
Employees to quantify how large a company is. For example you would use a
quantity type “Rooms” for a Hotel.

B Add/Delete Company ... E_|@|PE|
-

Company Size Quantifier

_Gallnnage

[ Marketer

| Rooms

| Seats
“olunteers

‘ Add ‘ ‘ﬂelete

Record: [14 [ 1 [ ]m]

b

The Quantity Type is found on the Company Information form. See below in red.
Once you have selected the Quantity type enter the numeric value associated
with the quantity type.

E= Company Information

Find General Addresses Other Notes User Defined I ol
Company || : — |
' Name [123Waat | CustiD [10178 |
View B cieley = |
Persons ! 415300 | l Additional Renewal Dues Amounts

ListinDirectory  [] Sert Membershin Kit

Committee B .
Memberships Communities 1 i Fiecale Oce Lic | |
O — Tatal Units | i} J Tatals Date Established |
o !]Whersf}‘uip.'T_l,lpe el
Fieferrals MCC Eqde |
: Regon| v
e Dues Frequeney | Annual (1] |
History e Ere el = |_
Tau Grou v
. X Date T
Business
Cateqgaries

E) ) SN (v ] (8]

Edlit Add Delete Join Letter Print Info

Record: [14] 4 1 [F [w]r+ of 13
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Regions

Regions are a way to classify your member’s based on geographical area. You
may change the selection of East, North South, West to regions that better fits

your organization.

B AddiDelete Regions. .. E]@E|

oy
Region
‘ ‘ Delete ]
N
Record: E L | ] 1 E]E>

Zip Codes

This form will not be a frequently used form because Zip Codes are atomically
added to the database as you enter them. Additionally Approved Association
comes with the most Zip Codes already pre-filled for you.

Zip Codes

Zip Code

County |Westu::hester |

State
DOk

Country |U5*‘f‘"~ | Cancel

Record: E 1 E][E of 43032
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System Setup

This form is described in detail in the System Setup chapter of the manual. The
More Options button is another way of accessing the form.

B System Setup E| |E|Pg|

In order to use the system effectively. the following steps should be
performed in the order presented below. “'ou can use the check
boxes to track what you have done.
[ .My Company: | |  Payment Terms |
[ Employees ] [ Member Types ]
[ Dues Amounts ] ’ Member Sources ]
[ Accounting Options ] [ Sponsors ]
[ Account Names ] [ Committees ]
[ Sales Tax Rates ] [ Business Types ]
[ Temmination Reasons ] [ L ]
[ Shipping Methods ] [ Events ]
Show thiz form on start up [ ]
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Current Users

This option displays a form listing the users currently using the database, and the
name of the database file. This can be useful information as it is the database file
that should be backed up frequently using either an automated backup system
or Windows' copy commands. It is best fo back up the database when no one is
using it, so the Current Users screen can show you who needs to exit Approved
Association before a backup can be made.

B Current Users

Databasze

C:\Databaze\SampleT estCompaniez. mdb

Lser | tachine | ByteOffzet
: SOFTWARESUPPORT 0
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Workgroup Security

Some organizations like to have the ability to keep track and set roles for each
employee’s task within Approved Association. The Workgroup Security function
allows the administrator of the software to assign username and roles for each

employee that will be using the software.

BS Workgroup File Control

Lge the options below to change your password or what options users can perfom in Approved
ASSOCISTIoN,

Before using these options you should connect 1o an Approved Assocaition workgroup security
file, If yau have not already done this you can by doing one of the following fram the Approved
Association prograrm group on the Windows Start menu:

1. Access 2000 Users - Access Workgroup Administrator

2. Arcess 20002 (P or 2003 Users - Approved Waorkgroup Control

C\Database’,
1 Create a New \Workgroup File at Database File Location

C \Databaseh\ApprovedAssociationGroup, midw

2 - Change My Password | - Change Warkgroup Permissions | 4

Disable Security Mow

3

1. Create New Workgroup File button — by click this button it creates workgroup
file at the designated path shown in the text field above.
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2. Change My Password — use this button fo change or assign yourself a
password when logging info Approved Association

Change Password

Enteryour User D

Enteryour new Fassword:

Enter wour current Fassword: |

Yertify your new Fassword:

a.

Do not forget your new password !

.

3. Change Workgroup Permissions - To Add users click "Change Workgroup
Permissions" to open a new form Click the ‘New’ button on the form

This will open the ‘New User Group' window

Enter a name for the new user in the upper field labeled ‘Name:’

Re-enter the name that you just entered in the second field labeled ‘Personal
ID: exactly as you entered it in the first field. Click the ‘OK’ button

Assign the User as a "Member Of" the "Available Groups" that they should

have the rights for.

User and Group Accounts

Uzers | Groups || Change Logon Passward

User

Mame: I.ﬁ.dmin

AccountingldnPos |

Accountingwrite

Aadmins

BusinessCode ~ |

[ Print Lsers and Groups J

| ok

][ Cancel ] dapply
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4. Disable Security Now — by disabling the security feature the program no
longer check the roles assigned to the user by the administrator. The user will
have full rights in the software.
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