Instructions for Access Account Setup Sheet

The following notes concern various fields throughout the sheet.

1. Dates can be input either as “mm/dd/yy” or “mm/dd/yyyy”. Example: 9/15/01 or 10/15/2001, but they will store in “mm/dd/yy” format.

2. The drop down boxes can be filled two different ways:

2.1. If you start typing the information in, then the matching information in the list will appear in the box. If the first one that appears is not the correct one, then keep typing and if the correct one is in the list it will appear eventually.

2.2. You can use the mouse to drop the list of information and choose the correct entry.

3. Descriptions of most of the choices in the drop down boxes are on the “Setup Code Sheet”.

4. A check mark in a check box means yes, blank means no.

5. If you are inputting multiple accounts that have most of the information the same, do them all in a row. If you press “CTRL” and apostrophe ‘ keys at the same time it will put the information from the record above it in that field. But, if you have closed and opened the window in between, then the records have been sorted and the new record will not be immediately after the record previously input. You will have to input the information again.
6. The object code information (both the check marks and the budget) is not stored in the file. When you go to the next record the information from the previous input will stay there. This is a good thing if you are inputting multiple, similar accounts so I may just leave it this way, but if you do not like it, I will try to figure out how to clear it after printing. If you close the window and reopen it, this data does clear out. Of course, this means if you have to reprint the setup sheet, you will have to reenter this information. 

7. The first page of this sheet is the information for BUSMAINT on the HP. I put in the checkboxes because during the HP setup the object codes are opened. The budget is actually entered later in a completely different program.

8. WARNING: If your mouse has a scroll button on it, do not try to use it to scroll down the setup form. It will take you to the next record instead. 

Instructions for Access Account Setup Sheet

New Setup
1. Open Microsoft Access.

2. If the file “H:\RFA\Apps\Documents\ARNew” appears in the box under “Open an Existing Database” then skip to number 3; otherwise do the following steps.

2.1. Double click on “More Files . . “.

2.2. In the drop down box next to the words “Look in:” choose “Users on ‘Infoserve’ (H:)”.

2.3. Double click on the “Rfa” folder.

2.4. Double click on the “Apps” folder.

2.5. Double click on the “Documents” folder.

3. Double click on the “ARNew” filename. (It may have .mdb after it.)

4. Wait for the “Hand AR” query to open.

5. Close the “Hand AR” query by clicking the “x” in the corner of its window.

6. Click on the “Forms” tab at the top of the database window.

7. Double click on the form “Account Setup Sheet”.

8. Maximize the window by clicking on the window button which is in between the close button “x” and the minimize button “_” in the upper right corner of the window. It should have a single box in it.

9. In the lower left corner of the screen will be a record counter and some buttons. The button with a triangle and an “*” is the “New Record” button. Click on this button.

10. Enter the Account Number (nine characters – 29XXXXXXX), the Report Heading (30 characters maximum), and the Payment Account Number.

11. Enter the Principle Investigator’s SSN.

12. If the PI’s name appears in the name field then skip to 13; otherwise do the following steps.

12.1. Click on the form button next to the find button.

12.2. Click on the “New Record” button on the new form that opens.

12.3. Enter the PI’s SSAN (xxxxxxxxx), tab, Name (First Middle Init Last)
, tab, Phone Number, tab, and email address,
 tab.

12.4. Close the PI form window. (The “x” in the corner)

12.5. Erase and enter the SSN again. The name and other information should appear this time.

13. Tab to the next Principle Investigator’s SSN field. If there is a second PI, repeat steps 11-12.5.

14. Continue to enter information into the fields using either the tab or enter to move from one field to another until you reach the “Print” button. Click on this button to print out the setup sheet. If you use the print button at the top on the tool bar about 1300 pages will print.

15. Attach the setup sheet to the other information for that account, attach a billing card if one is necessary and place the packet in the setup bin for the front desk to process.

Instructions for Access Account Setup Sheet

Modify an Existing Record

1. Follow steps 1 – 8 above to open the “Account Setup Form”. 

2. Make sure the account number field is highlighted (it turns white and contains the cursor when highlighted.)

3. Click on the “Find Record” Button (it has binoculars on it).

4. A box should appear on the screen. Make sure it says “Find in field: (1) Account # (XXXXXXXXX)” at the top. If it does not, then the wrong field is highlighted.

5. In the “Find What:” field, enter the account number. If you only know part of the account number then you can enter that and choose “Any Part of Field” from the “Match:” drop down box. If you only enter part of the account number, there may be multiple records that contain that part, for example: 29TTTM will find 29TTTM010 first, not 29TTTM020. If the first record found is not the one you are looking for then click on the “Find Next” button until the record you are looking for appears.

6. Hit the “tab” or “enter” key until you get to the field or click on the field you want to change and make the change.

6.1. If the change is for reprinting the setup sheet, the object codes will have to be rechecked and the budget will have to be reinput, because this information is not saved at this time.

6.2. If the change is just to modify the information in the database then the object codes and budget do not have to be redone. 

� An operating secret, if you hold down the shift button while opening the ARNew database, the “Hand AR” Query will not automatically open.


� The payment account number will be the account number followed by “-450” if the account is billed singly. If the account is one of many that are billed together, then the payment number will be the first of those account numbers followed by “-450”.


� The find button has a picture of binoculars on it. The form button has a little picture of a form.


� The middle initial may be omitted.


� The phone number and email address is not required. They are merely there to make it easier to find if you need it.
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