
 SPEEDSEARCH / F3 LOOKUPS 
 

 

Introduction  
 

This section of the manual will take the user through an overview of the SpeedSearch process and 
how F3 Lookups are used.  We will give the user a basic understanding of where/how to find 
data; as well as training on the mechanics of the SpeedSearch/F3 Lookup processes and the 
processing options available once data has been extracted. The steps are as follows: 

 
A. Conceptual Overview of the system information available through SpeedSearch – 

This step will give you a basic understanding of the SpeedSearch and F3 processes and what 
they are used for. 
 

B. Basic Process Training – This phase of the training will take you through each of your 
SpeedSearch options and what data can be found in each option.  You will also learn how F3 is 
used to “lookup” specific field data 

 

C. Data Process Training – Once you have used SpeedSearch or F3 to find the data you are 
seeking, we will look “what to do with the data” next. 
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A.  CONCEPTUAL OVERVIEW OF SPEEDSEARCH STRUCTURE 
 

SpeedSearch allows the user to access detailed information for Service Repair, Inventory, 
Order/Invoice Processing, Purchase Orders, Accounts Receivable, Accounts Payable, Sales 
Analysis and General Ledger without having to access each module directly. The user can access 
SpeedSearch data from any screen in the system that you see the Binoculars Icon displayed.   
 

Your F3 or Lookup function is designed to be used within specific fields throughout your 
system.  As you move through your ACS/MASTER system there will be fields that will allow you to 
perform a Look up, or to select from a list of information; F3 is designed to be used in these 
fields.   
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B.  BASIC PROCESS TRAINING 
 

How to Find Data 
In this section we will train the user on how to navigate through the Lookups and Accounting 
sections of SpeedSearch to find the data they are looking for. You will find a brief explanation for 
each of the remaining sections and the information available through these searches. 
We will also learn how to use the F3/Field Look Up option to select data in specific fields. 
 

What will be covered in this section: 
1. Lookups      

a. Customer Lookup          
b. Vendor Lookup           
c. Inventory Lookup          
d. Generic Data Base Look Up 

2. F3 / Field Lookup    
3. Accounting      

a. Customer Profile      
b. Vendor Profile            
c. General Ledger      

4. Distribution 
a. Inventory 
b. Non Stock Inventory    
c. Pricing Inquiry 
d. Open Customer Orders 
e. Sale Inquiry 
f. Invoice History 
g. Open Purchase Orders 
h. Open Purchase Requisition 
i. PO Receipt History 

5. Service Repair 
a. Job Inquiry 
b. Catalog Inquiry 
c. Equip Storage Inquiry 
d. Vaughen’s Price Inquiry 

6. Executive Summary 
a. Summary Analysis 
b. Calendar 
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How to Find Data: SpeedSearch 
 

When working in ACS/MASTER, you will see small boxes or ICONS displayed across the top of 
each menu.  Locate and let your mouse hover over the Binoculars ICON, this is SpeedSearch. 
 

 To select SpeedSearch, click once on your Binoculars ICON 

 
 
 Exactly which SpeedSearch options you will see will be determined by the security settings 
 that have been chosen by your System Administrator. 
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LOOKUPS will give you access to: 

 Customer Lookup 
 Vendor Lookup 
 Inventory Lookup 
 Generic Data Base Look Up 

 
Customer Lookup 
 
 Upon selecting Customer Lookup, your system will take you to a complete listing of all 
 Account Receivable Customers and your curser will be placed in the START WITH field at 
 the top of your screen. 
 

 
 
 It is possible to SORT this information by clicking on any header field.   
  
EXAMPLE: Clicking once on the Alternate Sequence header will sort the all data based on  the 
information in this field.  One click sorts it alphabetically; clicking it again will reverse  the sort 
sequence. 
 
 The START WITH field will allow you to search for specific customers by entering the first 
 few characters of the customer name in the Start With field and then clicking once on the 
 NAME  header.  This will sort all of your customers by name beginning with the characters 
 that you entered.   
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Similarly you can enter a few characters of the customer number and click once on the 
 CUSTOMER field to sort by customer number.  This process can be repeated in any of the 
 columns displayed. 
 
 NOTE: As you begin to navigate through your system, you will see information that will be 
 “color coded”.  In this case you will see customers that are inactive displayed in red, 
 customers on credit hold displayed in blue and customer containing customer notes 
 displayed in green.  The legend for this process is located in the left lower corner of your 
 screen. 
 
 Click once on the customer you wish to select.   
 Now you have multiple options: 
 Selecting the drop down arrow in the upper right corner of the screen will display further 
 “drill down” options that you may select from: 
 You will select an option by clicking on it once. 

 
 
 
 There are further look up options available to you using the buttons at the bottom of your 
 screen. 
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 Selecting Customer 100 we click once on the Open Customer Orders option from the drop 
 down  menu: 
 -Your system then displays all Open Orders for the selected customer 
 -This display give you further “drop down” options to choose from 
 -This display will also indicate any Sales Order that contain notes 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

10 

 

 

Application Computer Systems, Inc. 
Speedsearch and F3 Lookup 

 

 Clicking once on a specific order and selecting Display Order Detail will give you the Order 
 Detail information as well as new “drill down” options. 
 

 
  
 As you select each new drill down option your system will display the requested 
 information along with any further drill down options available. 
 
 

NOTE: There are no “limits” as to how many “Drill Down” options/screens 
you have open per query.  This function will be treated as one user 
session regardless of how many “drill down” screens you open. 
 
 

NOTE: Click the “X” button in the upper right corner of your SpeedSearch 
screens to close each display window. 
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Customer Lookup Drop-Down Menu Options 
Because each SpeedSearch option can have further drop down menus, the following section will 
provide an overview of the drop down options available in each Customer Lookup screen. 
 

 
 
From Customer Lookup the following screen are available: 
 
 
Open Customer Orders 

 
 
 
Customer Ship-To Display 
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Customer Comment Display 
 

 
 
 
Customer Notes Display 
 

 
 
 
Remember: Each subsequent menu may have further “drop down” options. 
 
 
 
 



 

 

13 

 

 

Application Computer Systems, Inc. 
Speedsearch and F3 Lookup 

 

Vendor Lookup  
 
 As with your Customer Lookup option, upon selecting Vendor Lookup, your system will 
 take you to a complete listing of all Account Payable Vendors and your curser will be placed 
 in the START WITH field at the top of your screen. 
 
 Your system will allow you to SORT the information grid by clicking  on any of your column 
 header options.  EXAMPLE: Clicking once on the Alternate Sequence header will sort the 
 all data based on the information in this field.  One click sorts it alphabetically; clicking it 
 again will reverse the sort sequence. 
 
 The START WITH field will allow you to search for specific vendors by entering the first few 
 characters of the vendor name in the Start With field and then clicking once on the NAME 
 header.  This will sort all of your vendors by name beginning with the characters that you 
 entered.  Similarly you can enter a few characters of the vendor number and click once on 
 the Vendor field to sort by vendor number.  This process can be repeated in any of the 
 columns displayed. 

 
 

 Here your vendor color coding options include Inactive Vendors and Vendor with Notes 
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As with your Customer Lookup, once you have selected a Vendor, you can select from the 
 options available through the drop down arrow in the upper right corner of the screen OR 
 the additional buttons at the bottom of the screen. 
 
 Selecting Vendor 150 we click once on the Open Purchase Order option from the drop 
 down menu: 
 -Your system then displays all open Purchase Orders for this vendor. 
 -This display will give you further drop down options to choose from. 
 -The color coding includes Purchase Orders containing notes. 
 

 
 
 
 Vendor Lookup Drop-Down Menu Options 
 Because each SpeedSearch option can have further drop down menus, the following 
 section will provide an overview of the drop down options available in each Vendor Lookup 
 screen. 
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From Vendor Lookup the following screen are available: 
 
Open Purchase Orders 

 
 
Open Purchase Requisitions 

 
 
Purchase Address Display 
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Comment Display 
 

 
 
Vendor Note Display 
 

 
 
 
Remember: Each subsequent menu may have further “drop down” options. 
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Inventory Lookup  
 
 As with your other lookup options, Inventory Lookup will display a complete listing of all 
 Inventory items. 
 

 As with your other Lookup displays, the Inventory Lookup columns can be used to sort 
 your data by clicking on the column header.  
 EXAMPLE: Clicking once on the Inventory Item Description header will sort the all data 
 based on the information in this field.  One click sorts it alphabetically; clicking it again will 
 reverse the sort sequence. 
 

 The START WITH field will allow you to search for specific Inventory Items by entering the 
 first few characters of the item description in the Start With field and then clicking once on 
 the Inventory Item Description header.  This will sort all of your items by description 
 beginning with the characters that you entered.  Similarly you can enter a few characters 
 of the item number and click once on the Inventory Item Number field to sort by item 
 number.  This process can be repeated in any of the columns displayed. 
 

 
 

 Your color coding options will flag those items that are Inactive, those items that have 
 negative Available quantities and any items with negative On Hand quantities. 
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 Once an Inventory items is selected, you will be able to choose from your drop down 
 options or the buttons at the bottom your screen. 
  

Selecting item 100 and click once on the Item Availability option from the drop down 
 menu. 
 -Your system will then display all warehouse information for this item. 
 -This option will give you further drop down options to choose from. 
 

 
 
 Inventory Lookup Drop-Down Menu Options 
 Because each SpeedSearch option can have further drop down menus, the following 
 section will provide an overview of the drop down options available in each Inventory 
 Lookup screen. 
 

 
 
From the Inventory Lookup the following screens are available: 
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Item Availability 

 
 
 
Open Purchase Orders 
 

 
 

Open Purchase Requisitions 
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Open Customer Orders 

 
 
Pricing Inquiry 
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Comment Display 
 

 
 
 Remember: Each subsequent menu may have further “drop down” options. 
 
 
Generic Data Base Lookup 
  
 The Generic Data Base contains a complete listing of all files used in the ACS/MASTER 
 System.  As such, it is strongly suggested that access be granted to Administration, ACS 
 Customer Support and IT only. 
 
 The information available here includes an Error Log File that records all errors that may 
 occur in the system; and System Log Files that records all processes that occur in your 
 system by user. 
  
 Training for the use of this option will be set up by your Project Manager or by contacting 
 Customer Support. 
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F3 Lookup – The F3 function key is available in most tasks as a means of looking up 

customer names, job numbers, inventory items, etc. 
 

 EXAMPLE: When in a Customer Number field, F3 can be utilized to obtain a complete 
 listing  of all customers.  Then it is a simple matter of selecting the correct customer. 
 Any time you are in a field which utilizes the F3 function, you will see the F3 option 
 displayed at the bottom of your menu. 

 
 
 It is also possible to perform lookups using the Field Lookup option located at the top of 
 your menu. Simply move your curser to the field you need to find information for, and 
 select the Field Lookup option. 

 
 

 Your final option for field searches is the Right Button of your mouse. Put your curser in 
 the field you wish to search in and click the right button of your mouse once.  This will 
 either take you to the available options for the field you are searching, or it will display a 
 “pop up” box with further options. 
 

 
 
 In this example, we performed a “Right Click” in the Option field; the result is a list of all of 
 the options available when running Active Job Report. 
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Accounting will give you access to: 

Customer Profile 
Vendor Profile 
General Ledger 

 
As you become familiar with the specific types of information available through your SpeedSearch 
functions, you will find the LOOKUP options and ACCOUNTING/PROFILE options approach Vendor, 
Customer and Inventory information differently.   
 
LOOKUP functions begin with a complete database listing of the option you selected; while 
PROFILE requires the entry of a specific Vendor, Customer or Inventory item. 
 
Eventually, however, the “drill down” process accesses the same files; so you can ultimately find 
the data you are searching for in BOTH options.  It then becomes a personal preference issue of 
“how to find the data more quickly”.    
 
Invoice G/L Postings Display 
One of the most powerful “drill down” options available is the Invoice G/L Postings Display.  As 
you begin to utilize the drop down menus you will find this option is available when accessing any 
AP or AR Invoice History or AP Check Detail options. 
 
In this example we selected Customer 100 Invoice 5135 
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Select a specific invoice by clicking on it once.  Then click once on Invoice G/L Postings Display 
from the drop down menu. 
 
Your system will display all G/L posting generated by this invoice selected. 
 

 
 

To view similar postings for AP Checks you will select Vendor Profile and choose Check Detail 
Inquiry from the drop down options. 
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Customer Profile - This option gives you quick access to the Customer information recorded in 
the Customer Maintenance files; as well as additional drill down options from the drop down 
menu. 
 Using any of your Lookup options, move to your Customer field and select a specific 
 customer.  This will display the settings from the customer maintenance file in Accounts 
 Receivable for the customer you selected. 
 
 

 
 
 Upon selecting a specific customer, additional Drill Down options are available by selecting 
 the drop down arrow.  Click once on the option you wish to see. 
 
 These options include: 
 Invoice Inquiry   Sales History 
 Open Aging    Ship-To Display 
 Check Detail Display   Comment Display 
 Open Orders    Customer Note Maintenance 
 Aging $ Sales    Customer Note Display 
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Vendor Profile – Allows quick access to Vendor Maintenance information recorded in the Vendor 
Maintenance files; as well as additional drill down options from the drop down menu. 
 
 Using any of your Lookup options, move to the Vendor field and select a specific Vendor.  
 This will display the settings from the vendor maintenance file in Accounts Payable for the 
 vendor you have selected. 
 

 
 

 
 Upon selecting a specific vendor, additional Drill Down options are available by selecting 
 the drop down arrow.   
 
 These options include: 
 Invoice Inquiry     Purchase Address Display 
 Check Detail Inquiry     Comment Display 
 Open Purchase Orders    Vendor Note Maintenance 
 Open Purchase Requisitions   Vendor Note Display 
 Purchase History and Detail 
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General Ledger – This option will provide transaction history in detail or summary format for 
any General Ledger Account selected.  To provide the most up to date information available, it will 
be necessary to run and update your Daily Detail Register as this posts all updated transactions 
from your other modules to General Ledger.  See the General Ledger section of the manual for 
more detailed information regarding the Daily Detail Register. 
 
Note: Access to SpeedSearch General Ledger Transactions may not be available to all 
users depending on each user’s security levels.  Specific Journal ID codes may also not 
be available  
 

Although your General Ledger module offers a Transaction History report, the SpeedSearch option 
provides search criteria not found in your GL report options. 
 

 
 

 Beginning and Ending Account# - allows you to perform a search for an account 
 number or a range of account numbers 
 
 Wildcard - enables you to select accounts that have common numbering as part of their 
 identification.  EXAMPLE: if you want to select all accounts that end with 10, enter ###10 
 in the Wildcard field. 
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Beginning and Ending Transaction Date – give you the option of selecting a specific 
 date or a range of dates. 

 
 Beginning and Ending Period/Year – will capture all transactions for an entire period 
 or range of periods. 
 
 Journal ID – Each GL posting is assigned a Journal ID from the transaction that created 
 it.  EXAMPLE: Job Material/JM, Cash Receipt/CR, Journal Entry/JE, etc. Using the drop 
 down arrow it is possible to select from a list of Journal IDs if you wish to narrow down the 
 search by the type of transaction. 
 

 Audit Number – Each of the Registers throughout your system will generate an Audit 
 Control Number that identifies the General Ledger Postings created by the transactions 
 included in the register.  Entering the Audit number for any given register will provide a 
 report showing all of the transaction included for that audit number. 
 

 Application Options – This option allows you to select from None, Customers, Vendors 
 and Jobs if you would like to use the remaining fields to narrow down your search.   
 

 Application Main Options and Secondary Options – these information fields will be 
 specific to the criteria entered in the Application Options. 
 

 Reference 1-6 – The Reference fields available will be determined by the Journal ID 
 code entered or by the Application Options that have been entered.  If you have reference 
 information from related reports,  you may also enter this data in your 6 reference fields. 
  
 EXAMPLE: If you are retrieving data from Accounts Receivable Cash Receipts, one of your 
 reference options could be the Customer Check Number.  Entering the specific check 
 number would narrow the resulting information generated by the report. 
 

 Detail or Summary – The report may be run in Detail or Summary format. 
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Distribution will give you access to: 

 Inventory   Invoice History 
 Non Stock Inventory Open Purchase Orders 
 Pricing Inquiry  Open Purchase Requisitions 
 Open Customer Orders PO Receipt History 
 Sales Inquiry 
 

Inventory – This option gives you quick access to the Inventory Item information recorded in 
the Item Maintenance files, system quantities for each item, as well as, providing drill down 
options from the drop down menu. 

 
 Using any of your Lookup options, move to your Item field and select an inventory item.  
 This will display the settings from the item maintenance file for the item you selected. 
 

 
 

Additional information available through the drop down menu includes: 
 Item Availability    Transaction history 
 Open Customer Orders   Sales History 
 Pricing Inquiry    Comment Display 
 Open Purchase Orders   Customer Invoice History 
 Open Purchase Requisitions  Vendor PO Receipt History 
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When performing lookups, your ACS/MASTER SpeedSearch option gives you ways to filter the 
information you are searching for. 
 
 Filter 
 

 
 
Your filter “button” will allow you to determine specific criteria by which to search.  In this 
example it provides Column selection, Operator options and the entry of specific Value. 
 
For detailed training regarding the data processing “buttons” located at the top or your 
SpeedSearch windows, please see the Data Process Training section of this module.
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Non Stock Inventory – Because your system captures transaction information for Non Stock 
items, it is possible to conduct searches using the Non Stock Item#.  Once you have begun to 
accumulate transactions for Non Stock Items, it is possible to perform a look up in the Non Stock 
Item field, or simply enter the Non Stock Part#. 
 
 NOTE: To utilize Non Stock information and Sales Inquiries, it is important to be consistent 
 in your numbering system for Non Stock Items.   
 

 
 

 
 EXAMPLE: Part# 1-45475, Part# 1 45475 and Part# 145475 would not be 
 considered the same part and, therefore, when performing searches using a specific Non 
 Stock part number, would not all be included in your search results. 
 
 Additional information available through the drop down menu includes: 
 Open Customer Orders   Transaction History 
 Open Purchase Orders   Customer Invoice History 
 Open Purchase Requisitions  Vendor PO Receipt History 
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Pricing Inquiry – If you utilize the Pricing Table or Contract Pricing options available to you, the 
Pricing Inquiry search gives you fast, easy access to that data. 
 
 Provide the Customer#, Customer Pricing code, Inventory Item# and the  Warehouse# 
 and your ACS/MASTER system search all existing Pricing Matrix information that exists. 
 

 
  
 The resulting information will then provide you with additional drill down options. 
 

 
 
 In this example, Customer 100 with a Pricing Code DLR for item 100 accesses the Contract 
 Pricing structure currently set up in your system.  However, you will see that no Pricing 
 Table information exists using this criteria. 
 
 Additional information available through the drop down menu includes: 
 Item Availability  
 Open Item Orders 
 Open Customer Orders 
 Open Customer/Item Orders 
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Open Customer Orders - When searching for Open Order information, your system gives you 
the following fields to narrow your search: 
 

 
 

 The more specific the data entered, the narrower your search will be.  
 As you step through each field, you will find that the information available in the drop 
 down menus to the right will be populated based on what information is entered. 
 
 As with most queries, you will find further options in the drop down field of your query 
 results 
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 As you process through system data using SpeedSearch, you will begin to see some 
 drill down options make a distinction between “Images” and “Detail”.   
 
 EXAMPLE: When viewing a list of open Sales Orders for Customer 100 you have drop 
 down options that include Display Order Detail and Display Order Image. 
 
 If you select Display Order Image, your system will provide a copy of the Order as it was 
 printed for the Customer. 
 
 However, if you select the Display Order Detail option, the information provided will 
 include DETAIL information as it was entered on the original document. 
 

 
 
 In this case that includes Line Seq#, Line Code, Warehouse, if the item was Drop Shipped, 
 Product Type, Item Cost, if pricing was manually entered and if the item was part of a Kit. 
 
 This type of detail is available for numerous documents, such as, Sales Orders, Purchase 
 Orders and Purchase Order receipts; you will find it available when your drill down options 
 include a “Display DETAIL” option. 
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Sales Inquiry - options allow you to search using any or all of the five options listed. 
 

 
 

 In this example we provided Customer number only; the result is a listing of all Stock and 
 Non Stock items purchased through Order Processing.   
 However, by entering Item#, Invoice date, Customer PO or Descript, it is possible to 
 narrow your search. 
 
EXAMPLE: Your customer wants to purchase an item he bought 6 months ago, but does not 
remember a special Non Stock item number.  He can, however, give you the Purchase Order 
number he used for the transaction.  Using a combination of the Customer and Purchase Order 
numbers will produce the items included in the sale. 
 
 Note: The Non Stock Items are flagged using * 

 
 Note: Information display will be sorted by most recent sales first. 
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 Invoice History – This option allows you to access specific Customer’s invoice history 
 without having to access Customer Maintenance.  
 

 
 

 
 Simply supply the pertinent information and your system will display the selected data and 
 provide further options via your drop down menu. 
 
 The information or options available in the drop down fields on the right are determined by 
 the data entered in the Ship To Name, Item#, and Non Stk Desc/Memo and Customer PO 
 #fields. 
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 Open Purchase Order – It is possible to conduct searches for open Purchase Orders and 
 narrow down the results by entering specific criteria. 
 

 
 The information available in the drop down options on the right is determined by the data 
 entered in the Item# and Non Stk Desc/Memo fields. 
 

 As with most searches, the resulting information will include further drop down options. 
 

 
 Open Purchase Requisitions 
 Much like your Open PO search, this option gives you the ability to enter specific criteria to 
 search open requisition information. 
 
 The information available in the drop down options on the right is determined by the data 
 entered in the Item# and Non Stk Desc/Memo fields. 
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 The result displays further options for drill down purposes. 
 

 
 Purchase Order Receipt History – Gives you the ability to search for and review specific 
 Vendor Purchase Order Receipt records. 
 
 The information available in the drop down options on the right is determined by the data 
 entered in the Item# and Non Stk Desc/Memo fields. 
 

 
 
 Once the receipt detail is displayed, you will also be given further drill down options. 
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Service Repair will give you access to: 

 Job Inquiry 
 Catalog Inquiry 
 Equip Storage Inquiry 
 Vaughen’s Price Inq 
 
The options included in the Service Repair SpeedSearch option will vary based on the specific 
modules and options purchased.  The availability of Catalog, Equipment Storage, Vaughen’s 
Pricing and Job Scheduling or Tracking will all be subject to Module Purchase, User Security and 
System Configuration.  Please contact your network Administrator or ACS/MASTER Project 
Manager with any questions you may have. 
 
 

JOB ENTRY VS. JOB INQUIRY: 
The Job Entry function in your Service Repair Processing module is designed to be used for the 
purpose of entering/updating job information NOT for Job Inquiry purposes.   
(See Service Repair Basic Processing) 
 
There are multiple Job files that are opened when a job is accessed through Job Entry, if another 
user is attempting to update job information while these files are open, it can pose a problem 
when updating information. 
 
To avoid this possible confusion, it is suggested that Job Inquiry be used for all informational 
access to any active job. 
 
 

 Job Inquiry - provides viewing access to the data that has been previously entered for a 
 JOB.  Upon accessing Job Inquiry, you will be asked if you wish to inquire on an ACTIVE or 
 HISTORY job. 
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Upon selecting valid job #, your ACSMASTER System will display Job Header information 
 for the job selected.  
 
  NOTE: The highlighted fields are the only fields that can be changed or updated while in 
 Job Inquiry. 
 

 
 
 NOTE: you now have direct access to your Job folder which contains any attachments that 
 exist for this  job. 
 
 
 Upon selecting OK, your system will display all remaining options available through Job 
 inquiry: 
  

 Job Number     Attachments Display 
 Labor Summary Inquiry   Job cost Detail Report 
 Labor detail Inquiry    Billing Inquiry 
 Material Inquiry    Nameplate Data 
 Purchase Orders    Special Instructions 
 Cost Summary Display   Estimates 
 Variance Display By Labor Code  Job Tracking 
 Variance Display By Type Work  Job Maintenance Inquiry Options 
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 Upon selecting Job Maintenance Inquiry Options, you will have access to further Job 
 Maintenance information: 
 

 Job Number     Mail To  
 Header     Customer Instructions 
 Routing Data     QA Data 
 Job Dates     Job Status Inquiry Options 
 

 For a detailed explanation of your Job Inquiry functions, please see the Service Repair 
 portion of your manual. 
 
 
 Catalog Inquiry – If the Catalog option has been purchased, installed and configured as 
 part of your ACS/MASTER system; it is also possible to perform Catalog Searches. 
 

 
 

 Set up by Categories, you will select the appropriate Category Number and provide the 
 individual specifications you wish to search for. 
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 For a detailed explanation of your Catalog Inquiry functions, please see the Service Repair 
 portion of your manual. 
 
 
 Equip Storage Inquiry – If the Equipment Storage option has been purchased, installed 
 and configured as part of your ACS/MASTER system; it is also possible to perform 
 Customer Equipment searches.  

 
 Enter Customer and Ship To information; the system will allow you to perform a lookup to 
 select from a list of existing Equipment ID numbers previously established for this 
 customer. 
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 Detail information will display for the Equipment ID entered. 
 

 
 

 For detailed information about the set up and use of Equipment Storage, please see the 
 Service Repair section of your manual. 
 

 Vaughen’s Price Inquiry - If the Vaughen’s Pricing option has been purchased, installed 
 and configured as part of your ACS/MASTER system; it is also possible to perform 
 Vaughen’s Pricing Inquiries.  
 

  

 
 
 
NOTE: This option also requires current licensing for Vaughen’s updates. 

 
 Set up by Job Type, Vaughen’s Inquiries allow the user to access suggested pricing based 
 on motor specifications. 
 
 For detailed information about the set up and use of Vaughen’s Pricing, please see the 
 Service Repair section of your manual. 
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Executive Summary – This feature enables you to take a “snapshot” view of your 

company’s financial details.  Totals can be viewed for several months or in a monthly day-by-day 
breakdown.  It uses its own data file, consisting of summarized data from the various modules.  
To keep the Executive Summary as up-to-date as possible, you should run the Generate Executive 
Summary task regularly.   Please see the System Maintenance section of your manual for further 
information regarding the Generate Executive Summary function. This process can be run at any 
time; when generated, data for all companies is created.   
 
 Both Summary Analysis and Calendar options allow the user to select a specific month and 
 year to view. You will also select the display of amounts, units or averages. 
 
 The Summary display is divided into four sections: 
 

 
 

 AR and AP Analysis 
 Order Analysis 
 Sales Analysis 
 Inventory Analysis 
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Summary of Accounts Receivable 
 AR Analysis will display the current and immediate past two months of summary   along 
 with prior and future information. 
 
 Balances of open AR invoices are aged by invoice due date into the correct month/day. 
 
 Summary of Accounts Payable  
 AP Analysis will display the current and immediate past two months of summary along with 
 prior and future information. 
 
 Balances of open AP invoices are aged by invoice due date into the correct month/day. 
 
 Summary of Sales Orders 
 Open Sales Orders line items are aged using the line item ship date, if one exists. 
 If no line item ship date has been entered, then the ship date from the order header is 
 used.  If no ship date has been entered, then the order date is used. 
 Line item extensions are then accumulated by the month/day. 
 Sales Tax, Freight and Discount amounts are not included in the order totals. 
 Sales Orders displays current and future months, as well as prior and future totals 
 
 Summary of Purchase Orders 
 Open Purchase Order line items are aged using the line item required date if one exists. 
 If no line item required date has been entered, then the order date from the PO header is 
 used.  Line item extensions are then accumulated by the month/day.  
 Purchase Orders displays current and future months, as well as prior and future totals. 
  
  Summary of Sales Analysis 
 Invoice history total cost amount are aged by invoice date into the correct month/day. 
 Gross Profit Percentages are derived by dividing the profit (total sales minus total cost) by 
 the total sales amount. 
 
 The total percentages for each month are display for the current and two prior months, as 
 well as prior and future. 
   
 Summary of Inventory 
 On Hand is the sum of each warehouse’s on hand amount.  This amount is calculated by 
 multiplying the warehouse item cost by the current quantity on hand.   
 For lotted/serialized items, the actual cost associated with the lot or serial number is used 
 instead of the warehouse item cost.   
 
 If LIFO/FIFO costing is used, the costs for each LIFO/FIFO tier for each warehouse (and 
 the associated quantity) determine the total on hand amount. 



 

 

47 

 

 

Application Computer Systems, Inc. 
Speedsearch and F3 Lookup 

 

 Committed amount is the sum of each warehouses’ committed amount.  This amount is 
 calculated by multiplying the warehouse item cost by the current total committed quantity 
 at the warehouse.   
  
 For lotted/serialized items, it is the actual cost associated with the lot of serial number 
 instead of the warehouse item cost.  
 
 If LIFO/FIFO costing is used, the cost for each LIFO/FIFO tier for each warehouse (and the 
 associated quantity) determine the total committed amount. 
   
 Available amount is the difference between and on hand amount and the committed 
 amount. 
  
 Work in Process amount is determined by calculating all labor and material that has not 
 been invoiced on jobs.  The WIP amount does not include un-posted labor and will only 
 display in the month the Executive Summary was generated.  The WIP amount will be zero 
 for prior and future months. 
 
 
 The Calendar display allows the user to select from the following options: 
 Accounts Receivable  Sales Totals 
 Payable   Gross Profit 
 Order Processing  Inventory 
 Purchase Orders 
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 The calendar option displays a day-by-day breakdown of any of its summarized categories.  
 When you first select this option, the month displayed is the current month.   
 The drop down arrow allows to you make a month selection and enter the year. 
 As in the Summary format, you will also be able to select from Amounts, Units or Averages. 
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C.  DATA PROCESS TRAINING 
 
What To Do With The Data 
Having stepped through the process of finding data using SpeedSearch and F3/Lookup, we now 
will review what options are available for the processing of this data. 
 
Many of the Speed search drill down screens will have Icons or options buttons in the upper left 
corner of the menu.  Wherever these options appear, they can be used to process your newly 
acquired data.  All of the options listed below may not be available for all search results, those will 
be “grayed out”.  
 
 

 
 
Restart Current Lookup 
This option is useful when you have performed a search and have the results displayed on your 
screen.  If you wish to begin a new search, Restart Current Lookup will return you to the original 
blank query. 
 
 

 
 
Save Current View 
Delete Column 
It is strongly suggested that these options ARE NOT used by the everyday user.  The Arrange 
Columns option, reviewed below, should be used when making any changes to the SpeedSearch 
display columns/screen for any specific user. 
 
 
 
 
IMPORTANT: Save Current View and Delete Column options can, when used 
incorrectly, result in systemic processing issues.  Please contact ACS Customer 
Support to review these options before making any changes. 
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Pick Selected Record 
This option has been superseded by new other SpeedSearch options. 
 
 

 
 
Filter Records  
This option can be used to refine or filter the result of your query.  
 
 Upon selecting this option your “Filter Data” box will pop up.  Here you can enter the 
 values you wish to search or filter by.  The options available in this process will be 
 determined by the subject matter of your search. 
 

 
 

 Columns – Allows you to select which column you wish to search on.  The options 
 available are dependent upon the query you are performing. 
 

Operator – select from the following options 
 Contains 
 Does not contain 
 Equal to 
 Not equal to 
 Less than 
 Greater than  
 
 Value – Enter the specific value you wish to search for 
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Find Records 
This option performs the same function as your F3 key.  It allows the user to perform a “lookup” 
to find the options available in any given field. 
 
EXAMPLE: Selecting this option in a Customer Number field will provide a list of valid customer 
numbers available. 

 

 
 
Arrange Columns 
This feature gives the everyday user the opportunity to format the SpeedSearch screens they use 
the most.  By selecting the column order, each user can determine what information will display 
each time they access this search. 
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By selecting Customer, Name, Contact Name and Phone Number the columns will display using 
these fields as the first four columns of the search. 
 

 
 
As you leave the query screen, you will see the follow prompt: 

 

 
 

-Select YES to save the changes you have made.  Your new settings will display each time you 
access this specific search and will remain until you change them using the Arrange Columns 
feature again. 
 
-Select NO to exit the search without saving the changes made to column display. 
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NOTE: Using the Arrange Columns feature will modify the SpeedSearch screen for this 
user only and will have no impact on the system or other users. 
 
 
 

 
 
EXCEL 
Any screen that displays the Excel “button” provides the user with the option of exporting the 
data to an Excel spreadsheet.  Many of the SpeedSearch “drill down” options have this interface 
available. 
 
NOTE: this option requires the user to have Microsoft Excel 2000 or newer installed on 
their workstation and have the Macro Security set to a Medium or Low setting. 
 
Once your search results are displayed, simply select the Excel option to have the data formatted. 
Once the spreadsheet is created, the information must be processed as any other Excel 
document.  Your system will not save this document, you must perform a Save if you wish to 
keep the resulting spreadsheet. 
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Print 
As you continue to use SpeedSearch, you will find many of your “drill down” options also provide 
a Print function.  This gives the user a fast, easy way to obtain a hard copy of the information 
displayed as the result of a query. 
Upon selecting the Print “button” your system will display a list of valid network printers.  
Selecting a printer will begin the print process. 
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