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Chapter 1 

Introduction and Installation 

Welcome to the Windows Client Write Up! 

Thank you for choosing the PC Software Windows Client Write Up System for your 
client or company accounting needs. We appreciate your business and we are committed 
to doing our best to make you a satisfied user of this system. Our goal is to make this 
system as productive as possible for your firm both now and in the future. 

The PC Software Windows Client Write Up System is a true windows system. Every 
line of programming code was specifically written for Windows. It is not a DOS system or 
a front ended DOS system. It was not written with a special compiler. It is a native mode 
(Visual Basic 6), 32bit Windows System, capable of taking full advantage of the Windows 
Operating System and the latest computer hardware technology. 

There is also extensive online documentation built into the system. An index and search 
feature for help documentation is available and can be accessed by selecting any Help 
button and chOOSing the Help Topics tab on the resulting display. 

Our Recommendations: 

We recommend you first install the enclosed Windows Client Write Up System using the 
CD ROM installation procedures found on page 1-5. Next, we recommend that you 
complete the Practice Set found in Chapter 3. The Practice Set is designed to help you 
learn the PC Software Accounting Windows Client Write Up System as quickly and as 
easily as possible. 

How to Use this Manual 

This manual provides the information that you need to get started and be productive with 
the Windows Client Write Up System. The system is designed to maximize productivity 
and profitability and still produce the best results for your clients. The system is easy to 
understand, easy to use and very fast. We have tried our best to blend sophistication with 
simplicity. 

This system has both online and written documentation. Online documentation is 
designed to provide the "quick answer" and to aid those who prefer online help. It is 
available on a field-by-field basis using the F1 key and on a screen-by-screen basis using 
the Help button. Additional help can be accessed from the Help pull-down menu which 
contains a system overview, topical search, word search and a system practice set. The 
written documentation will assist you in two ways. The "big picture" sections will help you 
get focused and the detailed option-by-option discussions will finish the job. There are 
also sections on special topics like bank reconciliation and cost centers that present all the 
information on a particular topic of importance. 
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Of course, no software documentation can answer every question or ~nticipate every 
possible situation that the user might be facing. For this reason, custpmer support details 
can be accessed from the Help pull-down menu under "Obtaining Technical Support". 

Organization of this Manual 

Chapter 1: Introduction and Installation 

This section provides a brief overview of the system tq help you to get the 
most out of the manual. It also serves as a guide duriog the installation of 
the Windows Client Write Up System. 

Chapter 2: System Overview 

This section provides a comprehensive view of the sy~tem. It highlights 
important features and it discusses the design and capabilities of the 
system. . 

Chapter 3: The Practice Set 

This section contains a practice exercise which introdijces the major 
features of the PC Software Accountings Windows :Client Write Up 
System. 

Chapter 4: File Menu 

This section provides an item by item description of th, File pull down menu 
which provides access to client creation, copying, deldtion and relocation 
options. Interfaces and conversions are also accessed from this menu. 

Chapter 5: Setup Menu 

This section provides an item by item description of the Setup pull down 
menu which provides access to all the options that are used to initially 
setup clients 

Chapter 6: The Transaction Menu 

This section provides an item by item description of the Transaction pull
down menu which provides access to the different types of transaction 
entry, various transaction editing procedures, and tran~action utilities 
programs 

Chapter 7: The Reports Menu 

This section provides an item by item description of th~ Reports pull down 
menu which provides access to the reporting function~ of the system. 

1-2 CHAPTER 1: INTRODUCTION AND INSTALLATION 




Chapter 8: The Utility Menu 

This section provides an item by item description of the Utility pull down 
menu which provides access to a variety of system utility programs and special 
function programs. 

Chapter 9: The Windows and Help Menu 

This section provides an item by item description of the Windows and Help Menu 
which provides access to system information and the on-line help system 

Chapter 10: Bank Reconciliation 

This section provides an exercise on bank reconciliation and associated 
information on this topic 

Chapter 11: Cost Center Accounting 

This section provides an exercise on cost center accounting and associated 
information on this topic. 

Chapter 12: Financial Statement Formatting 

This section provides information on how to format financial statements with the 
normal "easy setup" method. 

Chapter 13: More about Payroll 

This section provides a general overview of the payroll system and helps the user 
to understand how to setup and use the after-the-fact payroll system. 

Chapter 14: QuickBooks Interface. 

This section provides instructions for the QuickBooks interface. 

Chapter 15: TaxWise Interface. 

This section provides instructions for the TaxWise Interface. 

Chapter 16: Special Topics 

This section provides instructions on a variety of special topics such as disclaimer 
letters, password protection, the other programs pull-down menu, etc. 

Chapter 17: The Flexible Report Writer 

This section provides instruction in the use of the flexible report writer. 
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Chapter 18: Other Special Reporting Features 

This section covers other advanced reporting capabilities 

Appendix 

The appendix contains a brief discussion about "closing". It also has some helpful 
tips for individuals who have been running DOS Systems. 

Index 

The index will assist both current and new users in finding thel information needed 
to quickly learn the Windows Client Write Up System. 

Pictures and Print 

Screens 

The Windows environment provides a graphical user interfac~, enabling the user to 
quickly navigate through programs in a more intuitive fashion ~han allowed by most 
DOS applications. Such navigation can be easily accomplish~d using either the 
mouse or the keyboard. In this manual, screens are shown tq illustrate the 
operations under discussion, and descriptive captions and pojnters are included 
where appropriate to call attention to specific areas of interes~. Text items on 
menus and screens are printed in boldface type for clarity art! emphasis. 

Icons 

Throughout the manual, when an instruction refers to a graphical Icon on a screen, 
a picture of that icon appears to the left of the paragraph in wlllich it is discussed. 
To illustrate this, the Activate Client Icon is shown to the left. 

Using the Mouse 

Menu options and items that you click with the mouse are shqwn in bold. The 
following terms are standard throughout the manual when de~ribing mouse 
usage: I 

Click: Click the left mouse button once. 


Double-click: Click the left mouse button twice, in rapid succession. 

I 

Right-click: Click the right mouse button once. 

Point to or Highlight: Position the mouse pointer to ~n item or area on the 
screen. Depending on the item, Windows may highlight it automatically, or 
you may be further instructed to click on the item. 

Drag and Drop: Position the mouse pointers to an ite"" then hold down 
the right mouse button and move the mouse to repositjon the item, and 
then release the mouse button. 
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Before You Begin 

System Requirements 

It is important to note that this system requires a Pentium processor with 64 
megabytes of ram memory, the Windows 95,98,2000, ME, NT, XP, Vista or 7 
operating system and a laser or inkjet printer. If you do not have these required 
hardware and software items, you should not attempt to use this system. 

Preparing for Installation 

Quit All Other Applications 

The first step in installing the new system is to terminate any applications 
that are currently running on your computer. The Install procedure must 
process alone on the computer. This is important because other 
applications may interfere with the installation process. Another reason is 
that the last step in the installation might involve a reboot and there must 
not be any applications running if you are required to reboot. 

Determine if you are using a 64 Bit Version of Vista or Windows 7 

If you are running either Vista or Windows 7 you will need to determine 
what version of the operating system you are using. (32 bit or 64 bit). So 
left click on Start and right click on Computer. A menu will appear, left 
click on Properties. The View basic information about your computer 
screen will pop up. Scroll down until you find ·SystemType". It will tell you 
what version of the Operating System you are running (32 bit or 64 bit). 

Installation Instructions 

Note: If you have purchased the system and are installing it for the first time you 
will also need to obtain a license code called a Site Key from P.C. Software 
Accounting (800-237-9234.) Note that the system will work fine for 60 days without 
a site key in order to eliminate any time pressure in obtaining a license and also so 
that people can examine or review the "actual" system without being rushed. 

It is strongly recommended that you install the CD to a local hard drive such as C: 
and to the \PCSW folder. (These are the defaults settings). However, during the 
installation process, the hard drive may be changed to a different local hard drive 
and the folder may be changed to a different folder if there is some reason that you 
wish to do this. Do not install to the root folder of a drive because as the folder fills 
up with files, the machine will get slower and slower when you access that folder. 
Do not install the CD to a network drive as the system is not designed to 
operate reliably from a network drive. However, the system is designed to access 
data from a network drive or from any local drive on your computer. 

SYSTEM SETUP 1-5 




Step 1A: Installing the Program on a 32 Bit Version of Windows. 

If you need to install the program on a 64 bit version of Vista or Windows 7 skip 
to Step 18, otherwise insert the CD-ROM, if you are running ~ny version of 
Windows besides Vista or Windows 7 then proceed to Step ~. 

If you are using Vista or Windows 7 are screen similar to thei one shown below 
will appear. I 

-;;(~-~---  - --  - ---;~~~r 
-----~ 

Ii DVD RW Drive (O!) PCSA 925.01 

I!:J Always do this for .software and games: 

Install or run program from your media 

fjlj;;:~;~ :::::: ..~~ 

General options -~~-~ 

. Open folder to View files 
.~. using Windows Explorer 

View more AutoPlay options in Control Panel 

32 Bit Vista or Windows 7 install 

Just click on "Run setup.exe" as shown and proceed to Step 2. 

Step 1 B: Installing the Program on a 64 Bit Version of Windows. 

Insert the CD-ROM. A screen similar to the one shown below will appear. 

Ii DVD RW Drive (D:) PCSA 925.01 

IQ Always do this for software and games: 

Install or run program from your media 

r:J:J Run setup.exe

M Publisher not 


General options 

ViEW more AutoPI!y options in Contrpl Panel 

64 Bit Vista or Windows 7 install 


You will want to take the second option "Open folder to view Files" as shown. 
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This will bring up the contest on the CD. Open for the folder labeled 64 Bit and double 
click on it. This will bring up the contest of the folder. Double click on the Setup 
Application file. (Setup.exe). Continue to Step 2. 

Step 2: Windows Client Write Up Installation Screens 

The first screen that will display is the Welcome Screen. 

Welcome to the InstallShll;lld Wizard for 
Software from PC Software Accounting 

The lns1:aIISni!IId(R) Wizard w~IIns1:I.IU SoI'twllre from PC 
Software Accountlnqon your computer. To con~nue, click 
Next. 

WARNING: This program Is protected by copyright law zni 
International treaties. 

Click on the Next button to continue the installation. 

Figure 1-2: Enter your User Information on this screen 

The User Information Screen will display. Key in your name and the name of your 
company and click on the Next button. The Choose Destination Folder Screen will 
appear: 
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Figure 1·3: Select the default folder, C:\ PCSW 

This is your chance to install the system in a different location other than C:\PCSW 
which is the default. It is strongly recommended that you inst~11 the system on the 
C-d rive , because it has been our experience that the system Will run faster and 
have fewer problems. If you wish to install the system in a different location, click 
on the Change button and do so. 

Once you are satisfied with the system location, click on the ~ext button to 
continue the installation. . 

Step 3: Selecting the System(s) to Install 

The Setup Type Selection Screen will display: 

Figure 1-4: System Selection Screen 

This screen allows you to select the programs that you wish t~ install. Simply 
enable the radio button next the system that you want to install and then click the 
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Next button. If you want to install both the Client Write Up and the Computer 

Checkbook Systems enable the Both Systems or Custom radio button. 

If you select anything but the Both Systems or Custom installation please 

proceed to Step 4. 


Step 38: Selecting Custom Installation 

Note: The Both Systems or Custom option allows you to install both the Client 
Write-Up and Computer Checkbook Systems at the same time. It also allows you 
to skip installing the sample data or to install the files required for a Novell Server. 
The following screen shows the Custom Setup Screen. 

Cull:omSetup 

Figure 1·5: Custom Setup Screen 

The installation process defaults to selecting to install the Windows Client Write
Up, Windows Computer Checkbook Systems and the Sample Data but not the 
special programs that are needed if you have a Novell Network. If you want to 
install both systems and the sample data which is the normal choice, just click on 
the Next button and go to Step 4. 

If you desire to remove or add items to install click on the icon in front of the item. 
A menu will appear listing the various options. The only ones that you need to be 
concerned with are the following two options. 

This feature will be installed on local hard drive - Selecting this option will 
install the corresponding system. 

This feature will not be available - Selecting this option will cause the 
corresponding system not to be installed. 

Select the desired system(s) that you wish to install and click Next. 
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Step 4: Start Installing the System(s) to Your Computer 

The Ready to Install the Program Screen will appear. Verity the information is 
correct. If anything needs to be changed click on the Back button and change what 
is incorrect and then proceed once again to this screen. If everything is satisfactory 
on this screen, clock on the Install button. 

Figure 1-6: Verify the settings and continue on 


The installation will proceed and display the following screen when it is complete: 


InstaR8hield Wizard Completed 

The InstailShield Wl2ll1'd has successfuly instaled Software 
from PC 5oft~re Accountir.;l. Click Finish to exit the wizard. 

Figure 1-7: Click on the Finish button to complete the setup and! restart the computer 
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It is recommended that you reboot your computer after installing the system(s). 
Once back to the Windows Desktop you will have the PC Software Windows 
Client Write Up System Icon, shown to the left, on your desktop. 

Note: If you have any problems with the installation check the Trouble Shooting 
section located at the end of this chapter or call P.C. Software Accounting Inc at 
800-237-9234 or your software vendor. 

Starting the System the First Time 

B Once the system is installed, start it by double clicking the System Icon on your 
desktop. A message will display showing the days left on the system, ignore this 

we" 	 message and, after a short pause, the system will start. This standard message is 
part of the software security in the Client Write Up System. To eliminate the 
message and remove the restriction, call PC Software Accounting to receive an 
access code which will permanently authorize the system and the number of users 
desired. The system will work fine for the next 60 days, giving you plenty of time to 
make the call. 

Network Installation Issues 

If you have workstations, you are not finished yet. You should run this same 
installation on each workstation, installing the system to a local drive. Once the 
installation has been completed on all the workstations, the system installation is 
complete. From each workstation, you should choose the Setup pull-down menu 
and then the System selection. Then choose the Default Data Directory. This is 
where you tell the system, where the client data for each workstation will be found. 

You do this by selecting the drive and folder that you wish to use for this 
workstation which should be the network drive and folder. The system will 
remember your preference and always look for the data in the designated folder. 
Note that if you have also installed Computer Checkbook you should also 
designate a drive and folder for the Computer Checkbook. Generally you would 
also want to designate a drive and folder for your disclaimer letter also. The normal 
case is that all three of these drives and folders would be the same. 

Note For Networks: Microsoft recommends that systems be installed on the local 
drive C of each computer including the server. Following this recommendation 
leads to faster and easier operation with fewer network problems. Only the system 
needs to be installed on each workstation. All data can be on the server or 
anywhere else you want it, and it can be easily and automatically accessed using 
the Default Data Directory which was discussed above. 

Trouble Shooting 

Windows 2000, NT, XP, Vista or Windows 7 

After installing the system you may get one of two error messages; "error sending 
licensing information over the network" or "ckserve not running". If this 
happens, respond to the system by clicking OK. The system window should close 
automatically. Click on Start, Run and then key in \PCSw\NETFIX.BAT and then 
click on OK. This should initiate a program which will run very fast. You might not 
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even be able to detect that it has run. However, when you ac~ivate the Write Up 
System Icon again, it should work. If it still does not work, then contact P.C. 
Software or your software vendor for support. 

Please Insert the Disk 1 

If you get this message while trying to install click the Cancel button. A message 
will appear saying "Are you sure you want to cancel?", click the Yes button and 
then the Finish button. Reboot your computer and try the installation again. 

Windows Installer 

This installation package cannot be installed by the Windpws Installer 
service. You must install a Windows service pack that contains a newer 
version of the Windows Installer service. If you get this m~ssage while 
installing cancel out of the installation. Leave the CD-ROM in:the drive and follow 
the steps below to install an updated Windows Installer. 

1. 	 Close all open programs 
2. 	 Click Start on the Windows Task Bar. 
3. 	 Click on Run. 
4. 	 Browse to the CD-ROM drive. 
5. 	 Double click on the Utilities folder to access its conter)ts 
6. 	 Double click on the Service Packs folder to access its[ contents 
7. 	 Double click on the Windows Installer folder to acces~ its contents. 
8. 	 Double click on the folder corresponding to the versio~ of Windows you are 

running. 

Win2000 and WinNT if running either Windows 2000 ~ Windows NT. 
Win9x and Win ME if running Windows 95, Windows 98 or Windows ME. 

9. Double click on the file labeled instmsi.exe. This will install the updated 
Windows Installer. 	 . 

10. When the update process is finished exit back to the Windows Desktop. 
11. Restart the Client Write-Up installation. 
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Chapter 2 
System Description 

An Overall Description of the P.C. Software 
Accounting Client Write Up System 
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System Overview 

Guide to this Chapter: 
This chapter is designed to present an overall verbal and visual description of the 
P.C. Software Client Write-Up System. It is meant to be read from front to back but 
it can also be scanned for particular topics of concern. By reading it, you should be 
able to get a feel for the flow of the system and its application to your firm. 

As you proceed through the chapter you should also note what is less obvious, but 
equally important, i.e. that with the P.C. Software Accounting Client Write Up 
System your accounting firm can not only produce the "best" for its clients but also 
maximize its productivity and hence its profitability. Why is this true? The answer is 
very straightforward. The system is easy-to-understand, easy-to-use and incredibly 
fast. In short,. we have blended sophistication with simplicity. Welcome to the P.C. 
Software Accounting Client Write Up System. 

A Proven Windows System 
The P.C. Software Write Up System is a field proven system that has been 
perfected over many years. It is a true 32bit Windows native mode system (Visual 
Basic 6.0) that was formally released in May, 1997 and that was itself based on a 
very successful DOS system that was an industry leader for many, many years. 
This Write Up System is a stand alone or networkable and is compatible with 
Windows 95,98,NT,2000,ME and XP. 

A Well-Designed and Powerful System 
The P.C. Software Write Up System has great features. For example it is a 
perpetually open system that never closes! This means that you can run and rerun 
reports from any period at any time. The system includes fully integrated and 
sophisticated after-the-fact payroll and bank reconciliation sub-systems. There is 
also an optional check writing system that you or your clients can use. The system 
also interfaces with QuickBooks to allow the electronic transfer of data from the 
large numbers of accounting firm clients who use that family of programs. The 
system further interfaces with other accounting programs and spread sheet 
programs and features a superb interface with the TaxWise's Tax Preparation 
System. Reports can be printed or stored in a file in a PDF format. 
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Organized for Productivity 
Nothing is as frustrating to a computer user as attempting to figure out the "big picture" of 
a new software system. The PC Software Accounting System eliminates that frustration 
with its superb organization and operational design. It is simple in operation , organized by 
accounting task, and functionally programmed to take advantage of the latest Windows 
techniques. The System has user-friendly prompting, system help, innumerable 
"shortcuts", intuitive icons, and advanced design features that greatly enhance 
productivity. 

The setup of the system is straightforward and it is not unusual for the entire Write Up staff 
of an accounting firm to understand how to setup and run clients and how to use special 
features. Contrast this scenario with the environment found in some accounting firms who 
use other more complicated client write up systems. In those firms there is often a 
"computer expert" who must setup and change processing options for all the write up 
clients. 

System Structure and Work Flow 
Our system is organized to parallel the accounting workflow of a write up client. The 
comparison is shown below: 

Accounting Workflow I Computer Workflow 

Initial Client Setup The Setup Menu 

Monthly Posting and Balancing The Transaction Menu 

Report Generation and Printing The Report Menu 

Interfaces to TaxWise, Computer 
Checkbook, Spread Sheets, 
QuickBooks™ , etc. 

The Files Menu 

Special Data Manipulation The Utility Menu 
I 

I The Instruction Book The Help Menu and Written 
Documentation Manuals 

Table 2 - 1: Comparison of accounting and computer workflow. 

Each task of the work flow is equally important to the successful completion of the 
accounting cycle and this system separates those tasks as individual entities to retain 
simplicity and ease-of-use for the non-accountant computer user. This approach 
maximizes productivity by using a structure of pull-down menus. Each pull-down menu 
corresponds to a part of the accounting workflow. The basic structure of the pull-down 
menus contains related sub-options that allow the user to process each client in a unique 
manner. 
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Pull-Down Menus 


The area of the screen below the top title bar is called the Menu Bar. It contains the 
menu titles of a series of pull-down menus which are displayed when you click on the 
menu title with the mouse. Major accounting firm tasks are organized by grouping them 
within these pull-down menus. 

Ale setup Transact:icmS Other Programs Reperts Utilities VVindow Help 

Figure 2-1: The Title and Menu Bars 

The Setup Menu 

This menu contains all the procedures that are necessary to setup new clients, 
from the simplest to the most complex. The menu is oriented so that any client can 
be setup by completing the steps in succession . All basic information for a client is 
setup from this pull-down menu. The Fiscal Year and reporting periods are set. 
Chart of Accounts are entered or copied. Initial Balances are entered. 
Comparative and Budgeted information may be entered if desired. All basic payroll 
and reporting setup is done from the Setup menu. Special fe tures such as cost 
centers, automatic inventories, automatic corporate tax calculations , and automatic 
general ledger transactions are setup here if applicable for the client. The System 
Printer Setup options are also controlled from this pull-down menu. Note that there 
is also a special feature in the system that is found on the file pulldown menu that 
allows any existing client to be "cloned" so that the setup for a new client can start 
with all the non-proprietary items for the cloned client. (i.e. chart of accounts and 
basic setup items but not federal or state IDs or any balances or transactions.) 
Cloning a client greatly speeds up the setup time for a client. 

-
~ 

Dat~ • 
~. 

•~court 

S;ompany 
eayroU • 
ReportinQ • 
Cost Center (Q.epartment) • 
Automatic Inventory 
Corporate lax Table 
Automatic 2eneral ledger Trl!lnsac:tlon 

S~ern • 
Printer 

Figure 2-2: The Setup Menu contains the step by step options for initial 
client setup 
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The Transactions Menu 

Transaction entry is very important because a large amount of the user's time is spent 
doing this task. Therefore we have gone to great lengths to facilitate the fast, easy, and 
accurate entry of transactions. You may enter both ledger and payroll transactions from 
the same entry icon. Many types of transaction entry that are detailed in Transaction Entry 
and Balancing are handled from this menu. The procedures for finding errors and 
balancing the transactions are also fast, easy and accurate and they are both handled 
from this menu. Finally this menu accesses a number of transaction utilities that allow you 
to quickly correct errors or oversights that affect more than one transaction or accomplish 
other helpful transaction utility tasks. 

The Reports Menu 

This pull-down is used to process the entered transactions and to print the reports . All 
mainstream financial and payroll reporting is selected from this pull-down menu. Special 
linked printing procedures allow the unattended selectable printing of multiple reports at 
one time. Reports can also be printed to PDF files or HTML files which allows reports to 
be emailed or stored in a built in file cabinet or interfaced to Excel or Microsoft Word 

The File Menu 

This pull-down provides for all client file creation, copying, deletion and re-Iocation. This 
pulldown menu is where the previously mentioned "Clone client" option is found. Cloning 
existing cleints will save your firm great amounts of time in setting up new clients. This 
menu also contains a section that allows for data conversion and for the import and export 
of files into the system. Converting clients from your existing system is incredibly more 
productive than starting all over. There also are interfaces to TaxWise, QuickBooks, 
Spreadsheets, and ASCII Files, which will help you be more productive every day that you 
use the system. 

The Utility Menu 

This pull-down provides a wealth of essential functions . For example, a very helpful 
"locate setup errors" feature lets the computer check your client setup for oversights, 
coding errors, and omissions. A version control feature lets you go backwards and 
forwards on data that was created with different updates of the program and archives the 
information. This same version control automatically converts client data from old versions 
of the system to new updates. Powerful utility programs allow you to copy not only the 
chart of accounts but all special setups that would be useful , including payroll information, 
from one client to another. Powerful employee utilities help you to setup ro change 
complex taxing situations for large numbers of employees in a matter of minutes. 

The Help Menu 

This pull-down provides a full range of system help. It provides a system manual that can 
never be lost or misplaced. 
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Sub Pull-Downs 

All of the previous pull-down menus are primary level pull-downs, and are 
functionally organized by major accounting task. In addition, some specific 
functions on these pull-downs contain a series of additional choices on second
third- or fourth-level pull-downs. Any choice on any menu that concludes with a 
solid right arrow ( • ) will lead to another series of choices when highlighted with 
the mouse. Since the pull-downs are structured like this, specific related functions 
are further organized and focused upon. An example of this is the Account Menu 
shown below. 

s.e~,============:
D«~ 	 • 

!;;ompany 
~ayroll 

B.eporting 
Cost Center ro,epatment) 

Automatic Inventory 
Corporate lax Table 
Automatic !ieneral Ledger Transaction 

• 
• 
• 

InitUll &ItInces 
~et 

~ertners' Capital CCOlJ"Its 
Cash AccOll'ts 
Cop~ chart from another client 
fix BeIances 
Chart of Ace unts utMlties 

~ 

S~stem 

PriQter 

Figure 2-3: The Account Menu illustrates the organization and flexibility of 
account-related information. 

Icons 

The System is also organized by its Icons. Common tasks of the system have 
their own individual icons that promote efficiency, productivity, and ease-of-use. 
For example, the active client may be quickly backed up with an icon. The Chart of 
Accounts can be changed with another icon and transaction entry may be initiated 
with a third . Reports may be processed and printed in a group by using another 
icon. The built-in Bank Reconciliation may be accessed by another icon, etc. 

c Em +I(] • ~ :I ~ UII 

Enter Oute'I CJof IILedger Balance? Accounts Erit ClientOpen PDFCopy.Activate Debit-Trans:actions BalanceMainte-nance Write-UpFilesClientClient Credit Prablems? CalculatorCurrent 	 Bank CheckEmployee GiltaCreate a Reporting File Reconciliation Report GrGBp WindowsNew Client Period Maintenance PAceS sing 	 Cmnputer 
Checkbook 
(If Installed) 

Figure 2-4: The Icon Bar. 
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Client Setup 

Client Setup 

After purchasing a client write up system, there is a period of time before you can 
start producing your client's reports . This is the time when you have to move your 
clients' data from the previous client write up system to the new one. This process 
can be long, tedious, and expensive. In fact, most fi rms have probably struggled 
with a Client Setup in the past and do not look forward to doing it again . Often this 
stops them from updating their Client Write-Up systems 

We have Conversion programs. We can "Clone" Existing Clients 

We have been very successful in writing special conversion programs to help 
accounting firms to move from other client write up systems to ours. What this 
means to you is that you can probably update your client write up system without 
going through a long and tedious process. If you are on an existing client write up 
system, you should call P.C. Software and let us see if we have an existing 
conversion program to transfer your data or if we can write a new program to 
transfer your data. We can also clone any existing client that you have. This greatly 
simplifies setup of new clients and within ten seconds or so your new client is 90
95% setup. 

The Right Answer, the "Flowing Chart, n and a Few Questions 

Whether you start by converting your existing data or you start from scratch, our 
system is easy to setup and use. We provide three separate processing modules 
that allow you to meet the needs of each client in the most efficient manner. We 
have programmed a module which have nick-named the "Flowing Chart". This 
module uses a highly developed and sophisticated approach to financial statement 
formatting that is the heart and soul of the PC Software Accounting Windows 
offering. 

The "Flowing Chart" module allows the professional accounting firm to produce 
the finest in financial reporting capabilities with a system that is easy-to-use and 
easy to understand. It does this by anticipating the needs of an accounting firm 
and allowing the firm to answer a series of questions for each client that when 
combined with our "Flowing Chart" module produces a complete set of financial 
reports for that client. Contrast this to the scenario of requiring your firm to design 
its own reports and having to designate a person or a group of persons to become 
the computer experts for formatting reports. 

Our module will literally seem to read your mind and provide just what you want 
with a minimum of effort. This Flowing Chart module will handle the vast majority 
of the reporting requirements for your accounting firm with full laser capabilities. 
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Look at the example of a Flowing Chart shown below. Notice the accounts that 
have been boxed. These accounts are not real accounts but they are "heading" 
accounts. When these "heading" accounts are combined with the answers to a 
series of questions, your financial statements are automatically formatted. Figure 
2-5 is a sample screen of questions that is used in conjunction with the Flowing 
Chart to format a complete set of client financials and schedules. 

I i~ 
The Sample Company. Inc. 

CHART OF ACCOUNTS LISTING 
February 26.2003 Client No: 205 Pagel 

Description ~ I&!! IYI1! Consol 

IAssets HIll 1 
ICurTent Assets 105 2 ~ I 

Cash In Checking 110 5 
InvenlO<y 125 6 

Accounts Receivable 130 5 , 
Iproeert~ and Eguil!!!!ent 150 Ii! 11 

Automobile 160 5 
Computer 180 5 
Furnnure 190 5 

Less Accum. Dep<eciation 195 5 
[ii51IiillJ:i 2C~ j ~I 

~u(J'ent liabilities 201 2 ~I 
Accounts Payable 220 5 2 

Payroll "'xes payable 221 5 1 223 
Federal W/H Payable 222 5 2 

FICA Tax Payable 223 5 2 
ILong 'fe"" liabilities 228 , ~I 

Notes Payabla • First Nationel 230 5 2 
Notes Payable· National Trust 231 5 2 

!Equity 300 1 31 I! 
Capital Stock 310 5 3 

Retained Earnings 315 5 3 
Profit and LO$S 320 5 3 

Uncome 400 ~I 
Seles 405 5 4 

Returns 406 5 4 
ICost 01 Goods Sold 425 1 51 
Beginning Inventory 429 5 5 
Purchases I Freight 431 5 5 

Ending Inventory 433 5 5 
IExpenses 450 ~ 

Salarie. 465 5 6 
Travel 600 5 6 

Insurance 605 5 6 
Taxes 610 5 6 

Depreciation 615 5 6 
Office Rent 620 5 6 

Postage I Shipping 625 5 6 
Office Supplies 630 5 6 

Professional Services 635 5 6 
Telephone. Expense 640 5 6 

Uti.tiel Expense 650 5 6 
lother Income 700 71 

The Sample Company. Inc. 
CHART OF ACCOUNTS LISTING 

February 28. 1999 Client No: 205 Page 2 
~ IYM ~ 

Intel1lltlncome 701 5 7 

Miscellaneous Income 702 5 7 


IOther Expense 7'5 1 81 

Miscel1ane<lu, ExpeNie 720 5 8 

Total Postable Accoun,",: 14 .284 .00 Iii 
Total All Accounts: 16.278.00 

Report 2- 1: The operational simplicity of the Flowing Chart approach is clearly 
depicted in this sample listing. This simplicity belies the sophisticated reporting 
power that the Flowing Chart produces. 
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Figure 2-5: Answering these types of questions, in combination with the Flowing Chart, allows the 
accounting firm to maximize productivity while producing an excellent array of standard financial 
reports. 

Custom Reports with Flexibility 

There are customer requirements that are better fulfilled with customizable reports. The 
PC Software Accounting System provides the user with the ability to customize reports 
that allow columnar flexibility. For example, cost centers or locations may be presented 
side by side. Any other information that is available from the system may also be 
presented in these user-designed reports. We also have a full function Flexible Report 
Writer for the truly "one-of-a-kind" reports that are occasionally needed. 
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Report 2- 2: The custom reporting feature allows the user to custom-tailor reports quickly, easily, 
and provides the client with the exact information that is desired. 
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The Special Functions Modules 

Certain computerized accounting tasks don't fit in any organized software compartment. 
Most systems try to fit these tasks into an existing module that accomplishes other 
functions. This approach generally weakens the main function and does a poor job with 
the special task. Our solution is' to program these special tasks with special functions 
modules so that we can produce exactly what the client needs without sacrificing 
accounting firm productivity. 

For example, our cash flow statement requires the accounting firm to match account 
numbers to lines on a pre-set report, as depicted on the screen below. The capability to 
change text is retained and no special accounts need to be created for debit and credit 
amounts. In short, you get exactly what you need with high productivity. 

Another example would be financial ratios. Rather than require you to devise the formulas 
for common financial ratios, you simply indicate which ratios you want to use and indicate 
which accounts numbers or ranges are appropriate. Graphs and Charts are also easy to 
produce. 

Cash E)ow Une: 10075 Employee Taxes W1thheld 

~ /Employee Taxes W1thheld 

r,I,cpou1Is hcbIed --
ZZZ F&dera~ V/H Payable 

. Z23 FICA Tax Payable 

Accounfe 

Figure 2-6: This cash flow setup screen identifies the accounts that are associated with a particular 
line of the cash flow report . 
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The Power of a Three Module Approach 

The power of our system is due to the combination of processing capabilities linked 
together by the ability to use any function of any module interchangeably for any 
client. Thus a client may have twenty reports from the Flowing Chart, one from 
the Custom Module and a third from the Special Functions Modules. More 
typically, however, our Flowing Chart is the only module that many accounting 
firms need to use for the great majority, or even for all of their clients. If an unusual 
financial report is required, the system can produce that report with the columnar 
flexibility of a custom statement or with a full function report writer. And finally, if a 
Special Function report is required, they can be quickly and easily generated 
using various special functions modules. 

Why Are We Different? 

The difference between our approach and the approach of many other client write 
up software systems is that our customers are not forced to choose between 
product or productivity just because their software company has limited them. We 
have done considerably more work in providing three modules that are tailored to 
your different accounting tasks but the end result for you is that you will have to do 
considerably less work to produce the best in reporting for your clients. 

Operational Organization 

Focus on the Chart of Accounts 
The organization of the chart of accounts is straightforward and allows maximum 
flexibility in reporting options. It does this through the use of formatting accounts. 
The numbering technique is extremely flexible and typically allows the accounting 
firm to retain any currently used nurnbering scheme. To further enhance capability 
and productivity, there are options to accomplish all the standard requirements in 
financial presentation. For example, control account utilization provides 
consolidation capability for accounts on the financials. This al ows the printing of 
control account balances on the financial reports without corresponding sub
account balances, yet on the period and YTO ledgers, these sub-accounts remain 
individual accounts and are further summarized for consolidated cross reference. 
There is also a tremendous formatting flexibility on an accoun by account basis if 
there is a need for special formatting or special grouping. This is accomplished by 
optional account by account formatting options and the provision for alternate 
account number and descriptions for each account which modify the standard flow 
and account description. 
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Figure 2-7: Chart of accounts information can be entered or changed from this screen. Additional 
features related to account numbers are accessed from the Report Format and Miscellaneous 
tabs. 

Changing Account Numbers in Place 

This feature allows the firm to change any account number at any time. The system will 
then change all information pertaining to that account including budgeted information. In 
addition, the current and year-to-date transactions will also ehange to reflect the new 
account number. This capability allows the accounting firm to organize and standardize 
their clients without being held back by a computer system. 

~[hart or Accounts Maintenance "'~ EJ 

Ao:coUnll!lumber I 
J 

Ch~glng Aceounl Number II 
I I

I 
CantelNew Accounl Number 

I : 
I i 


~--------------------------------------------------------------~! I 
_...._--_. ..__.. _-_.. __.-.. _-_._. ........ . __......_........-~-.-.----........-. --...- ...- .. ------------.....- .-.. ---~. 


Figure 2-8: Account numbers may be easily changed, and the change is reflected in all historical 
data. 
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Report 2- 3: This Chart of Accounts for Coding is a typical utility report that is 
provided to assist the accounting firm with everyday tasks. 

Listings of the chart of accounts are provided in either numerical or alphabetical 
order. There are numerous other special function lists that assist the user with 
special formatting , interfacing or other requirements that are necessary. 

Master Chart of Accountsl Master Everything Else 

The user can enter multiple charts of accounts and save them as masters. These 
charts are typically organized by industry and can be further refined by account 
type such as cash or accrual. When a new client is being setup, the most 
appropriate master charts of accounts could be used. However, a key feature of 
the PC Software Accounting System is that any existing client chart of accounts 
can be used as a master chart of accounts- in other words, any existing client can 
be cloned. When an existing client chart is used as a master, only the accounts, 
descriptions and formatting instructions are copied. Thus any new client can be 
closely matched in requirements to either a master industry chart or to a similar 
existing client depending on the closest fit. However not only can a chart of 
account be copied from any client, so can any other setup op 'on that was used on 
that client. This is normally done with an option that allows "cloning: the client. This 
option copies all setup information but no federal or stated 10 or account balances 
or transactions. This translates to tremendous productivity in the initial setup of 
new clients. 
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Entering Initial Balances 

With the PC Software Accounting System, even the simplest tasks are optimized for 
maximum productivity. For example, the system provides an initial balance entry screen 
which lists the "postable" accounts for that client with an accompanying blank line for the 
debit and credit balance. The system places you in the right column for the type of 
account you are entering so that you can enter the account balance unsigned unless that 
particular account has an other than normal balance. In that case, you precede the 
balance with a minus sign to switch columns. 

Comparative and Budgeted Balance Entry 

Comparative balances are automatically stored by the system and are available one year 
after initial client setup. If comparative reports are desired sooner, you may easily enter 
the necessary historical data. They may be entered as dated transactions for the particular 
period they apply to, or even by entering a trial balance for each period which 
automatically generates the appropriate "net charge" transactions. Budgeted entry is 
facilitated by a feature that allows a budgeted amount to be automatically duplicated for all 
periods for an expense such as rent which will be same each month. In addition, 
budgeted entry is also dated by period to eliminate confusion. 

:. D'J(JO~I"'U I!lI!ij Ei 

status ~ve 

A¢count Name: li"elepl1one Bcpense 

Jan 01 I 500.00 May 01 Sep 01 I 500.00 

FeO 01 500.00 'I Jun01 OtD1 Jr--~--~5~00~.0-0 

Jul 01MarOI J 500.00 1 500.00 N "01 I 500.00 
D~01 ~1---------50-0-.0-0:Apr 01 I 500.00 Aug 01 500.00 

Total For All Periods. 6.000,00 

.._----=.==================================--================~ rUdget Metnod 
!ir Account by Account OAlI Accounts-Current Budget 


... All AcCOUnts-zero start 


r Same BUdget All Per10ds 

Cancel 

Figure 2-9: Budgeted information can be entered quickly and easily using special features that 
assist the user. 

SYSTEM CHARACTERISTICS 2-15 




Focus on the System 

Variable Periods 

This system allows you to setup your periods by client. You can switch back and 
forth between monthly, quarterly or annual processing and since all transactions 
are dated, this will not present a problem. You may also specify non standard 
periods if the situation calls for it. Thirteen period processing presents no 
problems. 

Perpetually Open System 

This system stays perpetually open. Thus any financials from any period can be 
rerun at any time. There is also a special perpetual ledger that provides the 
perfect audit trail at any given time. 

System Help 

This system has an extensive help section. You may access field by field help with 
the F1 key or option help with the help button within that option or from the Help 
pull-down menu. A sample help screen is shown below: 

..:/ [ Iient Write -Up 	 R~ EJ 

Help Iopjcsl aack I Pmt I i< Jl ~> I .Glou alY J II 
Bank Reconciliation " 

To start the Bank Reconciliation process, you will need to indicate to the system which J oumal Code you 

want to start reconciling lirst. Normally for most bank accounts, you will reconcile two groups of transactions, 

because you should be assigning one iournal code for checks and another for deposits. 


The List button will display all the Journal Codes for all the bank accounts you have set JP under Cash ! 

Accounts . 

I 	 The End 01 Period Bank Balance field is the position where you will enter the ending balance from the I 
bank statement you receive from the bank. 

Reconciliation Method . your choice here determines how the transactions will display. The choices are: 

.1 .q!19.I.~.q~;;t!j~9. and .t;.lw.AIJ1~.lm! 


The lollowing choices are available lor displaying transactions: 

Suppress Cleared Items · This will display all outstanding items. 

Show Only Cleared Items . This will display all cleared items. 

Show All Items . This will display all items. 


Below is a list of. additional functions available on the Bank Reconciliation Screen. Click on any 01 these 
additional subiects for more information: 

Mark All Cleared Mark All Not Cleared 
Edit 'Caiiy'FO"iward R ecords A~~ :(~:~~~.: :t:r:~!J~~:~!i~.r:J~ 
.J:l!j~~ .W~.iJ~..~h~~~ P'!j~t.1:1 ~~.q.rl!<i-'j~HQ!!.R.~P'9-'.t. 

Setup for each company's bank reconciliation is handled under the following lunctions: 
Bank Reconcilation Setup 
Cash Accounts 

1i 

Figure 2-10: Help screens assist the user during entry of information and also provide 
system instruction and direction. 
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Written System Documentation 

There are certain complex topics, some of which require explanation via sample reports 
that are better presented in a written documentation system. For this reason, the PC 
Software Accounting System has extensive written system documentation. The written 
documentation is organized by function and option. 

Decimal Choice: Accountant or Typist Feature 

We allow the user the option of entering numbers as an accountant would with automatic 
decimals or like a typist with decimals required. This feature may be easily changed by 
different users. 

How about an Automatic Error Checker? 

We are pleased to provide you with an entire subset of programs that check your work. 
These programs tell the computer user of any errors or oversights in their company setup 
and processing that the computer can identify. This programming concept and 
breakthrough eliminates those times when the system is "not working ," when, in fact, a 
minor oversight is the culprit. 

:IIlocdte ~"tup LrtOI • 1IIr-T £) 

Febru ary 28.2003 

No Errors Found 

Account 221 
Account 222 

No Errors Found 

The Sample Company, Inc. 
Setup Error Li st ing 

C ash Accounts 

C hart of Accounts 

Has type out of sequence . 
H as type out of sequence 

Cash Flow Statement Setup 

Clien t No 100 Page 1 

Clo~e 

Figure 2-11: The system has the ability to locate and clearly identify setup or current-period errors 
or oversights. This can dramatically decrease computer downtime for the accounting firm. 
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Focus on Payroll 

The PC Software after-the-fact payroll system is incorporates an easy to understand yet 
powerful design. Every item that can affect a paycheck is called a payroll item. There are 
five different types of items: 

1) Additions which add to a payroll check. 

2) Deductions which subtract from a payroll check. 

3) Notations which do not affect a payroll check but which are accumulated for 
reporting purposes although they do not affect the general ledger. (i.e. cash tips) 

4) Company paid items which do not affect a payroll check but do affect the 
general ledger. (i.e. company paid car) 

5) The net check amount which is defaulted to a particular account but may be 
overridden to a different account. 

Items are setup for the company in general and then the appropriate ones are assigned to 
each individual. The system's design allows any item to be designated as subject or not 
subject to any tax and also to be placed anywhere on any form such as W2's or 1099's. 
These payroll item designations and placements are easy to make and easy to 
understand. 

" Payroll Item Mdlntenance I!I~ EJ 

Name. IFica + Medicare VVIIhholding 

Or~: IDeduction 
=--== 

Category' IFICA~edicare VVIIhholding (Employee Share) 

Item T~ Amount 

~--------~~~=--

P: ncIude In Custcm PR SlmIRIrY ~ Include In Custcm PR Traonctioo 

Figure 2-12: Each client and each employee may have different payroll items. This allows maximum 
flexibility in handling accounting and tax reporting requirements. 
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Figure 2-13: This screen allows tax rate changes. Other screens in the system, such as the one below, 
allow further refinement of payroll functions. 
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Figure 2-14: This payroll setup screen allows the user to customize such ttlings as the entry of payroll 
transactions and the automatic interfacing of accounts such as copying FICA and Medicare 
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Powerful Utilities Make Setup a Breeze 

Once the first employee is setup with the typical items that most emp oyees of a company 
have, all additional employees can be made to have the same items without the items 
being keyed in. Only out of the ordinary items need to be added to employees that have 
them. There is also a full set of powerful utilities that quickly add, modify or delete payroll 
items to one, a group or all employees. Taxing considerations may be added, changed, or 
deleted with the same power. 

~ rmployPF Utility 1- Ir6lfXl 

IX: Show Ind& of Employee Utilities 

Chanqe or Combi.ne rD (Employee or Vendor) 

Renumber ID 

ID Leading zero fix 

Capitalize L~. Name amd Addre~s~~ 


fix Payroll Tran~action Employee Names 

Payroll I"em Maintenance 

Mi~c. Payroll Ieem Main"enanoe 
Combine ~Jplioa"e Payroll Items for eacb Employee 
flCAMD Conver~ion or Capl."aJ.ize all Item Cod",~ 
Remove Zero Amoun" Payroll I"em3 

Sub~"i"u"e or Ad(1 PR I"e.= 
Replace PR I"em Acc"(~) wi"h P09"inq Acc~. 

Jurisdic"ion Maintenance 
Add Tax Juri~dic"ion 
Remove Tax Juri~dic"ion 
F",d",ral Juri~diction Fir~" (Add} 

Deduc"ion Order 
Change Comp. Code 
Change W2 or 1099 
Prev",n" Generation of GL Tran~ac"ions or Change Ne" Account 
Change Unemp . Sta"" ~I 

Figure 2-15: Powerful employee utility functions allow quick and efficient setup of employees and 
make any changes or error corrections an easy task. 

Flexible Reporting and Payroll Entry 

Your operation will be much more productive due to our ability to customize your payroll 
reports and payroll after-the-fact transaction entry if it is beneficial for a particular client. 
This is accomplished by answering questions as to exactly what a cl ient requires. We 
have flexibility in doing the payroll the way you want it done with features like doing 1099's 
from either after-the-fact payroll or ledger transaction entry. We have the capability to do 
such things as pro rate payroll entries by cost centers. In summary we give you the tools 
to do the best for your client in the payroll area with the maximum in productivity for your 
firm. 
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The Standard Check 

Statistically a large percentage of individuals get the same or a very similar paycheck each 
pay period . This system has the capability to remember an employee's standard check 
and to automatically make it available from period to period on transaction entry. This 
makes the entry of after-the-fact payroll transactions extremely quick and accurate. Of 
course the standard check may be easily modified if it is different for a pay period. 

,:llmployee FIle MaIntenance IIII~ EJ 

o .aaslc Inrormatlon 0 Items 

Code Name 
FED Federal Withholdln 

Healrtl Insurance 
Unltorms 

f\1ary Jones Status: 

rUse tnls record as derault (standard new employee settings) 

@Standard Check 

Amount 
67 .36 

38 .25 
28 .51 
35 .00 

5 .00 

Update Item Posting Accounts 

Amoun 

i~;;";";"'==";;;';;;;';;';"'-----~ 325.88 
---.........~-

@ DedUctions 
Natations 

o Employer 
Paid Items 

Figure 2-16: The setup of a standard check for an employee allows the user to recall that check 
each period. It is not necessary to re-key it unless there is change 

Vendor Reporting and 1099 Reporting 

This system allows the setup and reporting of Vendor information. It also has the ability to 
easily capture and retain vendor transactions and report on them historically. It can also 
optionally save indicated vendor's information for 1099 reporting . 
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Transaction Entry and Balancing 

Sixty to Seventy-Five percent of a user's time is spent 
in transaction entry!! 

A Client Write Up System is a tool. Any contractor will tell you that using the right 
tool is the key to job productivity. The same is true with a software tool and 
nowhere is this more evident than in transaction entry where the majority of user 
time is spent. The PC Software Windows Client Write Up has left no stone 
unturned in maximizing transaction entry productivity. 

The PC Software Client Write Up System is not just a tool, it is a toolbox. In the 
same way as it has productive, powerful and easy-to-use features in account and 
payroll setup, it also has them in transaction entry only even more so. Here are 
some of the main transaction entry tools that PC Software has in its toolbox. 

Methods of Transaction Entry 
Interfacing Tools 

There are a number of very useful interfaces to allow your firm to drastically 
decrease the amount of time spent in transaction entry: 

• Interfacing from QuickBooks ™and the QuickBooks ™family 

• Interfacing from other PC Software Systems 

• Interfacing from other systems using a standard ASCII interface 

Using these interfaces can dramatically reduce the time spent preparing a 
clients' financials in comparison to the time that would have been spent of 
the transactions were individually keyed into the system. 
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Automatic Transaction Entry 

There are many automatic transaction entry features that may be used in the PC 
Software Accounting Windows Client Write Up System: 

• 	 Automatic Transaction Entry 

• 	 Repeating Transaction Entry 

• 	 Automatic Pro-Ration of Cost Center Entries 

• 	 Automatic Reversing Entries 

• 	 Automatic after-the-fact payroll journal entries 

• 	 Automatic payroll entries 

The PC Software Accounting system includes a wide variety of automatic 
transaction entry features that increase user productrvity. When the Automatic 
Transactions Entry feature is used a transaction that Is identical or nearly identical 
can be duplicated and any differences entered. The Repeating Transaction feature 
allows the automatic repeating of transactions either with or without fixed amounts. 
Transactions that need to be pro-rated and distributed to cost centers or locations 
can be pro-rated and distributed automatically. Accrual entries like open payables 
can be reversed automatically. General ledger entries can be automatically 
generated from after-the-fact payroll entries, and many different payroll and 
corporate tax accruals can be automatically accrued each period. 

Methods of Keying Transactions 

The methods of actually keying transactions into the PC Software Accounting 
Windows System are very productive: 

• 	 Standard Ledger Transaction Entry Including normal & payroll 
transactions 

• 	 Alternate transaction entry which provides a high speed capability of 
transaction entry 

• 	 Trial Balance Entry 

• 	 Journal Entry 
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The Standard Entry screen allows a transaction from any journal to be either 
entered or changed. A touch of a button allows the transition to an after-the-fact 
payroll entry screen and another touch brings you back again. Check numbers and 
dates are carried between the screens. (Note: As a convenie ce to users of the 
DOS system, the F6 key has the same function as the "OK" button). 
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c.e.te Automatic Balancing G.uh Entry I u.e MOI4e W'IoMI I 
Figure 2·17: The basic entry screen for all non-payroll period transactions combines speed, 
flexibility, and ease-of-use. 

The last five ledger transactions appear on the entry screen and all transactions 
may be viewed on the screen without leaving the entry program . Previous 
Transactions from ledger or payroll may be directly accessed at any time for 
correction . When users are entering ledger transactions, account numbers are 
systematically checked. Any columns of displayed information can be sorted by 
clicking on a heading. (For example- transactions that have al eady been entered 
can be sorted and displayed by account or amount or check or reference number.) 
When account #'s are entered, the account description is displayed. If the account 
number is invalid, the account may be added without leaving transaction entry. 
Further, if there is a question as to the existence or appropriateness of a particular 
account, the chart of accounts may be scanned on the screen without leaving 
transaction entry by clicking on List to the right of account #. There is also a 
special multiple distribution feature that allows the multiple distributions to be 
rapidly entered. 

In the same manner, employees are checked and may be viewed or added if 
appropriate. An additional after-the-fact payroll strong point is the existence of a 
standard payroll check feature. This feature allows a typical repetitive check to 
automatically be stored and repeated as the employee is accessed. 
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Name: \Smitb. James UichaeI Date: 101 /31106 Center: r~ Unemp State: !FL ~~ 

Additions ~1 AmoI:aYt I IACCOIlIlt ! AmoI.II11 
FtGROSS 4e5 I 800.00 1 I-

list Acooun15 o Don't GenerateGl TransI 

IJedlJctions Account AmouIIIt !Account I 

! Amooot il I-~-Feder.aI WitbboIdlng Z22 78.10 

Fica + Ue!icare W-~ m 81 .2>!l 

I ~t
' 110 

J1e6D TO 
Amount I 

Q1< ~ ~ Delete c~ .be §L TrmsI I I I I I I ~ 
Uemo I 

r uake SUI Checlc 

Figure 2-18: The basic entry screen for payroll transactions maximizes throughput by tailoring payroll entry 
to the client 

When a standard check does not apply, payroll entry is still tailored and optimized by the answers 
to questions that are asked in Client Write Up. Payroll transactions may be changed throughout 
the entire period without reversing entries or performing unusual procedures. In fact, all 
transactions are changed in place, not reversed out by additional entries, thus eliminating another 
possible source of error. Summary journal entries are automatically made for payroll totals. 

The Alternate Transaction Entry Screen is designed for fast typists. It allows the high speed 
entry of regular and payroll transactions, minimizes the use of the mouse and contains a myriad 
of special entry features. The correct use of the features of this screen can greatly enhance firm 
productivity and profitability. Transaction entry by trial balance is a powerful feature that allows 
the user to enter transactions from a trial balance provided by the cl ient. The system takes the 
trial balance entries and compares them to the existing trial balance, and then generates "net 
change" entries as transactions. This feature is very helpful in entering end of year balances for a 
client that you do not process yearly books. It is also very helpful to enter comparative numbers 
from last year on a new client. A special journal entry screen is provided for the entry of large 
numbers of multiple line journal entries that might be used in some large company accounting 
situations, although for the great majority of clients, journal entries are made with the standard 
entry screen or with the alternate transaction entry screen. 

Of course, standard entry features like Help and decimal choice enhance productivity in all types 
of transaction entry. 
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Unlimited Notes with Transactions 

One of the outstanding features of the PC Software Accountirg System is the 
capability to store unlimited information about any "ledger" transaction and retain 
this information indefinitely. The benefits of this capability are limited only by your 
imagination allowing such activities as storing fixed asset information on an 
acquisition or complete notes on a funds distribution. This information is only 
printed on request so that the normal reporting functions remain standard but a 
special printing allows management review or further accounting use of these 
notes. 

~Ii JOUI n~llnlt v Note~ l-ilfJlixl 
Transaction Information I 

I I Transaction I Account I Date I Journal I Reference I Amount I Description II 
! I 123 I 640 I 04/30/06 I CD I 1009 I 2,633_71 I A1's Automotive I 

Bought three GM 350 motors. Two are already sold to Bill' s Auto Service and the third is to go _ 
i nto stock.1 

I' 
~: 

1 l-J 
i lIll 


O~ gmcel tlelp Qetete
I I I II r J 

Figure 2-19: Unlimited text entry for each transaction allows such notations as fully 
documented asset purchases or specific details on loans or time payments. 

Transaction Balancing Features 

Another potential time bottleneck is the balancing and reconcil iation of transactions 
after they have been entered. This area can slow processing and heavily impact 
productivity. The PC Software Accounting System is particularly strong in 
providing tools that allow the user to accomplish this with a minimum of supervision 
and with maximum speed. 

Immediate System Error Correction 

The PC Software System includes system editing, lookup and totaling, to minimize 
incorrect entries. However, besides these features it also provides an immediate 
system error correction capability. Statistically, users will realize most of their 
mistakes immediately after entry. With this system the last five transactions are 
displayed on the screen and can be accessed with a few clicks of the mouse for 
immediate correction. 
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Account Inquiry 

The beginning balance and transactions of any account can be displayed for the period. 
This is particularly useful in using "control" accounts such as cash in the bank to insure 
accuracy. 

.:w Account Balance I - Irol~ 
i 

Dale: ~4I3012006 Accounting Basis: ~fauH Accounting Basis 
! 

I 
AccQUnt Number: 11m ICash in Checking~ 

~.---.-. -[ Sequence By: l I.. Dale r Check Number II 
.- .- ..--J 

Transaction DescriptionDate JournalI Debits~ CreditsIReference 

Beoinnng I 52,400.861 


120 
 I iPYR $553.93 1 10044I3Oa006 Sniilh, James J 

122 413012006 Unted ReallyCD I , $1 ,200001 1005 

121 413012006 Deposl CR J $4,000.00 ' I DEP 

JE ! ___ I $2 2.50l SVC Bank Charges 119 4J3012006 

Endtlg $4.634.43:! I J 

CIo§e !:!elpI I 

Figure 2-20: The capability to check any account balance at any stage in monthly processing 
assists the accounting firm in reconciling control accounts 

Debit-Credit Checks 

Besides the automatic totaling and display of the transactions on entry, debit credit checks 
of entire journals may be isolated and period beginning balances can be quickly checked. 

MaIn OebltlCredlt Check I(nIual Balance Tran$CIcU01l5 OebltJCredlt CheCk I 
-_ .._._------,.._ 

~~------~r-~~--~ i 

Figure 2-21: An on-screen Debit-Credit Check may be performed with a click of the mouse button. 
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On Screen Displays 

All transactions may be displayed on screen for quick verification. If errors are 
noted, a transaction number allows the direct access of an incorrect transaction to 
be immediately accessed. 

Journal Inquiry 

A powerful editing report that sorts and totals all transactions by reference number 
(i.e., check number, deposit number or date) and segregates these entries by 
journal (thus isolating bank accounts) allows extremely quick identification of any 
problems as this report shows all checks in order with their total. This report can 
be quickly checked against a bank statement for omissions or differences if there is 
a problem with reconciliation. 

III 
Sample Reconciliation 

JOURNAL RE PORT 

January 31 . 2006 CD  Cash disbursements e li nt No: 951 Page 1 

Tm# Date Acct Elf p escri pti on 

55 1.16106 600 52.0{) 36lS3 Exxon Corp 

56 118/06 460 1{)(H)O 3634 Jame& Smlttl 
51 1/10/06 631) 14.0{) 3635 Be S upplle(. 
58 1l14/ 06 640 86.48 3636 Veflzon 

99 1 / 1610 6 650 63.00 3637 f Io!'kla PowEr 

60 1/28tc6 62'Il 450 ,00 ~ T I10maEi Realty 
61 1.!23JD6 60Q 94.00 J639 Pe lican RestaU1ant 

62 1.<"27/06 190 392,00 36«l F re<:tli OlTloe FumltUJe 
63 1/29,106 460 25<0 ,00 36A1 """'5 SmIt.I1. 
64 1!29tc6 230 148 ,32 ·3642 General Motorc Creolt 

65 1/31106 110 1,649,80 C I'.8 nlJ.a'Y Ctte~& 

Totals for 11 Items 5. 19·0.0Q 1 ,64980 1,649,80 

i 

Report 2- 4: Journal Report Inquiry 
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Built-in Bank Reconciliation Program 

A very powerful, easy-to-use bank reconciliation program is built into the PC Software 
Windows Client Write Up System. This program has multiple ways to mark entries as 
cleared that greatly enhance productivity. It has clear, straightforward reports that 
highlight reasons for unreconciled balances very quickly. 

Joumat I @T"~=:"""-Fl o K~ Alnounl 
End ofPenod Bank Balanc% 13,209.88 o Key tk Num And Amount -.J, 

Cle3redCheck No Amc>unt l>esa'1IliDn ._. 

f2.50 XSVC 5D,! CIIa(gos 
~' I-X3641 301.22 ABC Electric 

--~ 

XExxon Corp 3i644 -~ 
36(5 100.00 fJ&ines SmIb X 

14.00 ABC SupplY X~ 

Venmn"3641 all.~8 

6300 FPLJ648 

._--

---k 
3649 m .oo ThDII\II!I Realy XI 

660.70 X3650 Smith. James M'. 

3651 ~.OO Pelican Rest8Uranl I X 

~, 

o S!;ppress Cleared Items 
o SIlDw Only Cleered 'terns

~, Slmw Ai Items 

rJ Mark All "Cleared" 

Mark Aft "Not Cleared" 

Add Ledget Tr8llS1lOCUms 

~ 
Vew or Pm1 Worksl>eel 

I Vlew or Print Reconciiillion Report
Qk Qan cel 

Gl, Sal ~ 2400."86 Bank Sal ~ 2400.86 Difference: 0 

Figure 2-22: The built-in check reconciliation feature is sophisticated, flexible, and easy-to-use. 
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The Best in Reports and Features 

Introduction 
Now that you have examined the setup , operation and flow of the system, we will 
concentrate on highlighting some of the reporting and other features that the 
system produces. 

Reports for Every Need at Your Fingertips 

The Flowing Chart concept of the PC Software System provides reports for every 
need as a standard of entering a simple chart of accounts. There is no need for 
complex setups to provide your client with the capability to analyze what is 
happening to their business both in a comparative basis to last year and to control 
against a budget right now. Periods and year-to-date information can be presented 
so that "right now" and "the big picture" can be equally considered . A wide array of 
transaction reporting allows a transaction by transaction analysis of what is going 
on. 

Reports in Variable Fonts and Font Sizes 

This system allows the accounting firm to put the power of the Windows operating 
system and its unequaled printer support to work. The firm may vary fonts and font 
sizes by type of report to produce an outstanding final product. Additional 
sophistication and flexibility is available in reporting to allow such things as variable 
column widths depending on the type of report and expected maximum numbers. 

Trend Report 

The Trend Report is a twelve month presentation of an income statement. This 
report is very popular and is often a breakthrough report for those firms not 
understanding how looking at reports can actually help them. Of course, well 
managed firms love this report because they know that a trend analysis provides 
the advance notice necessary to adjust to a rapidly changing business 
environment and highlights situations that management needs to concentrate on. 
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Salos 
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Expenses 

s.""~Sa..,. 
Tr..-.I 
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TPM 
Do!p<edeIlon 
0I!0:e~ 
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SeMCeS 

TMPhooe 
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NoI Incune 

Jan 03 

S 12.34500 

(850.(0) 

11 .495 00 

600,00 

6.200.00 

285.48 

~oo 

I ,m .6/' 
12525 

1,50000 

7 5, ~ 

245.53 

300.00 

23- 68 

7'34. 
0.00 

11.926 .52 

$ i431.82J 

Feb 03 

7.8&)00 

000 

7.8150 00 

200.00 

6,200 00 

' 15.65 

000 

1.22567 

12525 

1 50000 

:IUS 

85.15 
lOO.OO 

15567 

~61 

0.00 

10.405 41 

O.545Al) 

The Sample Trend Company, Inc. 
STATEMENT OF REVENUES AND EXPENSES 

FOR THE 12 MONTHS ENDED DECEMBER 31, 2003 

Mar 03 Apr 03 May03 Jun03 Jul03 Aug 03 

15.552.00 

(425.00) 

18.650.00 

(1.275.00) 

23.245.67 

11,700 OO} 

21 ,190.15 

11,27500) 

22,34552 

1425 00) 

28,450 75 

0,00 

15.12700 11,37500 21.545 61 19,915.15 21.920,52 2M5075 

1.20000 

6,200 00 
372 45 

000 

1.226 67 

125.25 

1 500.00 

1,010 

31 0 11 

30000 

1,20000 

8.00000 
457. 89 

0.00 

1,610.25 
24(l50 

1,500.00 

1,8 15 45 

2,223.46 
300.00 

2.20000 

8.00000 

423 56 

000 
1.6 1021; 

24050 

1.50000 

3J461l 
18015 

30000 

1.20000 
8,000.00 

766 12 

1.200 00 

1.61026 

2oUl.15O 
1,50000 

1.404 50 

1,240 56 

400.00 

20000 

800000 

624.56 

000 

1,61 0 26 

310 15 

1.50000 
335 56 

15.22 

400 00 

0.00 

12.00000 

2,134 , & 

0 00 

2,422 46 
51068 

'2.25000 
3.03421 

238.65 
40000 

33561 415.96 67:i.8S 345 98 423,45 1 , ~I567 

512 25 

000 

t42.~ 

0.00 

~ra35 

0.00 

!S1237 
0.00 

4tKJ 

3,850,25 

873 e1 
000 

~ 18.305.86 16,043 27 18.420.24 17, 74968 25,23021 

2.93450 (93086) 5.50240 1,494.91 4,17084 3,c10 54 

Sep03 

3~.350 , 65 

000 

34,350,65 

600 00 

15,825.00 

2.6114.56 
0 00 

2.422.46 
510 56 

2,250 00 

1.~6Il 7 8 

423.48 

2.20000 

2.13971 

4S !1 
7,200 00 

38,458.22 

I~ , 10757) 

Oct 03 

42.014 28 

0.00 

42,014.2e 

4,200.00 

18,575.00 

3,«11 24 

0.00 

3,62345 

510,56 

2.500 co 
3,2571 8 

1.200 10 

400.00 

2,6S7.21 

7100S 

0.00 

39,14479 

2.859 49 

Nov 03 

52,245.65 

0,00 

52,245.6'5 

6,.200.00 

18.24S60 

4,123 56 

000 

2,814.56 

64510 

2,:500 00 

2,1\4523 

1,:101 43 

eoo.OO 

J, 124.~ 

613.24 

1.500.00 

4U1326 

7,432 39 

Dec 03 

56,750.19 

0 .00 

750 19 

4,200 00 

le,24560 
3,85!98 

<100 00 

5.825 34 

2.500 00 

1,854 36 

824 35 

1.200 00 

3,54523 

~ I2 

7, 200,00 

~1.~1 08 

5,.103 II 
c 

54510 
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Graphs 

Trends can also be highlighted with graphics. Standard bar graphs of income, 
expenses, and profitability can be prepared without any special setup. The 
graphical display of the previous trend reports is shown below: 

The Sanp Ie Trend Company, Inc. 

40.000 

o 

II 

I L I .. I I • I• - I ., 
I 

Jan 05 fell (15 1 05 Apr Q5 May 05 05 .1J I05 /l;Jg05 Stp 05 <k1 05 Hlv 05 Dec 05 

REVENLES VS. EXPENSES 

f2-IAONTHTRE~D 
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Cash Flow Reporting 

The cash flow statement can be difficult for an accounting system to produce. The 
PC Software Accounting cash flow statement is easily prepared , completely flexible 
and in full compliance with accounting requirements. It's set up with the "special 
functions" module approach of PC Software is as simple as designating which 
accounts are applicable to which line item. In addition the system is capable of 
reporting both the current and year-to-date periods or the year-to-date period only. 
The system uses an advanced methodology in report creation which eliminates the 
need to code debits and credits to special sub accounts just to provide these 
reports . 

The Sample Client 
STATEMENT OF CASH FLOWS 

For the One Month and Th,.. Months Ended 
March 31,2003 

Curr1lOl Period VUfTo Date 

Cash Raws from Operatlng ActMtIes 
Nellncome (Lou) $ 7.842.30 S 8 .821.18 

Adjustment. to Reconcile Net Income to Net Cash Provided: 
Decrease (Incruse) In Operating Auets: 

l,.,...ntoIy (8.0i4.32) 348.03 

Increase (Decrease) In Operating U8bi1lties: 
Employee Ta.. WlIhheId 
Acc.nIed Payrotl rues 

1.081 .81 
80.03 

nZ.80 
372.21 

Total AdjU8lmetltl (•.972.38) 1.493.04 

Net c.teh Flow From 0perwti0nB 2,869.91 10.320.22 

Cash Flows From Financing Activ!tles 
Inflows: 

InCIHSM In Sales Tax Payable 
Outf\ow$:: 

o.a.a- In s... Tax PII)'IIbIe 
0--. In Current Portion LT. Debt 
OMdenda Paid 

3..5el.29 

8,123.• ' 
273.30 

2.5504.00 

10.085.60 

18.318.93 
813.76 

7 .182.00 

Net Caeh From FINnclng AdiviIlIIa (7,389..ce) (1 • .227.08) 

Nat Increne (Deer) In CMh & Equivlllenta 
Beginning CMn And Equivlllllnta 

(• .SI9M) 
17.522.78 

(3,906.86) 
18.910.08 

Ending Cash & Cah EquivlIIenla s 13.003.22 S 13,003.22 

Disclo8ure Of Accounting Policy: 
For the purpoae8 of the S1alement of Cash Flows, the company considera 
all highfy "quid debt inatruments purchased with a maturity of 
three months or less to be cash equivalents. 

Report 2- 6: The easily produced Cash Flow Statement provides the client with detailed 
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Cost Center Reporting 

One of the most significant capabilities of the PC Software Accounting System is 
its ability to professionally and productively accomplish cost center accounting. 
What might take all day to setup on other systems takes only a few minutes with 
our system using an ingenious cost center "expander" and the Flowing Chart 
module. Not only does the system provide separate income statements and a 
consolidated statement for each company but it also had the ability to provide 
separate balance sheets if appropriate for the entity. In addition, different 
groupings of centers may also be produced. As mentioned in the section on 
transaction processing, center transactions can be automatically prorated in 
"ledger" transactions and well handled in after-the-fact payroll transactions. 

Account Range 


aeglnl'llng Accountj440 


Ending Accountj650 

1--- ...- ...--......- ..--------J 

Model Cost Center (Optional): r 
Transfer Orphaned Balances end ~ 

Transllctions to: " V 

Figure 2-23: Cost-center processing is easy to setup and use 

Multi-Company Consolidations 

Not only can the system handle cost center accounting, it can also consolidate 
independent companies to produce a mUlti-company consolidation. 
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Automatic Inventory Calculation 

The system calculates the correct transaction for the appropriate inventory accounts when 
the cost of sales percentage is specified. Variable percentages and physical inventory 
adjustments are easily handled as are multiple product lines and variable sales accounts. 
The system automatically calculates the correct accounting entries to the inventory 
accounts based on the current criteria in effect for that client. The inventory presentation 
provides the classic correct depiction of the beginning and ending inventories. This 
presentation is infinitely more meaningful to a client than an 'inventory change" account 
and allows far better inventory management through such techniques as cyclical 
inventories by product line. 
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1:1 

The San'pI eGenera Store 
COST 0 FSALE S SCH EO Ul£ S 

For te0Il!e 1Jon1h am Two IAMbsEOOea 
Felruary28, 200S ~I 
ClIrffit Fgicd 

Prnoont FUcent 
Ys To Dae 

Amoont Percern 

Sales 
Hardware 
Hard'I are Re1JJJTlS 

$ 22,O~31 

{145.1Z) 
1oo ,ffi S. 

(Oro) 
44,1 08.52 

~57) 

100 ,52 
fO ,52) 

Total Sales $ 21 ,9D9,19 100 ,00 S 43,881.05 100 ,00 

Cos!ofsales 
B~irln~ IrNernCAY 
PlIOmes 
Freight 
Erding In.'entcry 

14,394.51 
18,345,34 

412.34 
(16,7J) ,l)) 

65,7l) 

83,73 
1.88 

{76, 1?) 

17,567,23 
;)1,416,55 

647.21 
(16, 721ll) 

4Q ,ro 
71 ,ffj 
1,47 

{Jl ,10) 

rota! Gait cl Sales 16,43Hl9 ]5,00 32,91 0.79 75,00 

Gross A'alt S 5,477.30 25,00 S 10,97026 25,00 

Sales 
Gerual f1<rlucts 
Gerefal Ffalucts Rams 

$ 14,194,72 
~24ffi) 

100 ,17 S 
1(17) 

28,913.18 
{2~U12) 

100 ,84 
(084) 

Total Sales S 14,170,16 100.00 $ 28,73116 100,00 

Cost ofSaieS 

BaJinniry IlNent'Jl)' 
PlIdlases 
Flelttt 
Erdirlg Inir'ffitcry 

6,69245 
7,~,·n78 

239,64 
j'3,13974) 

4123 
53,24 
1.ffi 

(2215) 

10,034,11 
15,667,23 

424,93 
n ,1J9,74) 

.:4,92 
5t53 
148 

(10 ,93) 

Total erst d Saies 11 ,336.13 0000 22,96653 0000 

GlOSS A'art $ 2~34, O3 2),00 S 5,746.63 2) ,00 

t 

Report 2- 7: The Special Functions Module produces true inventory reporting. The true 
inventory allows cyclical inventories, by product line, to monitor and adjust automatic 
inventory estimations based on historical percentages. 
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Powerful Subsidiary Schedule Capability 

The system supports the automatic generation of normal, budgeted and comparative schedules 
that match the parent financial statements. Schedules are also available for both single and 
multiple center entities. Variable schedules can also be produced with great flexibility. Special 
schedules that are commonly needed such as cost of goods sold schedules are easily and 
professionally produced. The report below illustrates automatically produced Balance Sheet 
schedules. 

SampleReconciliation 
SCHEDULE OF ASSETS, UABlLlTI ES, AND EQUITY 

JanualY ,m 

Gash in Bank 
Bank ofAmerica 0,197.,64 
Firs r·tational Bank 3,5GO, 1 0 
JP Chase 4,200.15 
Money I.l arret Account 5,OOO.GG 
Bank ofAmerica Savings 10,00000 
Fir51 tiational CD 25,000.00 
JP Mor~n SaYifl~ 1,000.00 

Total Cash in Bal1k S ===54::;;;;;;,89=7=,89= 

Notes Payable 
Notes Payable Bank ofAmerica $ 4,154.01 
110tes Payable Fmd fieliYery Truck 12,OOO.{)O 
NGtes Payable -.Allen Harris 15,000,00 
Notes Payable MikeSmilh 15,000.00 
Fir51 National Bank Hote Payable 3,25{)'OO 

Tolal Hotes PayaDIe S 49,4[M,a1 
====== 

Report 2- 8: The system allows the automatic generation of subsidiary schedules as well as the generation 
of "custom" schedules" if needed. 
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Interfaces, Interfaces, Interfaces!! 


No one wins when the same work has to be done again. Interfacing is the answer. 
This system provides powerful and flexible interfacing capabilities to fulfill a 
number of standard accounting needs. 

TaxWise Interface 

We have a superb interface between P.C. Software and TaxWise. You simply 
pair TaxWise work codes with client write up accounts as shown on the screen 
below: 

.!"Ii 1fiX ( o,lt:' f ott ..... r~ I©I~J 
FonnType 


(il 1065 C; 1120C 0 1120S C ScheduJeC 
 Ir M~:~I~=:::=~:_.. 

I 

__ .__..._J~ I 
120 ca.h in Sa\'inq~ 

IIBm TJPe 130 Aocounts Rece ivable 
140 Pr epaid El<P"n~ ..Ii~· ASSET.S :,. INCOME '0 UA8UJTES I EQUITY O EXP£NSE 
160 A>.Rcmobile 
180 ~er 

Select Balch Number (Till' Code) 190 FUDl itllre 
195 LeaL! : Acc'Wll . [)e'p 'r !!!ciat ion 
220 ACCDWlt~ !'liVabl e 

Schedule L·1 dCash 

Schedule L·2acTrade Ncles~ectewbles 
222 fede ral WIll PayableIillSchedule L-2bcBad Debts 223 FICA Tax Payable 

InvenlO!ies Sch&CIule L·3d 230 001:" e Payable.. _.._-- 
US Obllgalio~s "'----'" 310 cap.!u> 1 Sl:OCJcSchedUle L-4d Ir 

3lS R t.a ine.d E.arninq~ 
320 PftI! i t 'll1ld Lo~. 

Tax Elempl Securllies Scheclule L· 5d 

OIIler CUFrent Assets Schedule l ·6d HO s..le~ ~ Schedul.e l -7dMIg & Real Estate _._- ......- ......_.__._
De-Seled All 


Dapredallle Assels 


Schedule l-8d 16~enlS 
Sche'dule L-9ac [Sorter- ... 'I 
SChedule L-9bcAccum DapreciallOn I (e, AwlIlIIl 0 Desaipllon __ 
Schedule l -10ac~8P.!!,lable ~ets I~ r Show on .1 Undeslgnaled AccountsAccum Oellietion ISchedule l·1Obc 

.; , __n __. _ '_'_'__ 

Ok 'C:anceI ~IP Cloj!&I I I I f II 

Figure 2-24: TaxWise Interface Code Entry Screen II 
Once you have paired all the work codes with their respective accounts, you take 
an option that interfaces the year-end account balances to the TaxWise System. 
Then you enter the TaxWise System, call up this client and the year-end balances 
are already in the tax system. It is that easy! No more duplication of effort! No 
more loss of time when time is at a premium. Tax Code Entry setups can also be 
copied from client to client 

Computer Checkbook Interface 

The P.C. Software Windows Computer Checkbook System is a check writing 
program that is designed to be used by the accounting firm as well as by their 
clients. It typically reduces write up preparation time by about 80%. Computer 
Checkbook has the capability to write both payroll and vendor checks in addition to 
producing deposit slips. The system also keeps the accounting records for all 
transactions and even has an integrated bank reconciliation program so that the 
clients can know, with certainty, what the balances are in their bank accounts. 
This system is directly interfaced with the client write up system and since it was 
designed for accounting firm use, it has ALL the information that the accounting 
firm needs to professionally and productively prepare payroll and financial reports. 
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QuickBooks™Interface 

QuickBooks has an incredible number of users and it is more than likely that some 
of your clients use their system. The PC Software Accounting System interfaces to 
QuickBooks and the Quicken family. This interface is capable of importing both 
ledger and payroll information. 

r 40urnal Unka 1 Options I I UsI Lml<s 1 
Employee SeleeUon n T EIDJlloyee Wnk5 T C,!ss Unks 

ACcount UnI(S 

uq~~----------------------------------------------------. 

I ~ ~~~~~ ~~~~~~-~-~ -~I:~--.:.  . =.:r~~ - j-
~ --- ~ ---------.,-- --- .--.... .. . 

-  - . I _ --, .----.. .. ~- ...-..-..... .. 

:II X 

No Match 
---- -..- ~...~...-...---....-.-...........- .....•..._ ..__ .. _--------- 

Figure 2-25: The QuickBooks interface is capable of importing both ledger and payroll 
information 

ASCII Generic Interface 

Transactions can be imported and exported from many other sources via a 
standard ASCII interface. 

Spread Sheet Interfaces 

Transactions can be exported to spread sheets such as Excel. 

A Special Interface: Your Client's Data is in Microsoft Access™ 

This system was designed for you and your client's data. We have placed your 
client's data in the Microsoft Access Data Base. This means you can access it 
whenever you want and use Microsoft Access to process and present in it in any 
way you want. You can also use many software too s like Crystal reports that 
directly interface to the Access data base. 
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Other Reports and Features 
Automatic Calculations 

Rather than wait until year end to discuss and compute a corporate, 
federal, state, and local tax liability, the PC Software Accounting System 
can calculate these figures each period and present them on the current 
period financials. The Special Functions module makes this a simple 
task. The Accounting Firm enters the appropriate tax range tables and any 
loss carryover and the rest is automatic. Once again the client is provided 
with the best and the accounting firm maximizes its productivity. 

Working Trial Balance 

The Working Trial Balance report allows the accounting firm to dispense 
with the tedious manual procedures of documenting year end entries to the 
trial balance for the purpose of preparing the tax return. 

Sam's Pressure Washing & Painting 
WORKING TRIAL BALANCE 

December 31 , 2005 Client No: 150A 
PleP'lIed By:__ R~ie.l'ed By:___ Pa9' 2 

LJnaljustoo ADJUSTED BAtAtoiCE 
DR feR) REF OR CR 

(2:94. !OO.OO) 

327.900.00 

r_lrieresi-Sd>ot!IIleK·4a 42tJ {6.toJ.(0) 

In21051 ,zx:,.OO 
~.:lOJ.oo 

32.~OO 

p 3 Hoo.OO 

0 .00 

!6,OOC.OO 11\ 000 .00 

e.ooc.oo 7.m.0Il 

(!)C.OO IDOOO 

lOOO.oo 0.00 

3.7.100.00 

0.00 

18.000.00 

720000 

W HD 

~ion 1.000.00 
,.000.00 

12.aXH)() 15,(00.00 It,.ooo.oo 

Salsies and WlIgos - Farm112!)s-1 - 8 1)443 ~.OOOOO !l5.IDil.OO 115:%0.00 

stCOO.OO 60.000.00 60.000.00 

Report 2- 9: The working trial balance allows the accountant to view all of the end-year 
adjustments. (Portions of this report are not shown for documentation presentation) 
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Disclaimer Letters 

Flexible client letters may be created and are easily setup to contain embedded data from 
the system files. Letters may be setup once for a client and used repeatedly by copying 
the letter template to other clients. A sample letter is shown below: 

The Sample Accounting Finn 
Certified Public Accountants 

JOt .Mai.IlS1:r.~~t 
hg)':t5m:B, Florida 3423 4 

941-123-4567 
"COMPUTER DATE 

To the Board of Directors 
·COMPAWl' NAME 
• CLIENT_AD DR 1 
*CLIENT ADDR2 
·CLIENT ADDR3 

We have compiled the accompanying balance sheet of ·COMPANY NAl\.fE as of *REPORT 
DATE and the related statements of income and retained earnings and cash flm.vs for the 
*TFRAl\.fE_ CUR_ TTD, and the accompanying balance sheet and income statement supporting 
schedules , in accordance ~vith StatemenlS on Standards for Accounting and Revie\v Services 
issued by the ...\merican Institute of Certified Public Accountants. 

A compilation is limited to presenting in the form of financial statements and supplementny 
schedules information that is the representation of management. We have not audited or 
reviewed the accompanying financial statements and supplementary schedules and,accordingj:y, 
do not express an opinion or any other form of assuran.ce on them. 

Management nas elected to omit substantially all the disclosures required by generally 
accepted accounting principles . If the omitted disclosures were included in the fmandal 
statements, they might influence the user's conclusions about the Company's fmancia! position, 
results of operations and cash flows. Accordingly, these financial statements arenotdesigned for 
those who are not informed about such rnatter~ 

The Sample Accounting Finn, CPA' s 

Report 2- 10: Sample disclaimer letter showing embedded data and leWright justification . 

Vendor Reporting 

This system has the capability to report on vendor transactions and to save 1099 
information for vendors that require it. 

Payroll Reporting 

This system incorporates a full after-the-fact payroll entry and reporting sub system. The 
powerful design of this system makes it easy-to-use and yet gives it unlimited flexibility to 
handle different taxing entities and changing laws. 
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Payroll Summary Report 

The payroll summary presents each employee or independent contractor in a clear, 
concise manner. This presentation is enhanced with the capability for the accounting firm 
to vary the reporting headings by client and thus tailor the amounts and deductions that 
are presented. Individual transactions are shown for easy reconciliation and support. 
Totals are shown for the period, the quarter, and the year-to-date. Totals are also shown 
for the 1099's and W2's. Tax depository liabilities and period breakdowns are also 
presented. Breakdown by weeks and accounts allows quicker and more accurate 
additional payroll reporting. An example of the Payroll Summary Report follows: 

The Sample CheckwrilinO Company 

Payroll Summary 


311 /200610 313112006 Oem No: 101PY POIge 1 

Check Da~ Go",. 'eo ,"- Sla '" la!I! "'" 
1 GecrI:,!T :l!i!D. l!1U!:lli! 
lam 3:1.'0t6 ~P.5C 65.91 4I1.1J 31. l3 O.Ge .iQoV .H 

Q'ID ~ 3-.50 ~5 .01 .l.l ~ 31 .13 O.Ge 39!'.l< 
Y'ID 5" .SO ~5 .91 .l.l~ 31 IJ O. 3~ . H 

; ~2ImM;'h.a!l! SlIIith ~ 
IDOl 3"1 /0.,\ Il l .00 '4:: .~ 31.51 ~ . 3~ 11.05 

Q'ID 1l2 .00 .;: . {~ 31.51 !135 o at 11.0J 

Y'l1> 1'".00 4109 31.~1 n .]! oat 11.0! 

Uk. .I.mh 
M'ID 649.5() 113 00 72<13 534& O. 411). 39 

Q'ID 640.5f1 113 00 7! ID 53 AS 0 .• .1~.39 

Y'ID 64fi . i<l l1.3.Of ~ . 6J B.4& 0 .• <10.39 

Torals Bv n.t. 
OJ .'Cll.'Ot 6<9 . ~ Ill .DO 72.63 53 .41 0." "10.J9 

"'1 Iro.byron ItmP 

~ 
NCGROS 

~ 
649.j·{r 

~ 
6~9 . j!l 

TIQ 
~.9 SO 

l\' ith~ing 

FED 

FlCAMD 
NCSIWH 

9m:s! 
113.00 

12 .63 

IHi 

QU! 
113.00 

~ . ~3 

SJ A.8 

YI.J.l. 
113 00 

72 .63 

53 .41 

~ Qm:m! QU! ll!!. 

rik IoWs [or &lDlIli!lllm 

~ 
NCOROS 

eun-, 
6'9 .50 

~ 
~49 Y.) 

ITI1. 
6~9.50 

l\:ithhDjdml: 

FED 

F1c.AMD 

NCSTWH 

£!.!mn!. 
113 .00 

'2.63 
53 .4& 

Qil) 
I l loo 

":.6l 

S3 41 

ll!!. 
113 .00 

72 .\9 
$) .41 

Deduotion· ~ Q[!! YID 

941 La bmtt ~!I!I!;II II 

941 biab~j1lt: Summaa: 

D].Ct."" 
Mc~ly Total 

!$S.28 

lS l :2S 

Report 2- 11: The Payroll Summary Report provides both detail and summary 
information that is useful for a variety of management and payroll reporting needs. 
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941 Report 

The system produces a laser generated 941 form . 

... 941 lor 2006: Employer'lI Ouarterly Faderal Tax Rstum 
M_ '-'a.I',Hr:r, ~QI--""J' .................--.. ,OMIII ... , .... 


~~~ QGJ-QQQQQGlG 
"*-w I..~__......,I I 
~..-. ,fl •.", I I 
........ IFii...., IIiiiI 

I 
-aa0l rIC.raw 

I 101 I 
"'" ".. ... 

EI ,..Io-.....y. -. Me 

0 2: ....... ~"f. ...... 
D ~ . lilt, ........ a..-' 
O.oa.o..._ ._ 

, - .......----...........· ... - __........f_ 

............... 1~ (1:1<- \) . ...... 12 ,000,... :I'i._ .1: (Q-lIt.l>ot·IllO_,., 


2 ............. Md_............... 


• F.=====u~=;:!=:! : =I:I := ~=
O=-(iid--.t4-..- ..--=':..::..""a L.:..:;....J 

7. c_~~r....... t4 ............____ 


7d Q,n..~~_WlHt~(M... Fo'rI'n00t1D) 

'I. P1Ior ....... ___ 1t41Oi
_...,~.rd _. 

11 ep...o~;:,_ ... ~Foft.D41'" 


',~ ..........__...nII _ f_F....dlOt<4 


7h~_ ..._ • • _ 7.-"~~ J_ ~ I I 
II OIoi _ _ itd"'_~'.ntl1" . i I ~:. 1. '1<:> I 
. _ .... . ".. _ __ itEOt ..........-......-, 

let ___ .....-... ..._BC~_a .D.,.. 'a. :1 ~d
11 ' .... .,..... r<w ...4........ ......... _ '• .-."""' _ ._.. 

,21 I'> t . ')(i"==':.~D~ ""'fl'==t=.;.- ....·) 
1 3~:,"'::::'',:.;..,"":;.::.-~~=~_ "''''1 

Report 2- 12: This typeset, system-produced Form 941 eliminates a familiar accounting firm 
"headache." 

W2'5, 1099'5 and 940'5 

This system produces W2's,1099's ,940's, 941's, and 943's. P.C. Software is approved to 
produce W2's and W3's on plain paper. It also generates all other W2 and W3 copies on 
plain paper as well as 940's, 941 's and 943's. 1099's and 1096's Copy A's are still 
required by the government to be produced on a red scannable form. All other 1099's and 
1096's are produced on plain paper. 
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State Unemployment Reports 

This system generates the state unemployment reports for the great majority of 
states. We will program the state unemployment reports for the few remaining 
states when we get accounting firm users in those states 

Magnetic Media Reporting 

Magnetic media reporting is provided for both federal and state requirements and 
are fully certified by the appropriate government regulators. The magnetic media 
program allows straightforward, productive reporting with added safeguards for 
checking and validating. 

Print only IrInsall1lons WIIn aolllt'limounls tIflI';~.. ~--·=l.1[0 __ 
@ Yea,·To-Dale

I ~ITlansu_uo_ns_ __---J r 
PnntllUattOUfII& r r Uu Mamllll Attounl Numbel8 

r Pr1nI RUfl!\lngTo'tls r Pllnt COMlOllGaI T 

@VlIIW rAttount selection 

Pr1n1 Numbet 01 Copies. r Beglnnlng I«ounl of Iinge: 

r I.IaIno Dananc 18111 prlntel dl1Y8r? 
Ending nto~nt of range: 

i [ ~peetnt 'ttOunts1····---·..·

I 1 _ 1 m 

i---
Balance Problems? 

CentarlWe 

Figure 2-26: The year-to-date general ledger may be analyzed by individual account, range 
of accounts, or by a group of accounts. This analysis can be optionally contain unlimited text 
for each transaction 

Some Evaluation Criteria 

Speed, Productivity, and Ease-of-Use 
Many Client Write Up Systems illustrate financial reports and gloss over the efforts 
that are required to produce them. This can be a major oversight as the degree of 
effort in producing the reports directly relates to profitability_ We have shown you 
that our system is geared to productivity and supports the factors which are critical 
to a firm's productivity, such as speed, efficiency, and ease-of-use. 
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Established Criteria 

Some time ago, the AICPA wrote a pamphlet entitled, "Guidelines to 
Assess Computerized General Ledger and Financial Reporting Systems for 
Use in CPA firms." They mentioned some criteria which is worth 
considering to evaluate different systems. These three factors are just as 
important today as they were then: 

1) The technical proficiency required to use the system. 
2) The degree of accuracy and auditability provided by the system. 
3) The processing speed, efficiency and simplicity with which the system 
operates. 

Technical Proficiency 

We do not know of a sophisticated Client Write Up system that is simpler to 
use than the PC Software Client Write Up System. It is simple in 
operational design, organized by accounting function and takes advantage 
of Windows ease-of-use features with necessary help and prompting 
throughout. The setup of the system is so straightforward that it is not 
unusual for the entire Write Up staff of an accounting firm to understand 
how to setup and run clients and use special features. The most typical 
situation is a fast typist actually entering the information from prepared 
source documents. 

Accuracy and Auditability 

The accuracy and auditability within the PC Software Accounting System is 
outstanding. The system accounts for all data with detailed records. 
Extensive edits and checks for balance conditions are provided. Also, 
individual transactions are automatically retained for a perpetual ledger. 
Processing is designed to minimize user entry and client data errors. All 
financial reports are available at any time in the cycle and perpetually. A 
perpetual general ledger is available that begins with the first entry on the 
computer and goes to the last. An account status report for any account 
makes the checking of control accounts simple. These and many additional 
control and edit features are an integral part of the accounting cycle. 

Speed, Efficiency, and Simplicity 

The processing speed and efficiency of the PC Software Accounting 
Windows Client Write Up system is a major advantage of the system over 
the competition since up to four times the amount of work can be handled in 
equivalent periods. The efficiency and simplicity of the system is reflected 
in all phases of the system from straightforward setup to easy monthly 
balancing, to linked reporting. The "three module" approach maximizes 
your reporting efficiency while maintaining ease-of-use. 
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Chapter 3 
The Practice Set 

Introduction 
This Practice Set is a hands-on exercise that guides you through the setup and 
processing of a sample set of books. Performing this exercise is a fast, efficient way to 
learn the basic setup and flow of information through the system. The Practice Set 
culminates with the production of financial statements and payroll reports for a typical ATF 
(After-the-fact) payroll client. These statements and reports are totally generated by the 
work of the practice set. 

If you have purchased the system but not yet installed the Client Write Up for Windows 
System on the workstation that you are using, please refer to Chapter 1: Introduction and 
Installation, for installation instructions. If you are evaluating the system with a 
demonstration CD, and have not yet installed the demonstration system, please refer to 
the materials sent with the CD for installation instructions. 

Please feel free to call us at PC Software Accounting (800-237-9234) if you have any 
specific questions regarding the Practice Set or the PC Software Windows Client Write 
Up System in general. 

Gathering Initial Information 

The first step in setting up and producing financial statements for a company is to gather 
the necessary accounting information for the financial periods in question. The next four 
pages contain the necessary accounting information to prepare the financial statements 
for the mythical "Sample Company, Inc." This information includes initial balances, monthly 
check stubs, a deposit slip, and an adding machine tape that reflects the total credits to 
cash for non-payroll disbursements checks. These source documents are used to set up 
The Sample Company, Inc., and to enter January transactions, and produce financial 
statements as of January 31, 2006. We encourage you to check your accuracy with the 
reports provided at the end of the Practice Set. 
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Practice Set Source Documents 


Account Description Debit Credit 

110 Cash in Checking 1,234.56 

120 Cash in Savings 3,000.00 

130 Accounts Receivable 2,425.00 

140 Prepaid Expense 300.00 

160 Automobile 14,559.65 

180 Computer 3,250.00 

190 Furniture 3,850.00 

195 Less: Accum Depr. 6,235.14 

220 Accounts Payable 1,875.34 

230 Notes Payable 8,450.65 

310 Capital Stock 5,000.00 

315 Retained Earnings 7,058.08 

Totals 28,619.21 28,619.21 

Table 3 - 1 Initial Balances for The Sample Company, Inc. 
as of 12/31/05. 
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BALANCE 1234 56 

3644 

01/03 20 06 

TO Exxon Corp 


FOR Acct. #600 


TOTAL 1234 56 
AMOUNT THIS CHECK 52 00 

BALANCE 1182 56 

3645 

01/08 20 06 

TO James Smith 


FOR Acct. #460 


TOTAL 1182 56 
AMOUNT THIS CHECK 100 00 

BALANCE 1082 56 

3646 

01/08 20 06 

TO ABC Supply 


FOR Acct. #630 


TOTAL 1082 56 
AMOUNT THIS CHECK 14 00 

BALANCE 1068 56 

BALANCE 

3647 

01/12 20 06 

1068 56 

TO Verizon 

FOR Acct. #640 

TOTAL 1068 56 
AMOUNT THIS CHECK 86 48 

BALANCE 

3648 

01/13 20 06 

982 08 

TO F.P.L. 

FOR Acct. #650 

TOTAL 982 08 
AMOUNT THIS CHECK 63 00 

BALANCE 

3649 

01/16 20 06 

919 08 

TO Thomas Realty 

FOR Acct. #620 

TOTAL 919 08 
AMOUNT THIS CHECK 300 00 

BALANCE 619 08 

(Sample check stubs for January 2006 Page 1 of 2) 
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BALANCE 

3650 

01/16 20 06 

619 

4000 

08 

00 

TO James Smith 
Gross 800.00 

FOR FED 78.10 
FICA 61.20 

Employee #1 TOTAL 4619 08 
AMOUNT THIS CHECK 660 70 

BALANCE 

3651 

01/18 20 06 

3958 38 

TO Pelican Restaurant 

FOR Acct. #600 

TOTAL 3958 38 
AMOUNT THIS CHECK 94 00 

BALANCE 

3652 

01/20 20 06 

3864 38 

TO Fred's Office 
Furniture (Desk) 

FOR Acct. #190 

TOTAL 3864 38 
AMOUNT THIS CHECK 392 00 

BALANCE 3472 38 

BALANCE 

3653 

01/23 20 06 

3472 38 

TO James Smith 

FOR Acct. #460 ~ 

TOTAL 3472 38 
AMOUNT THIS CHECK 250 00 

BALANCE 

3654 

01/28 20 06 

3222 38 

TO General Motors 

FOR Acct. #230 U 

TOTAL 3222 38 
AMOUNT THIS CHECK 148 32 

BALANCE 

3655 

01/30 20 06 

3074 06 

TO James Smith 
Gross 800.00 

FOR FED 78.10 
FICA 61.20 

Employee #1 TOTAL 3074 06 
AMOUNT THIS CHECK 660 70 

BALANCE 2413 36 

(Sample check stubs for January 2006 Page 2 of 2) 
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ACCT. #110 
NON PAYROLL 

CREDITS TO CASH 
52.00 + 

100.00 + 
14.00 + 
86.48 + 
63.00 + 

300.00 + 
94.00 + 

392.00 + 
250.00 + 
148.32 + 

1,499.80 * 

(Total of Non Payroll Check) 

Deposit Ticket 

The Sample Company 

Date 01/16/06 Dollars Cents 

Currency 
Coin 
Checks 
1 XYZ Corp 1500 00 
2 Acme Company 2500 00 

TOTAL 4000 00 

(Sample Deposit for January 2006) 
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Starting the Practice Set 

Begin at the Windows Desktop. Double-click on the WinCWU Icon which is shown 

~ to the left. This will start the system. The system will display the PC Software 

M"" Accounting Window's Client Write-Up Entry Screen that is shown below: 

Figure 3-1: PC Software Windows Client-Write-Up Entry Screen 

Click on OK and the system will display the Home Screen: 

Pl~ WinCWU - Client Write-Up for Windows by PC SOftWil l e Accounting. Inc. 100 The Sample Company. Inc. 

File Se~ Transactions Other Programs Reports Utilities W..,dow Help 

(1 ~ ~ .. 4\i ~ m~~ [tJ'---:-:----'---__1J 4~- ~ 
Figure 3-2: The Active Portion of the PC Software Windows Client Write-Up Home Screen 
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The top line of most Windows applications is reserved for the name and version of the program. It 
is called the Title Bar. The Title Bar for this system is labeled with Client Write-Up for Windows 
by PC Software Accounting and the current version. When a client within the PC Software 
Accounting System is activated, the client's name and number will appear on the Title Bar. 

The second line of most Windows applications is generally dedicated to the Menu Bar. The 
words contained on the Menu Bar refer to the pull-down menus of the system. This Menu Bar 
consists of File, Setup, Transactions, Other Programs, Reports, Utilities, Window and Help. 

The third line of most Windows applications is generally the Icon Bar. The Icon Bar usually 
consists of icons which invoke the most commonly used system functions. The icons of this 
system are shown below: 

Actinte 
Cli....t 

Copy a 
Client 

CNatea 
New Client 

Charlof 
Aec011D.U 
Maintenanu 

Enter Ledger 
TransamoD8 

Bank 

Debit
Credit 
CheckCUrrent 

Reporting 
Period 

Report 
Group 
P~I!; 

Out of 

Co lO 
'ind<nl's 
omputer 

C'hKkbook 
(If Inztilled) 

Built-In 
CalcuhttOJ' 

Employ"" File 
Maintenance 

R"""nc:il.iation Balance! 
Balanee 
Problelll!!? 

Open PDF File.. 
(Alzo UBed to ri~w 
OJ' print System 
Dorumentation) 

Uit ClieJlt 
Write-Up 

Figure 3-3: The Icon Bar. 
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Step by Step 

Now you are ready to begin the accounting section of the Practice Set. The main Client 
Write-Up screen is referred to as the Home Screen. 

Step 1: Create a New Client 

f,'"1 Click on the Create a New Client Icon, shown to the left. The following 
~ screen will display and the cursor will be flashing in the New Client 

Number field. 

New eliant Number: II 

"j-=---=-----Location For New Flles  ------"..." 

c: 

Figure 3-4: Create New Client File Screen 

Key in a new client number of 100 and press Enter. Press Enter again and an 
area for new client 100 will be created in the system database. You will then be 
returned to the Home Screen. Verify that "New Client 100" i now the active 
client by checking the Title Bar of the Home Screen, which will show "100 New 
Client 100." The "Create a New Client" function has created a unique data area 
for client number 1~O, which will be assigned to client 100 for as long as this client 
is processed on the system. "Create a New Client" should never be selected for 
any client more than once. 
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Step 2: Beginning the New Client Setup 

To begin entering information for this client, (company information, chart of accounts, etc.), 
click Setup on the Menu Bar then Date, and Enter/Change Fiscal Years. The Dates by 
Fiscal Year Screen will display: 

~ Dates By fiscal Year !_ II u !: X i 

FiscaJYearEnd: 112131106 status: lNewiJ 
Number of Reporting Periods: I 


IBeginning ; End 

QK ~ancet 

Help Qelete 

ao~e 

Create Next Fiscal Ye.ar 

Figure 3-5: Dates by Fiscal Year Screen 

The Fiscal Year End field will show a default value of "12/31/06" since you are setting up 
this client in the year 2006. The cursor will be in the Number of Reporting Periods field. 
Key "12" in the Number of Reporting Periods and press Enter. Click OK to accept the 

information and you will be returned to the Home Screen. 
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Step 3: Reporting Period Setup 

Click on the Setup pull-down menu then Date, and Current Reporting Period or 
click on the Current Reporting Period Icon shown to the left. The Select 
Reporting Period Screen will display: 

:. Select Reporting Period ": 

Current Period End: 
.!======= 

Change Period End To: o~ 

Figure 3-6: Select Reporting Period Screen 

Click on the arrow to the right of the Change Period End To field, the system will 
display the possible period ending dates. Select 1/31/2006" by highlighting it and 
clicking. This will move 1/31/2006 into the Change Period End To field . Accept 
this choice by clicking on OK. You will be returned to the Home Screen. The 
Status Box in the lower right-hand corner on the Home Screen will now reflect a 
report date of 01/31/2006. 
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Step 4: Entering the Chart of Accounts 

The Chart of Accounts is now ready to be entered for The Sample Company, Inc.. 
Account numbers may be arbitrarily assigned with the only limitation being that the 
account numbers must be from three to six digits long. If you number the accounts in the 
same order that you want them to appear on your financials, then all of your financial 
statements will be automatically formatted. (Note that the System includes a large array of 
preformatted financial statements.) (Also note that normally a new chart of accounts would 
not really be entered for each new client in an accounting firm. What is actually done is 
that these types of "setup" items are copied from existing clients using special options for 
this purpose.) 

Click on the Setup pull-down menu and then on Account. Highlight and click on Chart of 
Accounts to display the following screen: 

Account !"!lumber: 

Main IReport Format I 

WChart of Account." l\·laint enance % -

Consolidation To: I 

DeSCription: I 

T;tpe: IAsset 

Lavel· [i' 

Figure 3-7: Chart of Accounts Maintenance Screen. 

The Chart of Accounts Maintenance Screen is used to add, change, or delete accounts 
as necessary. For this exercise, refer to the Chart of Accounts for The Sample 
Company, Inc., that is shown on the next page. 

The cursor will be flashing in the Account Number field. Key in the number 100 to begin 
the entry of the first account in the sample chart and press Enter. Notice that as you enter 
the account, the word NEW appears in the Status field. You can later change the account 
by entering the account number again and the status Active will appear. The cursor will 
now be positioned in the Description field. Key in Assets and press Enter. You will now 
be in the Type Field. Asset is already highlighted since the system selected it as the 
most likely choice. 
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The Sample Company, Inc. r 
CHART OF ACCOU NTS U STI N G 


Januar~' 31, 2006 C lient No: 100 Page 1 

Description Account Level Con sol
~ 

Assets 100 1 1 
 II

Current Assets 105 2 1 


Cash in Checking 110 5 1 

Cash in Savings 120 5 1 


Accounts Receivable 130 5 1 

Prepaid Expense 140 5 1 


Property and Equipment 150 2 1 

Automobile 160 5 1 


Computer 180 5 1 

Furniture 190 5 1 


Less.~ Accurn . Depreciation 195 5 1 

Liabilities 200 1 2 


Accounts Payabl e 220 5 2 

F&!eral WH Payable 222 5 2 


FICATax Payable 223 5 2 

Ndes Payable 230 5 2 


Equity 300 1 3 

Capital stock 310 5 3 


Retain&! Earnings 315 5 3 


Office Rent 520 5 {) 


Office Supplies 530 5 {) 


T-elephone Expense 640 5 {) 


Utiliites Expense 650 5 {) 


Profit and Loss 320 5 3 

Income 400 1 4 II 


Sales 440 5 4 l' 

Sales Returns 445 5 4 


Expenses 450 1 6 

Sales Commission 460 5 6 


Salaries 465 5 6 

Travel 600 5 6 


Insurance 505 5 6 

Taxes 610 5 6 


Depreciation 615 5 6 


Postage/Shipping 625 5 6 


Professional Services 635 5 6 


Total PostabIe Accounts: 11,105.00 
Total All Accounts: 12.81000 

Report 3- 1: Chart of Accounts: Use this listing to enter the new 
client's chart of accounts 

The system tries to assist you with the entry of the Type and Level fields on the Chart of 
Accounts. It does this by anticipating what type and level would normally be entered next 
by the user. In this case, since you are entering a new Chart of Accounts, the first account 
that is normally entered is the heading account for the asset section. Therefore the 
system has decided it would normally be an "Asset" type with a level of "1". If the system 
does not correctly anticipate the type and level for the account that you will be entering, 
then you must override the type and level that the system has automatically selected. 
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In this case, Asset is the right choice, so press Enter to proceed to the next field. The 
cursor will be positioned in the Level field. The Level field relates to formatting and 
totaling the accounts on the financial statements. The number one is already in the Level 
field as the system has anticipated your probable answer. If this field is anticipated 
incorrectly by the system, you would merely key in the correct number in this field. In your 
case, since the level is correct just press Enter and the cursl~r will move to the 
Consolidation To field. 

Step 5: Exploring the Help System 

PC Software Accounting follows the Windows standards for Help. Clicking on Help will 
access the Main Topic menu. Pressing F1 at any time will access the Help information 
for the specific field that is currently focused on. Press F1 and the Help screen for 
Consolidation To will display: 

Consolidate to 

This s~stem allows the operator to consolidate groups of ac ounts 
so they print on one line on a statement. A consolidated control 
account is a non-postable account which allows you to total the 
balance from a range of related post able [total level 5J accounts. 
On the financial statements, the sum of the postable accounts will 
be printed as a one line total for the consolidated account. tc. 
printable schedule is available which shows the account de ail for 
the post able accounts under the consolidated account.J 

For more detailed information on Consolidate To, click on HELP 
and select Chart of Accounts!Con~olidate to . 

Figure 3-8: Help Pop Up Screen for 'Consolidate to' 

After reviewing the help instructions for this field, press the Escape (Esc) key on your 
keyboard to return to the main Chart of Accounts Entry window. Toggle backwards to 
the level field using the Shift and the Tab keys simultaneously. Check that the cursor is in 
the level field and press F1 to view the Help for this particular field. After viewing it, press 
Esc to return to the main Chart of Accounts Entry window. 
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Now that you have seen how the F1 key works for the field-by-field Help, click on the Help 
button, located on the right of the Chart of Accounts entry screen. This will bring up the 
general Help screen for the Chart of Accounts that is shown below. At this point you 
could click on any topic of this Help screen to access additional information. Press ESC to 
exit a specific Help window if you wish to select one or just press ESC to return to the 
Chart of Accounts Entry Screen. 

are three screens available in this option. 

The first screen is for initial setup of Ihe accounts. The following information is setup in this screen: 
Account Number 
:1!4: ~i;;:A~!::Q~n!:o. ~~J,,!p.l.i.Qf1 
/.)."!'.!l.unL 1: YP.e 
A"!'.!l.u!!!J&Y.e! 
Consolidate to 

Report Format Tab This screen is for special handling of the account in the production of the Finarcial 

Miscellaneous Tab This screen has a variety of miscellaneous functions available. 

Tax Interface Tab This screen allows entry of account infO/mation to interface to various tax progrll/lls. 

#ok'.- H""p ~JgH~.w~H} tJJt:! Ow L1IAccount" EtJlijl SC./'I'IeI}S ean k ~/ylphcifJg tJJt:! el"",lI' ,y} 

tJJjfMJandtJJr'II}~".-dtJg tJJt:! FI ke;, . 

For additional information on the development of the Chart of Accounts. click on the following topic: 

Chart 01 Accounts Development 

Figure 3-9: Example of Help screen for 'Chart of Accounts' 

Step 6: Continuing Chart of Accounts Entry 

The focus will now be on the Help button. Check that you have not inadvertently erased 
any of the necessary information, about account number 100, that you had entered on 
this screen prior to accessing Help. If you have erased any information, re-enter it now. 

Notice that above the Description field are four headings labeled, Main, Report Format, 
Miscellaneous and Tax Interface. These are called Tabs, which is the method used by 
Windows to label and access different screens that are related to the same topic. (Note 
that the active tab is always in the foreground.) Click on the Report Format Tab to 
access that screen. The Report Format screen will give you an idea of some of the 
reporting flexibility of the system. Now click on the Main Tab. (Note that the Report 
Format, the Miscellaneous and the Tax Interface tabs are not used in the Practice Set) 

Now that you are back on the Main Tab, click OK. Account number 100, Assets is now 
accepted. If you had been in the last field of the Chart of Accounts Entry screen, 
Consolidation To, and you had pressed Enter, the focus would have been changed to 
the OK button. Pressing Enter from there would have accepted the screen as well. 

Since screens two, three and four of the Chart of Accounts entry are not typically used, 
they are only accessed by the use of tabs (Report Format, Miscellaneous and Tax 
Interface). In other areas of the system where additional screens !m typically accessed 
and entered, the focus will automatically shift to the first field of the second screen and 
continue to shift to the first field of each additional screen as the previous screens are fully 
entered. 
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Note that this first account, Assets and several other accounts that you will enter in the Practice 
Set are not actually postable accounts that could contain dollar figures. In other words, the 
Assets account, which you have just entered, is not an account that would ever have dollars 
posted to it. Rather it is only used to provide the first heading for the balance sheet. Assets and 
other accounts like it are only used in formatting the financial statements. 

The system is now ready for the entry of the next account number. It has automatically entered 
the next expected account type and level. Since the second account that is normally added in a 
new Chart of Accounts is usually an asset with a level of 2, these should be the defaulted values. 
(Depending on what "Help" options you actually displayed, the values for "Type" and "Level" may 
be other than "Asset" and "2" for the second account. If that is the case change them to "Asset" 
and "2" and the system will resume normal operation.) 

Enter the remainder of the Chart of Accounts, which was shown ear ier (Report 3-1 page 3-12) . 
Remember that the type and the level will be anticipated but that you must change them when 
the system does not anticipate them correctly. There are three ways to accept the entry of an 
account once the entry screen for an account is completed. The recommended way is to press 
the Alt. Key and the letter 0 at the same time. (Using the Alt key in conjunction with an underlined 
letter on a button allows a button to be activated with the keyboard rather than with the mouse.) 
Another way you could accept the screen is to click on the OK button with the mouse. The third 
way is to enter through all the fields until the system highlights the OK button, then when you 
press enter one more time, the screen will be accepted. 

After you have entered the last account, (Account Number 650, Utilities Expense), click OK to 
accept the information then click Close to return to the Home Screen. 

Step 7: Printing the Chart of Accounts 

Click on the Reports pull-down menu then File Listings and Chart of Accounts. The following 
screen will display: 

~ lIsl Ch<1l1 ot Ace ounts 	

--

i-1191ixl 

o Alemate Account List 

Q Print + POF Fiea Tax nterfllce List 

I Numenc List for Codang 

I a A~habellc List 'Dr Coding 

!r Len Justify Account OescripllOhs0 cash Flow List 	 i 

i r Suppress ConsDlidated accounts (Pmt COf'lOIIdating accounts)Ia Tax Reverse Sign List 
I 

Figure 3-10: List Chart of Accounts screen. 
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This screen controls the printing of the Chart of Accounts. There are two sets of option 
frames which include various choices activated by a Radio button. Only one radio button 
can be enabled in a particular box. The first box contains the different reporting choices 
for printing the Chart of Accounts. The Standard List is selected by default by having its 
radio button enabled. The second box refers to printing the Chart of Accounts on the 
printer (with print) or on the screen (with view) or to a file (with PDF fi le), etc. View is 
selected by default. 

For the Practice Set exercise, the Standard List option is the desired option and is 
already checked. Enable the Print radio button by clicking on it. Click OK and the Chart 
of Accounts will print and return you to the Home Screen. 

Check the totals at the bottom of your printed list carefully. They have been printed to 
help you make sure that the account numbers and the account levels have been entered 
correctly. The Total Postable Accounts figure is a sum of all the level 5 (postable 
accounts) account numbers. The Total All Accounts figure is a sum of all the account 
numbers. If both of these totals are correct you can be sure that you have entered the 
correct account numbers and the correct levels for formatting purposes. 

If the listing of the Chart ofAccounts that just printed is not the same as the sample listing 
(Report 3-1, page 3-12), then correct the errors before proceeding. To correct any errors, 
click on the Setup pull-down menu then Account and Chart of Accounts. This will 
display the Chart of Accounts Maintenance Screen. To access any account entered in 
error either key in the account number, and press Enter, or click on the List button, and 
pick the account off the list. For example, if you wanted to change account number 100, 
you would key 100 in the Account Number field and press Enter. The screen shown 
below would then display: 

II 

Account Hurriler: 11C)O ~ status: I Active J~ 

r.~~-----------------------_-~==-===-~=:_==:_==:_-~:_-~~_--~ I~ 
~ail IBePort Formal I !!iSaiIIaneous I !ax ~\erface I 

Type: IAsset 

Level: 11 ConsoIdMlDn To: I J 

---_..

: l1~ I 

' F 

I 
frill 

Change Acd • I 
CombMAcd I 
Uea.e DeBell I 
UICaae DeBes I 

Figure 3-11: Chart of Accounts Maintenance Main Screen 

"Assets" is highlighted in the Description field. To change the description just key in the 
new information since this field is already highlighted. To change any other field just click 
on that field and key in the new information. Click OK to accept the changes and Close to 
return to the Home Screen. 

3-16 CHAPTER: 3 THE PRACTICE SET 




_ _ 

Now click on the Reports pull-down menu then File Listings and Chart of Accounts. On the 
List Chart of Accounts Screen enable the Standard List and the Print radio buttons. Click OK 
to accept these choices and the Chart of Accounts will list again. If the Chart of Accounts listing is 
correct, continue; if not, check the information and change it until the listing of the Chart of 
Accounts matches the sample Chart of Accounts listing. 

Step 8: Company Information 

The next step is setting up the necessary company information for "The Sample Company, Inc." 
Click on the Setup pull-down menu and then Company. The following screen will display: 

.------- --Company Name for Statements and Reports --..,---------, 

,--------Company Name and Actcfn5s for l enerhead------- -, 

Contact N.ame I 
Contact Phone -----r-I 

~ ,~noel ' _ .!::[eIp ..J 

Figure 3-12: Company File Maintenance Name and Address screen 

The focus will be on the first line of the company name as shown by NEW CLIENT 100 being 
highlighted. The company name of NEW CLIENT 100 is the defaul name. 
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Key in The Sample Company, Inc. and press Enter. Notice that above the company 
name are five tabs labeled, Name and Address, Options, Options/2, Check-Writing 
Name and Address, and Disclaimer Letter Options. The current screen is the Name 
and Address Screen. The company name is the only data that will be entered on this 
screen for the purpose of the Practice Set. Click on the Options Tab and the following 
screen will display: 

Prim AdcIibcnal (ilL ~ UMS On: 

o ~~ l edger Tnmsactiol\ Usq 

B 
o Current Period GeDerall.edger 


Year-To-Oate General LecItef 

Woricing TRal Balance 

0 .10 

r Auto Cents On 

o t.IaInwIIy San PDF De (Disables Auto PDF location) 

Qk 

Figure 3-13: Company File Maintenance Screen 

The Options Tab is now in the foreground as the Options Screen is now active . The 
cursor will be positioned in the Profit Account field . Key in the profit account number of 
320 and press Enter. The cursor will now be positioned in the Retained Earnings 
Account field. Key in the retained earnings account of 315 and press Enter. (The other 
tabs, Options 2, Check Writing, Name & Address and Disclaimer Letter Options are 
not used in the Practice Set). This completes the information that is needed under 
Company Maintenance. Click OK to return to the Home Screen. 
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Step 9: Entering Initial Balances 

The next step in setting up a client usually involves studying past period balance sheets 
and income statements to determine the initial balances for the accounts to be entered 
into the system. To make the Practice Set flow smoothly a listing of beginning balances 
for the sample company is provided on the next page. Note hat there are separate 
columns for debit and credit balances. 

To enter the initial balances click on the Setup pull-down menu then Account and Initial 
Balances. The following screen will display: 

:'i Initial Balances 	 1'_ 1~1 1i)(1 

~. 	 De 

All 

l u~",! 


Enter 0 ate.()f Jnitial )1213 i05 

tAcClllllD6i:v B.5is 

Ie AoCCD\Ulg Basis 

Figure 3-14: Initial Balances Date Screen 

The system has assumed that the Initial Balance Date is the day before the beginning of 
the fiscal year. In the case of the Practice Set, this is correct. Notice that the focus is on 
the OK button; pressing Enter will accept this screen. (It is set up like this because the 
default accounting basis is almost always the desired basis and this is already the default 
option.) This screen also has a button to allow you to print the initial balances. Since they 
have not yet been entered, do not choose print at this time. Press Enter to accept the 
date, the default accounting basis and to bypass any printing at this time. 
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II 

[,I 

The Sampl e Co~ny 
12/31/2005 

,Aa:ount 

110 

120 

130 

140 

160 

180 

190 

195 

220 

222 

223 

230 

310 

315 

320 

440 

445 
460 

465 

600 

605 

610 

615 

620 

625 

630 

635 

640 

650. 

Desqiption 

Cash in Checking 

Cash in. Sa'.!; n~ 

Accounts Receivable 

Prepaid Expense 

Au1Dmobile 

Computer 

Fumiture 

~ .Accum . De~reciati[m 

Accounts Payable 

Federal W.+i Payable 

FICA Tax Payable 

Notes Payable 

Cap'itaJ Stock 

Retained Eamings 

P rofil and Loss 

Sales 

Sales Returns 

Sales Commission 
SalaJies 

TIBV€! 

Insurance 

T8J<eS 
Depreciation 

Office Rent 

Posta~Shi!>~ing 

Office Supplies 

Professi onal Servi res 

Telephore Expense 

Uti lites Expense 

Totals 

Client No: 100 

Debits 

1,23456 


3,000.00 


2,425.0Q 


3QO.OO 

14,559.65 

3~O.OO 

3,B5G.OO 

G.OO 
O(}O 

000 

G. GO 

0'.00 

0.00 

0.00 

0.00 

Q.OO 

0.00 

0.00 

0.00 

G.OO 

(}(}O 

0.0.0 

0.00 

0.0.0 

28,619.21 

Page 1 

Crecits 

II 

r: 

6 ,23.5.14 

1.875.3.4 

,450.65 

5, O(}'(}.OG 

7,0'58.08 

\i 

" 

28,6 19.21 

Report 3-2: Use this listing to enter the new client's initial balances. 
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This will bring you to the Initial Balance Entry Screen which is shown below: 

OgO 

OJO 


. - _ -_ _ _ _ _~~~~~~;;~::-.,..._---__- - - - - -t-+~=-~,=--_ -_ -_ -t-1_~_-_-----~l~~- .. ...... ~! 

000 ............- - ono 

---77:c,.-1.......... ..._......... _-..........._-- 
0 00 ==- QPo-,--" 
0.00 

__r-~--~ 

Figure 3-15: Initial Balances Entry Screen 

This screen will only show postable accounts. (A postable account is an account that can have a 
balance as opposed to an account that is only used for formatting the financial statements and 
which cannot have a balance.) The account numbers and descripNons will display and two 
columns for entry will appear next to each account. Only one column will be used for each 
account. The left column is for debit balances and the right column is for credit balances. To 
enter the initial balances you should enter the respective balance fo" each account "unsigned" 
into the correct column. To assist you, the system assumes that all assets are debits, all liabilities 
are credits etc. , and will place the cursor in the correct column for each type of account. 
Sometimes accounts have balances that do not follow the general rule of their type of account 
and you will have to move to the correct column for these exception '. 

In the Practice Set, there is an Accumulated Depreciation account in the asset section that has a 
credit balance. To switch columns, enter a minus sign. Remembe that you must switch back to 
the other column if the next account is again a normally signed accOlunt balance. When in the 
correct column, proceed to enter "unsigned" balances as before. This type of entry might seem 
cumbersome at first but this method of entering balances allows greater efficiency in most initial 
balance entry situations. 

Now you are ready to enter the initial balances for the Practice Set found on the previous page. 
All accounts have normally signed balances with the exception of a -count 195 which is the 
Accumulated Depreciation account. (A normally signed balance means a debit balance for asset 
accounts, a credit balance for liability, equity and income accounts, a debit balance for cost of 
goods sold , expenses, etc.) 

Since you just accessed the Initial Balance Entry Screen, the cursor will be in the debit side 
since the first account is Cash in Checking which is an asset. Key in 1234.56 with the decimal 
and press Enter. (Note that there is an option to enter numbers without decimals which is easily 
setup in the system. If it had been setup the X would not appear on the Auto Cents button on the 
lower right portion of the screen.) Continue to enter unsigned balances for the other assets down 
through and including the 3850.00 for Furniture. Now you have rea l::hed the single exception to 
the general rule that is found in the Practice Set and you have to switch columns to enter a credit 
entry for the Accumulated Depreciation account. Key in a minus sign to switch columns, then 
the number 6235.14 and press Enter. You will note that the 6235.14 is in the credit column as it 
should be. 
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Usually you would then have to return back to the debit side with a minus sign to enter 
the next asset account. However, since the next account is the first liability account, just 
continue on with the entries in the credit column. All of the remaining accounts have 
normal balances for their account type and should also be entered unsigned. Since the 
income and expense accounts have zero initial balances, stop your entry when you reach 
the first income account which is sales, account number 440 (Note that there is a system 
feature that allows you to enter all numeric balance entries without entering the decimal 
point. This feature and many other individual choice features like it are not demonstrated 
in the Practice Set as the purpose of the Practice Set is to demonstrate the basic flow of 
the system. Demonstrating and discussing all the special features of this system in the 
Practice Set would make the practice set too long, however you should be aware that 
many such features exist.) 

The system will keep a running total of debits and credits. After entering all the balances, 
check these totals to be sure that the debits equal the credits. If there is a difference or 
any errors, just find the account with the error by using the scroll bar to the right of the 
credit column. Enter the new balance (with a preceding minus sign if you need to switch 
columns) and the correction is made. When you finish the entry and any necessary 
corrections, click OK to return to the Home Screen. (Make sure to click on OK· if you 
do not do so, your entries will not be saved.) 

Step 10: Printing the Initial Balances 

To print the listing of initial balances, click on the Reports pull-down menu then 
Listings and Initial Balances. The following screen will display: 

File 

.:. Initial Balances ~I~[~] 

@J tMiaI B8Ian~ ~ut al setup of client) 

Current P-eriod Initial Ba ances 

o FfscII1 Yea.rtnttiaJ S'alances 

r: Initial Balance Wo(kstl~et 

@i OetauIA~i1g Basis 

o ;AJ!emate AceGlL ling Basis 

r ~ Pti!Uing 0 ~ero a.I;mces, 

~ r [ @VieW C Print 

Figure 3-16: Initial Balances printing screen 

o Print + PDF File 

Notice that there are four different print options for initial balances. The default reflects the 
initial balances entered when the client is initially set up. Since you have just entered 
these balances and you want to print them, the default should not be changed. The 
default of Default Accounting Basis is also the correct choice. Click the Print radio 
button and then OK. The initial balances will print. Now click on the close button and you 
will be returned to the Home Screen. The listing of the initial balances should appear as 
shown on the next page. 
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If there are any discrepancies in the listing, click on the Setup pull-down menu then Chart of 
Accounts and Initial Balances. This will bring up the informational screen for Initial balances. 
Click OK to access the Initial Balance Entry Screen. Correct any discrepancies and then reprint 
the report. Continue this process until the balances on your listing agree with the balances shown 
below. 

TheS~eCo~ny 


12131/2005 C~ert No: 100 Page 1 


Account Description DebiL Credts 

110 Cash in Chedting 1,234.56 


120' Cash in S8vin~ 3,(}OO OO 


130' Accounts Receiwl>le 2,425.00 
14(1 Prepaid Expense 3ctO.O 

16G ALI:tom ()tJ.ile 14,559.65 


180 Co.mptJler 3,250.00 


190 Fumi1ure 3,850.00 

195 Less: AcaJm . [)epreciation 6,235.14 

220 Accounts Payab.1e 1,875.34 

222 Fed.eral WIH Payab.1e 0'.0 

Z23 FICA Tax Pa)'8ble 0' .0'0' 

230- NGtes Pa)'Bble 8,45(1.65 

310> Caj)ital Stodc 5,000.(10 

315 Retainet:i Eamings 7,058.08 

320 Profit and Lctss 0'.00 
44(1 Sales 0'.00 
445 Sales Returns 0'.0'.0 

460 Sales Commission O'.O~ 

465 Sala.ries 0.(10 

SGO Travel 0: .00 

605 InslJ'ance 110D 
610 TaJ<reS o.on 
615 Depreci8tiOin a.OD 
620 Office Rent 0.00 

625 PO<lM~Shjpping 0' .00 

630> oflice Supp~es 0.00 
635 Professional Services 0'.00 
54!} Telepohone Expense 0.00 

650 Uti lites Expense 0.0'::1 

Totals 28,619.211 28,619.21 

Report 3-3: Use this listing to review the new client's initial balances 
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Step 11: General Payroll Information 

The next information that will be added is the general payroll information for the company. 
Click on the Setup pull-down menu then Payroll and Payroll Setup. The following screen 
will display: 

.:'ii Payroll ~tup I-lrnl~1 
Clien!: roo- IThe Sample Co",psny, Inc. 

QenooMaI Oplions and .!ab Slops ll-!Tl>Ployment Page 1 MiseT T TGSummari%e l..edgw T.."..aion Hom Payroll Fat: - -I 

Figure 3·17: General Payroll Setup Screen I 

The cursor will be positioned in the FederallD field. Key in 123456789 and press Enter. 
This is the only field that will be entered on this screen. Click on Options and Tab Stops 
and the following screen will display: 

Federel !ll ~ 1099 Gma IX' W2 GrOSS 

C C..- Gl o.t.iI Fo< EJlift P.ydoeck 

"""'_ ....." b _ " ,""". ..... _'_~I I 

I 

r ' .....L.· FICA Options 
C_FICAFix 


U Cornet YTD FICA on Payroll T~ Entry 

I }, - o Prevent FICA Recalculations on Standard Check I 

I 

Qt 9anoel ~lp C~I I I II II 

:; Payroll Setup ~1[QI[8:j 
Client: roo Jib; SmnpIe Company, IftC. 

I 
~ T Opliom And lab Stops T ~Paoe ' T Uisc 

r Plevent Payro/IPTepamion /K eer_ new employees ~ gn tile det employee: 


r 00 PR T<iIIlS Entry, Wave cursor biIck to Clleclc: Number 31 '01(" r f' repM! PR Trans By 


P' On PR Trans Ent/}'. Use Net Calculation 


C Sea5OlI4III Empioyer 


r Use Date RaniIe On PR .Pfe:PIo."lJtioG r Shaw Only Last " Dlgit5 0 SS 


oumg Tr-.actioo Entry PNtllent 

Tbe CUrsor FIOm S~on: rOAte /K Cost Center r UlWf1IIIItryInmlt ulte 

AccnIII~·_ 

lila I C tedil A-ccoilnl II ,-- '-'....- ~1 
FICA Debit Accollllt I Usl I C!edit AccoImI I l isl I 

I.6edicare Debit ACCOIIIII C-redit AcowntI I I~ list 
I 

I 
 Ql< ~I tle1P ~
I I I I 
Figure 3·18: Payroll Setup Options and Tab Stops Screen 
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Make sure that the box is checked in front of On PR Trans. Entry, Use Net Calculation. 
(Checking this box will direct the system to automatically calculate the net of each paycheck that 
you enter.) Another important field on this screen is the Check Box labeled Define new 
employees based on the default employee. If selected, (as it automatically is when a new 
client is entered), then all employees entered into the system after the first employee will have the 
same basic additions and deductions to their pay as the first employee. In typical payroll 
situations, this greatly streamlines the entry of payroll setup information for each employee. All 
you will have to enter is their name and address information and any changes to the default 
additions and deductions. This screen illustrates how the default entries for certain features 
automatically appear on the screen when you initially set up a client. If you did not wish a certain 
automatic feature to occur for a certain client, you would disable that feature by removing the 
check mark in front of it. (For example, if you wanted to enter the net check amount instead of just 
checking it after the system automatically calculates it, you would remove the check mark in front 
of "ON PR TRANS ENTRY, USE NET CALCULATIONS.") This concludes the entry for this screen 
and for the Payroll Setup series of screens. Click OK to return to the Home Screen. 

The next required screen is the State screen. Click on the Setup pull-down menu then Payroll 
and State. The following screen will display: 
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Figure 3-19: State File Mamtenance Screen 

The cursor will be positioned in the State Abbreviation field. Key in FL for Florida and press 
Enter. Florida appears in the State Name field since all state abbreviations are pre-defined in the 
system. Notice that FLGROS now appears in the Item ID field. This payroll item - FL plus the 
suffix GROS was automatically set up when you entered the abbre iation for Florida. There is no 
state income tax in Florida, and the Practice Set is not concerned with the other items on this 
screen, so click on the Account field listed under Wages and FLGROS. Key in 465 which is the 
salaries expense account and press Enter. Click on OK to accept the screen and then click 
Close to return to the Home Screen. 

The Payroll Item screen is the next required screen. What is a payroll Item? A payroll item is 
any item that affects a payroll check. This system allows each payroll item to be considered 
separately as far as being subject to or exempt from any particular taxing entity. It also allows 
each payroll item to be considered separately for placement on forms and for chart of account 
postings. The system's flexibility, which is reflected by the features of payroll items, allows this 
system to work well in all fifty states and it also handles local taxes very well. 
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The Payroll Item screen is used to enter all the payroll items that are used by the 
company. Later the payroll items that apply to each employee are attached to those 
employees. Thus a company with a fairly complex payroll might have"10" to "15" payroll 
items for the company as a whole but only "3" to "7" payroll items for any particular 
employee. 

Now enter the payroll items that are valid for the Practice Set company. Click on Setup 
pull-down menu then Payroll and Payroll Item. The following screen will display: 
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Figure 3-20: Payroll Item Marntenance Screen 

The cursor will be positioned in the Item Code field. Key in FLGROS and press Enter. 
The entire screen will be filled in correctly because the system automatically set up 
FLGROS when FL was entered under State File Maintenance. Although the screen is 
already completed, we will discuss the different fields for instructional purposes. FL 
GROSS is the name of the payroll item. Press Enter to proceed to the next field which is 
the Group field. The Group field designates how this item affects payroll. (Additions add 
to the gross and are posted to the general ledger. Deductions subtract from the gross and 
are posted to the general ledger. Notations have no effect on the net of the check and are 
not posted to the general ledger. A typical notation is cash tips which does affect the FICA 
and Medicare calculation and is also retained for W2 purposes. Employer paid items have 
no effect on the paycheck but are posted to the general ledger.) FLGROS is an addition. 
Press Enter to accept FLGROS as an addition and the focus will proceed to the 
Category field. The Category field designates different categories of payroll items so that 
they will be correctly handled on the paycheck, in the general ledger, for the different 
taxing entities, and for reporting on various government forms. FLGROS is a gross pay 
and its category should be GROSS. Once again the correct selection is already made 
because the state abbreviation and suffix of GROS identify it as a GROSS pay. Press 
Enter to accept it and move the focus to Item Type field. The Item Type field has a 
default choice of "Amount" already selected, since most payroll items are amounts. 
(There is also a "percentage" option available which is not discussed in the practice set.) 
Since FLGROS is an amount, press Enter to accept "Amount" as the Item Type. The 
focus will now be in the Posting Account field and account number 465 will be 
highlighted. 
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This account number was previously entered in the State Setup option as the default account 
number for gross pay for this state . Press Enter to accept this entry and move the cursor to 
the Fixed Amount field. The Fixed Amount field is not used in the Practice set and neither 
are the Annual limit Amount or the "Exempt from Percentage Deduction." There are also 
four additional tabs on the top of this screen besides the Main screen which allow you the 
capability to handle complicated taxing situations. Click on the Federal tab. Notice that there 
are four check boxes under the words Subject To. Each check box is either enabled or 
disabled and is not related to any other check box. In this case, if the box has an X in it, then 
the payroll item that it refers to is subject to that particular taxing entity. In this case, FLGROS 
is subject to all four of the taxing entities listed. The system defaults newly entered payroll 
items to be subject to all taxing entities since this is the most common situ a ion. 

If a payroll item is not subject to a particular taxing entity, you would disable that particular 
check box by clicking on it to remove the X from the box. The state and local TABS give similar 
flexibility for states and localities. Click on OK and you will be returned to the Main Screen. 

The first item that you will have to actually enter is FED. This is a pre-set code that is used for 
Federal Income Tax Withheld. Key in FED for the Item Code and press Enter. The focus will 
move to the Name field which will already be filled in with the default entry - Federal 
Withholding . Notice that most of this screen will already be filled in with the default entries for 
FED. Note which entries have been made. Federal Withholding is the name of the FED Item 
Code. Since Federal Withholding is a deduction, the group selection is "Deduction". The 
Category should be Federal Withholding. The Item Type will have the pre-set choice of 
amount since withholding amounts will be entered for after-the-fact payroll. 

After you have looked over the pre-set fields, click on the Posting Account field. The posting 
account for FED in the Practice Set is 222, so key in 222 and press Enter. You will be taken to 
the Fixed Amount field for this item, which is not used. Click OK and you will now be ready to 
enter the next Item Code. 

The next payroll item is FICAMD. Key in FICAMD as the Item Code and press Enter. FICAMD 
is another pre-set Item Code. It stands for "FICA and Medicare Withholding". Note, that this 
screen is filled in with default entries just as FED was. It is very important to note that since 
almost all the companies in the country will be subject to FICA and Medicare, the system 
handles these deductions in a special way. The system allows these deductions to be entered 
as a combined amount and the system pro-rates the FICA and Medicare amounts to the forms 
as needed. It also automatically considers the limits. It does this by using a tax table which is 
set up for the current percentages and limits of FICA and Medicare. This tax table is set up by 
PC Software Accounting when the system is shipped . All you have to do is make sure that you 
set up FICAMD as an Item Code in the same manner as this example, and the correct 
calculations and prorations will be made. (Note- The user could also choose to enter FICA and 
Medicare as separate items which sometimes is necessary to accommodat.e a client's data) 

You should note the default entries that have been made for FICAMD. The name of FICAMD is 
FICA + Medicare Withholding . The group default is "Deduction". The Category is FICA 
IMEDICARE Withholding (Employee Share). 

The Item Type field is defaulted to "Amount" since FICAMD is entered as the combined amount of 
both of these deductions. After you have reviewed all of the default entries click on the Posting 
Account field. Key in 223 which is the general ledger account for FICA and Medicare Withholding in 
the Practice Set and press Enter. Click on OK and then Close to return to the Home Screen. 
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Step 12: Entering the Cash Account 

This system uses journal codes in the entry of transactions. Journal codes such as 
"cash disbursements" or "cash receipts" or "general journal" allow transactions to be 
separated by the type of transaction and by bank account if applicable so that it is 
easier to work with the transactions and correct any out-of-balance errors. Click on 
Setup and then Account and then on Cash Accounts. The following screen will 
appear: 
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Figure 3-21: Cash Account Maintenance Screen 

The practice set only has one cash account, 110, so key it into the Cash Account 
and press enter. Click the mouse in the "Reconcile this Cash Account" field to place 
a check mark in that box. Click the down arrow to the right of Disbursements journal 
code to find "CD Cash Disbursements," highlight it and then press the enter key to 
enter it. In a similar manner enter "CR Cash Receipts" for the Receipts journal code. 
Press OK to accept this screen. Press Close to return to the home screen. 
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Step 13: Entering Employees 

A sample employee will now be entered in the Employee File Maintenance Screen. 
Click on the Setup pull-down and then on Payroll and EmployeeNendor. An 
EmployeeNendor screen will display and the cursor will be positioned in the 
Employee 10 field. Key in an Employee 10 number of "1" and press Enter. Now 
enter the employee information as shown on the Employee File Maintenance 
Screen below, but do not click on the OK button since the employee information 
takes more than one screen to complete. (Note that you do not have to enter dashes 
on the social security number, they will be automatically inserted when you press 
enter. ) 
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Figure 3-22: EmployeeNendor File Maintenance Screen 

The main information that has just been entered is labeled Basic Information. Now 
enable the Items radio button by clicking on it. A new screen will display that allows 
you to enter the particular payroll items that apply to this employee. (Remember that 
a payroll item is any item that affects a paycheck.) The screen will display as follows: 
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Figure 3-23: EmployeeNendor File Maintenance Items Screen 
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When you enter the payroll items for this employee, you have to enter them by correct grouping. 
(Additions, Deductions, etc.) Additions is pre-selected on the Employee Maintenance Screen 
since you will usually start an employee's entry with additions. Remember your item choices for 
an employee must be made from the payroll items that were set up for the company in general. 
James Smith, the sample employee has a simple after-the-fact payroll check. He has gross 
wages represented by the payroll item FLGROS, Federal Withholding represented by FED and 
FICA including MEDICARE represented by FICAMD. His net pay is normally paid through 
account 110. 

The Additions radio button is enabled. Click on the List button in the lower left position of the 
screen next to the Remove button in order to list the available Payroll Item addition codes. 
Highlight FLGROS from the list and click on the OK button within the Payroll Item List window 
and FLGROS will appear on the employee screen as an addition . The screen will display as 
follows: 
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Figure 3-24: Enter particular payroll items. 

You have just informed the system that FLGROS is an "Addition" to the paycheck. There are no 
other additions for James Smith's paychecks. Now enable the Deductions radio button which is 
located on the central portion of the right hand side of the screen. Click on the List button in the 
lower left position of the screen next to the Remove button. Highlight FED from the list and click 
on the OK button within the Payroll Item List window and FED will appear as a deduction. 
Click on the List button again and enter FICAMD as a deduction in the same manner as FED was 
entered . 
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Now enter the "Net" account by clicking in the Net field. The system is now waiting for the Net Account 
for James Smith's paychecks. Key in 110 and press Enter. Since the Net Account is the last field on 
this screen, you will be taken to the Standard Check Screen. This screen shows that James Smith has 
Florida Gross as an addition to his paycheck and the account for Florida Gross is 465. It also shows 
that his net account is 110. If you click on the Deductions radio button, you will see that his deductions 
are FED and FICAMD with accounts of 222 and 223 respectively. In other words the Standard 
Paycheck Screen tells the user everything about an employee's check. ( he Standard Check has 
another function which is not used in the Practice Set but it provides a very powerful capability that is 
worth mentioning at this point. If an employee gets the same paycheck from week to week, the amounts 
for the various payroll items can be entered into the amount fields on this screen. If this is done, then 
those amounts will automatically appear each time the employee is accessed and these amounts will 
not have to be re-keyed with every paycheck. This is a great time saver.) 

This completes the required information for James Smith. Click on OK to record the information for 
James Smith. Click on Close to return to the Home Screen. 

There is one other payroll related topic that should be mentioned at this time as people often ask about it. 
It concerns the entry of payroll figures in mid-year. If you have to set up a company in the middle of the 

year, you would first have to gather the payroll records up to that point and enter them. The rules for 
entering initial payroll earnings into the system involve the computation of two amounts. The first 
amount is the year-to-date figures for all components of pay (payroll items) for all quarters 
previous to the current quarter. They may be summarized and dated with the end-of-quarter date for 
the latest quarter. The second amount is the quarter-to-date figures for all components of pay for 
the current quarter for all paychecks that will not be placed on the system as individual checks. 
They may be summarized and dated with the date of the last check of the group. These summary entries 
would be entered as payroll transactions. The current period would have to be changed to the period 
immediately preceding it so that the monthly, quarterly and year to date numbers would be registered 
correctly. The current period would be changed using Setup then Date and Current Period. If these 
year-to-date payroll figures are already included in the trial balance numbers that you have entered for a 
client, then you should also check the checkbox which is on the payroll transaction screen that is labeled 
"Don't Generate GIL Transactions." 
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Step 14: Enter Standard Disclaimer Message 

There is one final set up item that is necessary for the Practice Set, the entry of the 
standard disclaimer message for the financial statements. Click on the Setup pull-down 
menu and then highlight Reporting, and then Statement. The following screen will 
display: 
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Note the number of options under Reporting and Statement. These options allow you a 
tremendous amount of flexibility in your financial statements. Typically all you have to do 
in order to change financials is to answer questions as to what you want. Now Click on 
General and the following screen will display: 
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Figure 3-26: Statement Setup Layout and Options Screen 
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This screen allows formatting options such as variable spacing, automatic page numbering for 
end-of-the-period statements, variable styles on balance sheets, etc. The Practice Set 
introduces these topics to demonstrate the flexibility attained by simply answering questions. 
Click on the Miscellaneous Tab and the following screen will display: 
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Figure 3-27: Statement Setup Miscellaneous Screen 

This screen is where the standard disclaimer message is entered fo the bottom of your financials. 
(Some page spacing options are also provided.) Click in the first field of the disclaimer message 

and key in the following disclaimer message, See Accountant's Compilation Report and press 
Enter. Click on OK to return to the Home Screen. 
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Step 15: Transaction Entry 

The set up of the Practice Set sample client is complete. It is now time to enter monthly 
transactions for this client. There are a number of different ways to enter transactions into 
this system depending on the circumstances. Two commonly used ones are the entry of 
summarized transaction balances via Trial Balance Entry and a high speed entry screen 
for fast typists via the "Alternate GIL Transaction Entry." The Practice Set will illustrate the 
standard transaction entry which is used by most users who are average typists. It is also 
the recommended screen to use for the purpose of correcting existing transactions. The 
transactions that will be entered in this exercise are found in the Source Documents 
listed in the beginning of this chapter. These transactions will include both general ledger 
transactions and payroll transactions. Select Transactions using the Transaction Icon of 
a check (shown at left). The following screen will display: 

1iii Genera l Led.:", Trdlt,dl tion, ~11 ~11xl 
J.,....,lllccde: r~ I0 1131lce ~T,..nsadion: I·? Oale: . Iatus: I -AaJDUnl: I ~ I Amount I 

OeIaiption: I --,I D.y: ~ 

I I
(ii'l .6dd ....... 

Ii' C_t ~od only I 
Q )..!pdoole i 

I 
, 

V_ID: r- Vend« _ : I i 
LIJI I 

il 
I 

II Debito: I0 .00 o.dib: I0 .00R.:t_ Prior EI\lIy a.lane.: t0..00 

I 

TraMac:iion l JownaI I ~nl I Dalel Amount ! DMEription !R_ I 

Ql I &ancel I J ~Ip I g.lete I P1~nt I CI... I ,!ownal- I PIOJtOIi I ~J 
C<u1a _tic Eialana.t1(j Cuh en"" I 

lIM _ _ 

I 
Figure 3-28: General Ledger Transactions Screen 

The cursor will be positioned in the Journal Code field. There wi ll also be a transaction 
number which will reflect the previous entry of transactions. In this case the previous 
transactions were the initial balances entries . Key in CD for the journal code and press 
Enter. The date will reflect an end of January date. Press Enter to bypass the date at 
this time. Key in the account number of 600 and press Enter. Key in the amount of 52 
and press Enter. Type Exxon Corp in the description field and press Enter. Next key in 
the check number of 3644 and press Enter and finally, key in 3 for the day and press 
Enter. The cursor will now be in the Vendor 10 field. Although the Practice Set does not 
use the Vendor 10 feature, it should be noted that this is a powerful feature. It allows the 
tracking of all vendor transactions and it also allows the easy capture of vendor 1099 
information for vendors who are subject to 1099's. Press Enter to bypass the Vendor 10 
field leaving it blank. The focus will now be on the OK button. Press Enter again and the 
transaction will be recorded and shown on the bottom half of the screen. Continue this 
process for checks 3645 thru 3649. 
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The check 3650 is a payroll check. So after entering check 3649, click on the Payroll button. A 
Payroll Check screen will display: 
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Figure 3-29: Payroll Transactions Screen 

The cursor will be positioned in the Employee ID field with check number 3650 already entered. 
Key in 1" for employee number and press Enter. (In actual operations you really need don't need 
to enter the employee's number; the system will look up the employees if you enter the first few 
letters of their first or last name.) The Date field will now be highlighted. (If the day needed to be 
changed you could key in the new day or use the Spin Button located immediately to the right of 
the Date field . The spin button will increase the date by 1 day for every click of the up arrow or 
decrease the date by 1 day for every click of the down arrow.) 
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In this case, the date is already correct so press Enter. The cursor will bypass the Center 
field as no centers are set up in the Practice Set. The cursor will now be in the 
Unemployment State field which will have FL already entered into it from the employee 
information that was previously set up. Press Enter to bypass this field. The possible 
additions and deductions for James Smith that were set up on his employee record should 
be now displayed on the screen. The cursor will be positioned next to FLGROS. Key in 
the amount of 800 in Florida Gross and press Enter. Key in a FED of 78.10 and press 
Enter. FICAMD will calculate automatically at 61.20 and so will the amount of the NET 
check of 660.70 (If the FICAMD account was incorrectly calculated by the client, this would 
be noted at this time.) The screen should now display as follows: 
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Figure 3-30: Payroll Transaction screen with additions and deductions 

Accept the payroll screen using the OK button. (If you do not accept the payroll screen 
with OK or in an another way such as with Alt key and the letter 0, then the payroll 
transaction will not be accepted.) Since the next check is not a payroll check, click the 
GLTrans button to return to the Ledger Transaction Screen. Enter the remaining ledger 
checks (3651 thru 3654) and then the final payroll check (3655) in the same manner as 
the first paycheck check was entered, after first clicking the Payroll button to access the 
Payroll screen. Note that on this payroll check, the date is not correct and you should key 
in the correct day or use the Spin button to change the day from the 28th to the 30 th 

• Make 
Sure to enter the correct dollar amounts. After this check is accepted with the OK button, 
click on the GLTrans button to access the Ledger Transaction Screen. 
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A special entry now needs to be made. So far you have only entered the debits for all the ledger 
checks. There is an adding machine tape in the sample Source Documents that totals these 
checks to 1,499.80. This is the credit that needs to be made to cash for these checks. Click on 
the button labeled "Create Automatic Balancing Cash Entry." This wil l total the entries to the Cash 
Disbursement journal and place them on the screen. Check that an amount of 1499.80 has been 
entered as a credit to cash and accept this information. If a different amount than 1499.80 was 
totaled for cash, it means that you have entered a check amount incorrectly. You may correct a 
check by first finding it on the bottom portion of the screen and clicking on it. This will bring this 
transaction to the top of the screen and where you may change it. After you have made any 
necessary corrections, click on the Add new radio button to return to entry mode and then click 
again on Create Automatic Balancing Cash Entry and check and accept the entry if it is correct. 

(Note that payroll checks are not normally included in the "credit to cash" entry on this system. 
Payroll checks automatically generate their own summary general ledger entries . You will 
examine them shortly after the reports are printed.) 

The next entry that needs to be made reflects the deposit for the month. The deposit in the 
Practice Set does not have a journal code of CD which stands for Cash Disbursements . Instead, 
the deposit has a journal code of CR which stands for Cash Receipts. Access the Journal Code 
field by clicking on it and enter a journal code of CR over the CD and press Enter. Continue 
entering the remainder of the deposit information using account number 440, an amount of -4000, 
a description of "Summary Deposits for the month", a reference of 1 and a day of 16. 

(You will note that the description of Summary Deposits for the month will exceed the visible 
description field but will still be accepted as the field expands.) 

The entry to cash for this deposit will be to account number 110, with an amount of 4000, a 
description of "Summary Deposits for the month", a reference of DEP and a day of 16. It can be 
automatically made by clicking on the Create Automatic Balancing Cash Entry button, checking 
the entry, and then clicking OK. 

This completes the entry of the transactions for the month. After the last transaction has been 
accepted with the OK button, click Close to return to the Home Screen. Closing ledger 
transactions will automatically close the payroll transactions screen and vice versa. The next step 
is to check these transactions for accuracy. This is normally begun by performing a debit-credit 
check of the ledger transactions. This will insure that your debit entries equal your credit entries. 
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Step 16: Perform a Debit-Credit Check 

Perform a Debit-Credit check by clicking on the Debit-Credit Check Icon, which is 
shown to the left. The correct display for the Debit-Credit check is shown below: If your 
transactions and your initial balances are all correct, then there should be no differences 
between the debits and the credits and the difference columns should all be zero. If this is 
not the case then corrections must be made. Close the Debit-Credit check screen after 
examining it. 

Figure 3-31: The Debit/Credit Check Screen 

:t Dellil Cre clil Che( k '. ~ 
Meln OICillCredd Clleck I lnll~1 Bal8flC8 rrlnSidlons Oe~Il1Cradlf Cneck I 
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Step 17: Verification and Correction of Transactions 

To check for any errors, the correct listings of the ledger and payroll transactions are shown 
below: 

The SalT1Ie C~nj r tnc. 
GENERAL LfDGER TRANSACTION LtSTING 

Janusy 31.2000 Client No: 1 GO Page 

TrrVii Date Acd Debits Cteiflt:s Jnl Ref Des Cfi!!!!Qn 

13 1.'3.>:IEi 600 51 .00 00 36H f) ~ca\ Corp 

U 113106 460 1000".1 CD 3645 AI!16 Sfn an 
15 1.I1I.''.l6 6~a 14..00 O':l 3616 :: SUIIP'J 
16 1/1 ~ j!()6 64O as.411 CD 3647 Vt.l1ZOn 

17 1.'13106 650 6:SIJO ::;;) ~64a FP 
18 1!16.I(J6 6za 300 ..00 CD 3fil9 CITI3lil'tUr:J 

1.'11:1.,;)619 6~O SUIO CD ~ts1 PlJlc:ao Rsiilat;!f;ll1l 

20 1120..:16 190 39: .00 CD 3652 "-1'.,0 mlure 
21 l ln!O~ 460 :S-~ .00 CD 3653 A1n5 Sfnlll 

21 112&>:16 2Sa U8..32 CD 3tst 
23 H3 1106 110 I ,H9110 CD ,~,S 

24 1116106 HO 4 ,000.00 CR 

25 1.'31.'06 110 4.000.00 CR DfP i rj RecelJl5 

Totlili 5HO S .H9 .ao 5 .H911O 

Report 3-4: General Ledger Transactions: Use this listing to r view the ledger transactions 

Too Sample Company 

Payroll Transaction listing 
1/1120re to 113112006 Cli91,t t-lo 104) P~e 1 

Gross FedW H Fgl .... ed StateWH (}e!i:s ~ 

Jarres M~ Smith - 1 

3050 01l1 41J5 800.00 78.. 10 6110 (1.00 0 . .00 06070 

Z 365~ 01l31,oe 800 ..ao 18.1e 61.20 000 IH)() 660.70 

Emp Tot!l llHlQ ,OO 1!{J .W 122 . 0 0.00 C~] 1.311.40 

w 1.eOODO l!i03 .. 2O 122 .4Cl 0.00 01)0 1.321.~() 

1.099 Totai 0.0.0 0.00 (LIIO 000 a .Oil 000 

F~a l TolaJ 1 .6.oO..o~ (l .oo oOJ) 1,3ZUO 

Report 3- 5: Payroll Transaction Listing: Use this listing to review the payroll transactions 
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To print the listings of the ledger transactions that you have entered, click on the Report 
pull-down menu then File Listings and Ledger Transactions. Select the List General 
Ledger Transactions and Print as the two radio button choices for Ledger 
Transactions. Click on OK and the ledger listing will print. You may print other variations 
of ledger transaction listings if you desire. When you have finished printing, click on Close 
to return to the Home Screen . 

To print the payroll transactions, click on the Report pull-down menu then File Listings 
and Payroll transactions. There are a number of options on this screen. The Include 
Options and the Current Period should be left as they are defaulted. The Print radio 
button should be enabled instead of the View radio button which will be the default. 
Select Standard List and Employee ID as the two radio button options for the type of 
printout. You can ignore the final option which allows only selected individuals to be 
printed. Click on OK and the payroll transactions will print. Once finished click on Close 
to return to the Home Screen. Compare the ledger and payroll transactions to the correct 
lists that were displayed on the previous page. 

~ If there are any discrepancies, correct them by accessing the ledger and the payroll 
t" 
~ transactions entry screens using the Check Icon, shown at the left. 

To change ledger transactions, click on the Update radio button. This enables you to 
enter a transaction number to access an incorrect transaction. The transaction number 
will be found on your listing and may be different than the transaction numbers on the 
Practice Set listing, since the order of the transactions or some other inconsequential 
entry situation may have arisen. There is another way to access an incorrect transaction, 
which is to find and double click on the incorrect transaction displayed below the 
transaction entry portion of the Ledger Transaction Entry screen. This will change the 
radio button to Update and will place the selected transaction on the screen for updating. 
Regardless of which method you select to access the transaction, you should correct the 
information and accept the screen with the OK button. 

Payroll transactions are corrected by entering the payroll transaction number for that 
transaction. The transaction numbers can be found on the payroll transaction listing that 
you just printed. After all corrections have been made and accepted using the OK button, 
click on Close to return to the Home Screen. 

Perform another Debit-Credit check using the Debit-Credit Check Icon, shown to the 
left. You may also reprint the transactions for a visual check. If the transactions are not 
correct, continue correcting them and listing them until they are. 
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Step 18: Print Financial Statements 

When all the transactions are correct and the Debit-Credit Check is in balance, print the financial 
statements. Click on the Reports pull-down menu then Financial Reporting and Trial 
Balances. The following screen will display: 

:a Tri1n'iiKtion Prepc)rilt Ion ~u 

(0: Normal Transaction Preparatlon 

r. No Transaction Preparabon Needell Thls Penotl 

p- Proce~s Payroll Transactions 

II IQK 

Cancel I 

Figure 3-32: Transaction Preparation Message 

This is a system message telling you that new transactions have been entered or existing 
transactions have been changed and that by pressing the OK button the system will process 
these entries or changes in order to prepare the financial statements. If you press OK and there 
are any discrepancies that the system can recognize, (such as the debits not being equal to the 
credits), that would prevent correct financial statements from being produced, then the system will 
warn that those discrepancies must be corrected first. Click OK to proceed to the Print Trial 
Balances Screen. To print the Trial Balance listing, click on Print and then on OK. A trial 
balance will print. We could print each desired financial statement, Trial Balance, General 
Ledger, Balance Sheet and Income Statement, using this method. However, if you want a variety 
of reports, then asking for the reports one by one is not very efficient. 

A better way would be to use the Report Group Processing option, which allows you to select 
multiple reports for printing. This option remembers the selections you make for each report and 
saves them for later use. This can be a great time saver and helps you to remember to run the 
reports you desire and how you desire them. To select the reports discussed above, click on the 
Report Group Processing Icon, shown to the left, and the following screen will display: 

1\ Report GrollP Select ion -- ":

II .II -- ( c;=-SoIo.. !lopcxu II!..... Opdo.. 

' Roin)O•• ~ I 
inIin 11_f -I' 

fjNJh 8io4Odiiiii - 1 

Biii~ I 
-s;,..... I 

~ ~Gro\4II 
:r C1oJ.e L 
r .11. In

Figure 3-33: Report Group Selection Screen 
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The cursor will be positioned in the Report Group Name field . Key in a name of 
"practice" and press Enter. The focus will switch to the Select Reports button . Press 
Enter and the system will be awaiting your report selections. All buttons except for Insert 
Report, Finish Selection and Help will be grayed out. Now click on the Reports pull
down menu and then on Financial Reporting. The following screen will display: 

Trial Balances 


Payroll RePQrting ~ General Ledgers 


File Listings ~ Statements. and Schedules 


Process Report Groups Disdaimer Letters 


Accounting Basis Footnotes 


Transaction Preparation F2 Cash Report 


Wage History ~ Graphs ~ 

Bank Report Statement and Schedules (Old Version) 

Print Excel Fue (Use 'I\.~th Report Groups) 

Reset Page Number 

Figure 3-34: Reports pull-down menu for printing Trial Balances 

Click on Trial Balances and the following screen will display: 

=- Plllil Ilidl IIdlol1((» § 

lil Stan<lard 

Q Working Trial Balance - Landscape 

o Working Trial Balance - Portrait (balances must be < $100 m~) 

D WOrking Tnal Balance - Manual Type 

o Tl1al Balance - Initial Ball DR I CR I Ending Bal 

Q WOrkIng Trial Balance - Manual Type WIth PLL Cotumns 

!i' View oPrint Q PDF File 

Number of COpies: r 
\ 

I 
I 

I ~~~ 

.. 

! 11 Suppr~ Zero Balances 

t:! Print Zero Balances 

i 
II; 

rUse Allernale Ac count NumberS 

~ Sub Total For Balance Sheet 

I 

Figure 3-35: Print Trial Balances Screen I' 

It is important to note that the Report Groups Processing option always automatically 
defaults to the Print option no matter what setting is on the screen. So in this case, 
even though the trial balance is defaulted to "View", you do not have to change the option 
to "Print". Click OK and the screen on the next page will display: 
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~ Report Group Selection ' - - [j ~ 

Figure 3-36: Report Group Selection with Trail Balance Selected 

Notice that the Trial Balance is shown as selected. Continue to select the other desired reports 
that are shown in the screen below in the same manner. Note that the Balance Sheet (B/S) and 
the Income Statement (I/S) are found on Reports, Financial Reporting, and then Statements 
and Schedules. Each time a new report is selected it will appear on the Report Group Selection 
display. 

After all the selections have been made the Report Group Processing Screen will display as 
follows: 

9\ Report Group Selection ' ' 

!~.~.~,~, ..~~,;.~~.~" ......................, ...........................................................................,.................,.........,......."..,.................. 

~'Urrent p~ ri od r..ene n.l LII! d911! r 

BI S - ~e ~r-To-I1olte 

1/ S - ~\lrrent Fe ri od , YTD 

Figure 3-37: Report Group ready to print 

At this point click on the Finish Selection button. This will permanently accept the selections and 
blank the screen. Click on List button. Highlight practice and click. on OK within the Batch 
Process List Window and practice will be placed in Report Group Name field. Now click on the 
Run Group button and the reports will print. The correct statements are shown on the following 
pages for checking purposes. This completes the instructions for the Practice Set. 
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~! 
/1 

~IThe Sa~Company, Ire. 
TRiAl BALANCE 

CHt No: tOO 

Dl!brts 

110 Cash in ~iI'Q 2,4tJ.3e 
120 CasII in Sr'iinQ,s 3,000.00 
30 Aooollll1s Fecehebl: 2,425.00 

140 Prepaid Expense :!IOO.OO 

00 AI/OmObiIe 14,559.65 
00 CompUIE<! 3250.00 

190 Furniture 424200 
tS5 leg;: Aro.m. Depreoialilm 8235. t4 
223 10.000 ms Pa}Sbie .875.34 
222 Fe:ieral WH P~ !.e.2il 
223 ROI>. TaxP~ 22.40 
230 Notes Payable t.J02. l3 

,000.00:no 
7,0"...8.08 115 

BaIan:C£ S-I TGals ~.l!iO.O 2!I.74:il.4S 

Report 3- 6: Trial Balance Part 1 

~Il 

I!The SaIl1ie Company, We. 
TRiAl BA LANCE 

Clil<rlt No: 100 Page 2 .Bmwy31. 2006 

Aa:t Desail2t«m Credits 

446 Sales 4.000.00 
..e.o Sales Conmis!;iGn :MO O!) 
>185 S3lanes ' .600.00 
600 Traw l 146.00 

620 Olia! Rent 300.00 
63ID 0 De Slpplies H.OO 
640 Tel2phone Ex;poense 8&.48 
650 lJIiIiies El<pe11<SE ~.OO 

Total For All Acrounts 2;2,749.49 32,i'49.49 

Net IrlDnE 

Report 3- 6: Trial Balance Part 2 
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Th-e Sarnp.\e Company, Inc. 
G ·Et..!ER..AL LELJ.GER 

J 5fT.JMi 3 1. :006. C~ !r.NO :: tOO 
It .... 	 Oeblts 

"0 ~ ..... 01.<* .. 
~........." Bo"' M . 

13 1 .'31 ,'06 .h5~ua ry C Ma s CD CXS 1. 4S9.llCi 
.5 113 "'J6 ...."ta r} R e-::elO!S ~ DE'" ' ..000.00 
4£ 1,S 1.06 Nt, Par 1"0 I C'"Ied s PVR CK 5 1.:;;1 .40 

TO'Ilii 	/\c oo,,", , A<:1arIIt • . 00000 :;,C 1 .• 0 
E..olollllll .."". : .41 1. 36 

k	 g1!'rllo" EIIIIs"". 3 .000.00 
EftI"'g l1li Is"". l.QOo.oo 

Eleglmln" a.. .. nc:. ..425.00 
E..o"" ElllIII"". ~",,;.s.oo 

&e gfttlno 80 ....:. 300.00 
E""''''0 80111 rIC . 300.00 

160 AW!lCmlobue 
Beg ..... ; 85 Is"". 14559. 6.5 

Em"Q BIlls"". 14.559.65 

2":50...00&e0 ......11· 85 "'''''. 
3~SO . OOEftS., II l1li '" rIC. 

&eo- o 6a lanc. ;.lISCI 00 

::0 1,~o.o'(I6 Fre Cf's 0J1Ice ~.mr:vre co 36'52 19: 00 


T"""l Aca> I AcIl;1\\' 39~. OO 


EIIII;"O 80 Ia"". .....: .. ;..00 


&eglon 0 Bo .. no:. 6"~ZJ5 1.. 
E!'I:I lnOBo""". 6 . .:3S.1" 

1.3753_ 
E nd"' II E111lsillC. 1.8:' • .3' 

&eo ......" Bo lanc. 

'&eg "'0 Bo Is nce 0 .00 
PVR QCS 16c.,;:0 

TO!a' Aca> \ Ac....... Hc';:O 
EftIIn "EIII n<;e 156.20 

Report 3- 7: General Ledger, Page One 
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122.40 

III 

~I 

The Sample Company. Inc. 
GENERAL LEDGER 

j'3!'1"Jarj 

ll,.. 
.A..o:.,J .. 

:30 

.. 

3"10 

315 

"0 

;. 

460 

H 
:;:1 

4.6S 

4: 

600 

1:l 
I!; 

6:;:0 

1& 

; -1. 2006 

.Inl R"':.ca: 
F.tCA lex FeJ'~ie 

8e.\lb'l"'11 eo", ,,,, . 
113MJ6 ~ ... lrJ)ej_c« V\1.,tIOklln;; PVR a<:s 

TCiat /lltCaJ 'Actwllt 
£ 0:1"'11 Bolllnc. 

Note' ~1~t'-~ 
Ee_"" 11 Bol>"". 

1,!'2&Q6 Ge!\e~1 t.tGtors co 36,S4. 

Total AccoU'l ~ AC0i1l:l 


E I"I1,"O es mn::e: 


CU"'l£lod: 
a._...O.... l5nc. 

En.1rtO sa tsnce 

R:e~ nIlS E&mttgs. 
a.0ft\ ...1I .... 15"". 

£ ..:I~III!o...""· 

S3~S 

a._·"'·J;65"'"". 
1; 16,Q6 S~m~ri ~o~~I~e OR •mo~" 

s.~e:s COmmkslon 

VlUJ6 .J5me5 Smtf'l. 

1 ,~3:.Q~ JamesSmet 


53enes 

1.'31.1:16 .'F;:' G-q;'OSS 

Travel 

1:3 ,06 EXXD!"! 00., 
, , '&'06 F' e"Ua"" Re ~aI rrlt 

Oftl<:.~1 

1116.'lJ6 Tflomas R:e.~'J' 

-'!r'tJa-rl 3' :006

",..
6:0 O~e "-'erI~ 

630 01!k:~ $;..1111'1". 

15 118106 A6C SJllllt 

640 Te.leJl'l~ne Ec.pe m:sc 

16 , .'121Q6 '\jo'.e.rtz:oa 

~50 l.MltlEs Ex pe!"':.5e 

17 1!13.'O6 FPl 

T~al 	AcaJOZIl AcUl.rItr' 
Endi"'lO Ee"'nce 

81:",","'11 BoI5"". 
CD 3045 
00 3653 

To!el Acco~' AcUtif·lt}· 
En:::iM 'G B=kH'C1! 

8e:9-mit"lo83 Bnc: e 
PfR Q;$ 

T~at AcalVlt N= Dr:I'J 
E-t"'ICU'"1.0 Sa B!!\C e 

8eom"'OBoIII"". 
CD 3644 
00 l'!iSl 

T..... AcaJ"'" Ac..,.... 
EI'td~g Sa Lsnce 

& _"'980111"". 

CO 36'!; 


Total Pc.cotr\' A,,:cw.~ 


Report 3· 7: General Ledger Page Two 
Ii 
I: 

OIlel'll No: 100 Page ; 
Debfts C\"..olls 

300.00 

0.00 
14 .00 
".00 
14 .00 

0 .00 
se; ,<a 
se; <a 
86 .42 

0.00 
63 .00 
63 .00 
63 .00 

3: .149,",3 ~~. H9.'9 

The SampleCompany. Inc. 
GENERALLED'GER 

J ·nI R"'.o::t: 

£r>;jt!lOBislonc. 

Bo ginnO'lO Ell III"",. 

CD 36"6 


TOO. Aca>.... "'=""11'1 

E"""'980to...::. 


& _ "'0 8010"". 
CO 3'64.7 

T""", AcCD ..... Actt.rlll 
e .-.:l"' g8!ib"". 

I!oegIn!IlrI ji BIs I> n::. 

CO 3.648 


Tor", AcCD,",' Aclt.rll.' 

£"""'1Ie.. ..."". 

Totai:s 

Clio'll t,O ; lOa p~~ ~ 

DebItS Q..o1ls 

OAlO 
14::""0 

12:2 .40 

&.-"50 .6£ 
"lL;:: 
14.s.,~ 

alC~"!.l 

S.OOO CO 
S.OOO.OO 

1. 05~,(Ja 

7.. 05&.08 

O-'lO 
• 000.00 

' .. 000.00 
4.000 ,0{] 

0.00 
'00 ,00 

:50.00 

350.00 

)SO.OO 


0 ..00 

1.600,00 

1 .600.00 
1 .~OO. OO 

0.00 
5: .00 
94 .00 

146.00 
146.00 

0 .00 
300.00 
300.00 

Report 3· 7: General Ledger Page Three 
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The Samp~e Company 
STATEMENT OF ASSETS, UABllITIES, AND EQUITY 

January 31. 2006 

Assets 

Current Assets 
Cash in Checking $ 2,413.36 
Cash in Savings 3,000.00 
Accounts Receivable 2,425,00 
Prepaid Expense 300,00 

Tolal Current Assets $ 8,138.36 

Property and Equipment 
Automobile 14,559.65 
Computer 3,250.00 
Furnilure 4,242.00 
Less Accum. Depreciation (6,23514) 

Tolal Property and Equpment 15,816.51 

Total Assets $ 23,, 954,87 
========= 

liabilities And Equity 

Accounts Pay'able $ 1,875,34 

Federal WIH Payable 156.20 

FICA Tax Payable 12240 

Notes Payable 8,30233 


Total Uabilities $ 1Q.:.,..___ ' 45_6_27_ 

Equity 
Capital Stock 5,000,00 
Retained Earnings 7,05808 
Profit and Loss 1,44052 

Total Equity 13,498,60 

Total Liabilities And Equity $ ===23=,95=~4=,87= 

See Accountanrs Compilation Report 

Report 3-8: Balance Sheet 
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The ~eComfllny 
STATHEtH OF REVEt'JUES AND' EXpmSES 

For 1!1e Ore t.tolin El11ed JsnU!ly 2> !. 2fJ'.6 

ClHem PaiOO Ya ToDdle 
Arrru1t R:JCffit jilrrvllll FeCBIt 

Irmme 
Sale; $ 4,(0)00 100110 $ 4,000.00 100 ,00 

Tctallnarre 4,~.00 10()00 4,000,00 100,00 

~nse; 

Sales Commission 3~lOO 8.75 3fXJOO 8.75 
Salaies 1,ID),OO 4{),{l0 1,600,00 40.00 
T.CPla 1~.OO 3.65 1~.OO 3.65 
anre~nt 300,00 7~{I 300,00 7.00 
anceS!.Wlie> 14.00 035 14,00 .35 
T~h:re~e 86.48 216 &;,48 2 16 
utilne; Exp:-fEe 63.00 158 6300 1.58 

TctaI~e; 2,~,4B 63.99 2,S$I,48 63.00 

Net Irmre{Loss} $ 1,440,52 3501 $ 1,44052 ~~1 

I.'See ACCDmtant's CDm}.'! iation Repcrt 

1', 

Report 3-9: Income Statement 
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Chapter 4 
The File Pull-Down Menu 

When this pull-down menu is selected, the following menu will display: 

Activate 

New 
Copy 

Delete 

Change Cfient ID/Relocate Client 

Interfadng 

Data Conversion 

Select Printer 

Mail Labels 

Exit 

Figure 4-1: File Menu 

The sub-options are listed below with a brief description of their function. 

Activate: This option is used to activate a client for processing. "Activate" means 
to access client data from the hard disk and to make it available for processing. 
(See Page 4-2) 

New: This option allocates and prepares an area on the hard disk for a new client 
in order for the system to be able to process that client. (See Page 4-5) 

Copy: This option allows client data to be copied for setting up new clients, for 
backing up client data, and for various other reasons. (See Page 4-6) 

Delete: This option allows client data to be deleted from the system. (See Page 4
12) 

Change Client ID/Relocate Client: This option allows a client number to be 
changed by copying the clients' data to a new area on the hard disk with the new 
client number. The old clients' data is then automatically deleted. (See Page 4-13) 

Interfacing: This option allows various interfacing options to be accessed such as 
interfaces to tax programs, spread sheets and other computer programs like 
QuickBooks. (See Page 4-14) 

Data Conversion: This option allows the conversion of data from the PC 
Software Accounting from a large number of different Client Write-Up systems. 
Documentation for specific conversions is provided separately for the specific 
conversion program you require. Please call PC Software Accounting (800-237
9234) if you need conversion documentation for a particular system. 
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Select Printer: This option provides access to the Microsoft Printer Selection 
Screen. (See Page 4-31) 

Mail Labels: This option allows the printing of client mailing or file labels. (Page 4
31) 

Exit: This option provides another method of exiting the system. (Page 4-32) 

Activate 
This option is used to select a client for processing . You could also use the file 
cabinet icon shown to the left to select it. When this option is selected the 
following screen will display: 

j_.&-AS»;*. 
101 The Sample Cheekwricinq Company 
101p4 The SlmIple Cheekwritinq Company 
101p! The 5 Ie Q",ekwr'iting Company 

m~B Oata Files 
D Leiters 
~POF 

le e: 
rClient view 

I Ill' Us! Itermilted eIlen!s only 

04/30/05 
03/31/06 
03/31/06 

~ 01' Change CHen! PassworC\IC Usl ill clients 

. r Sortdlen~~----------------------------------~I Ill' Cllentt!_U~ber 0 Company Name 

Figure 4-2: Activate Client 

QK 

flint Listino 

Clolie 

The last client 10 and name that was processed on this workstation, in this case 
Client 101 PY, will be displayed in the drop list. 

Note that the drive and folder that you currently in will be showing on this screen 
and only clients in this drive and folder will be displayed. Occasionally this drive 
and folder is not correct and you might think that you have lost all your clients 
which is not the case. You can always exit this option and reset to the correct drive 
and folder using the Setup pulldown menu, the System option, and the Default 
Data Directory sub-option and then return to this option to see the correct display 
of your clients. 

To activate the last client processed, make sure that the client is highlighted. If it is 
not highlighted, highlight it by clicking on it. \\low accept the screen using the OK 
button on the right side of the screen. Note that there is a radio button on the Setup 
pulldown menu, System option, Default Data Directory sub-option screen that 
allows you to automatically activate the last client that was processed. It is called 
Auto Load Last Client. This radio button should normally be set as it will save you a 
lot of time. 
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Before we discuss how to activate a different client you should be aware that clients may be listed 
on the Activate Client Screen in either client number order (client id) or client name order 
(alphabetical according to the names of the clients). This is explained in the following "Sort Clients 
By" text. 

Sort Clients By: There are two ways that you can display the list of clients- in client 10 order or in 
alphabetical order by client name. You can do this by selecting either the client number or the 
company name radio button on the bottom left portion of the Activate Client screen. (Whatever 
option you choose will govern what order your clients appear in and they will always appear in 
that order when you go into the Activate Client screen unless you change how you wish to display 
them by clicking on the other radio button.) 

Selecting a Different Client: Now that you have chosen the order that you wish to display your 
clients, this section of text will discuss how to activate a different client than the one that is 
displayed on top of the client list. 

If you only have a small number of clients, you could find the client on the sorted list by using the 
up or down arrows found slightly down and to the far right of the displayed list of clients. The up 
arrow will display clients higher up on the sorted list of clients than the displayed client and the 
down arrow will display clients further down the sorted list than the displayed client. Once you find 
the client that you want, you can highlight them and click on the OK button to activate them. 

Probably a better way to change to a different client is to just key in the client number if the clients 
are sorted by number or key in the first few letters of the client name if the clients are sorted in 
alphabetical order. This will automatically find the client you are looking for or a client with a very 
close Client 10 or alphabetical name if there are two or more clients with the same digits that you 
keyed in. If this process immediately brings up the client you need, you can click on it to highlight 
it and then click on the OK button to activate it. If the exact client you want does not display, say 
you keyed in Jon and you had two companies whose names began with Jon i.e. Jones and 
Company and Jones and Srnith, you can quickly find the right one using the up or down arrows 
which are slightly down and to the far right from the displayed list of clients. Once you have 
located the client you want, you should highlight it and then click on the OK button to activate it. 
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Set of Change Password: There is a Set or Change Client Password button on this 
screen that allows you to setup a password for a client. If you wish to setup a password for 
a particular company, you can set one by clicking on the Set or Change Client Password 
button or bar. When you do this the following screen will appear: 

... Enter Password Ixl 

Verify lJ8S$WOrd:: I 

Q1< ~pcel 1___,.;," cr~ I 

Now you would enter the password that you wanted to use for this company, verify it, by 
entering the same password again, and click OK. If you do this, then you will need to 
enter this password to access this client anytime you try to activate them in the future. 

Print Listing - This button will print a list of your clients in whatever order you have selected 
with the Sort Clients By radio button. This can be a very helpful list to keep handy, 
especially if you have a large number of clients as it will allow you to see how they are 
shown in the system so that you can find them quicker. 
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New 
This option is used to set up new clients. You could also use the New Client Icon shown 
to the left to access this option. When this option is selected. the following screen will ( 1 
display: 

~Create New Client ril e -

New ~I,ent Number ~ 

,---------Location For New Files-----I 

C: \ 

I
i r::1=-(--------------"'13 i 
j 

4-3: Create New Client 

To set up a new client, enter the client number (up to five alphanumeric digits long), and 
then accept the screen. This will set up a new client in the folder that appears on this 
screen. This drive and folder may be changed by the user; otherwise, it will reflect the 
default drive and folder that was set up for this client using the Setup pull-down menu then 
System, and Default Data Directory. Note that in this example, the client will be placed 
in the open PCSW folder. 

FILE PULL-DOWN MENU 4-5 




Copy 

When the Copy option is taken the following sub menu will display: 

Copy dient (Simple) 

Copy Client (Advanced) 

Clone Client 

The Copy sub options are very important and you should understand the copy 
capabilities that you have. 

Overview of the Three Copy Sub Options 

The first sub option, Client Copy Simple, will automatically copy the active client to the 
diskette or to the special default drive and folder that you have selected. Note that if it 
does copy to a diskette, it will automatically erase whatever is on that diskette 
before it copies your data on it. Copy Client Simple is designed to make backing up 
the currently active client quick and easy. The second sub option is the Copy Client 
Advanced. It is designed to be able to help you effectively back up a number of client 
files at one time or to be able to copy client data for various other needs. The third copy 
sub option is Clone Client. This sub option is very helpful when you have a new client. 
You can copy all the setup options from any existing client that you have without copying 
any proprietary information from the original client's data such as any of their balances 
or transactions or their federal or state identification numbers or their various state 
unemployment rates, etc. 

Copy Client Simple 

This sub option is usually selected using the icon shown to the left, but can also be 
accessed with Copy and Copy Client Simple. It is designed to make backing up the 
currently actively client simple and easy. When you first get the system, the system will 
automatically be set to backup the currently active client to a 3 1jz diskette when you 
select this option. When you backup a client, you get all the data that has ever been 
entered for that client on the backup diskette not just the current period. The system will 
also automatically ask you if you wish to compress the data. You should answer yes to 
this as this will normally allow all the data to be saved on a single diskette. (If the data 
needs more than one diskette, which is a rare occurrence, you will be prompted to insert 
a second diskette and even a third if that were ever necessary.) When this option is 
selected, the following screen will appear: 
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1 

Ei Copy Client, Tax or System Data (Simple) 1- I[QJ[RJ 

Backup Client Data to Drive A: 

It is recommended to label yOUl di!l!ette with the active dien! numw. 


It is also reoommended to mate mOle than one ba~up di*. 


- ZiptUnzip Info 

Status: I Progress: 

Data Selection I rStand8ld Zip Oper tions 

[ ___ _ie_ _t O_ _ _ O . T _ _ ta O____ _ _ _ __---' I @; ~ip Data 0 YnZip Data@ CI n 8 ta ____ _ _8X Ga____ System D8 ta 

I Ba~up i Restore Location 

i @ Oi_tte 0 Drive " ;;ol<B 0 IP 

______Qk I [~::::~~:~__~ tleIP____~~____cI~______~I ~________ ________ ______~ 

Notice that the screen above is preset to back up to a diskette. If you want to backup 
somewhere else (say you do not have a 3 % inch floppy drive on your machine or you just want 
to backup somewhere else, you can set the drive you want to backup to using the Setup 
pulldown menu, the System option, and the Default Data Entry sub-option. This screen is shown 
below: 

:w Systpnl Sptup i-11g1r><1 
Detaull Data Directory CWU ------------

~ Oetault Folder Localion Vew

I;;l c:\ 


Create Folder
Ci' Oefaut Dal.ll Dtectory CWU relpcsw
I '.1I o OefaulDal.ll Directory CCB I 

o Detaul Disclainer Leiter Folder 

! 
C Defllul Backup I Restore FolderiI 

I r Use Floppy DriveIBc ~ I L!_ - .. --

IX Use Defaul Directory CWU IX Use Defalil Directory CCB IX Uae Default 0 ctory Disclaimer Letters 


IX Auto Lolid Last ClIent IX Backup Client When Activated 
 I 
; 

Copy TaDle{s) from OefauK D8t8 Directory ----- 
i.e . Copy SYl'tam TaIlie(s} ItGro Fie Server 10 -_ S!a1iol1 


r Tax Tables r Sl8teme(lt Layouts 


r Journal Codes r Checll And Tax Form Posiions 


r W2Tax Form Posdions I ~ ~R~ 
I--======~---------------------~I 
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To setup your system to backup/restore to a drive and folder instead of a diskette, you 
would click on the Default Backup/Restore radio button and unclick the Use Floppy Drive 
radio button and then select the drive and folder that you wish to backup to in the upper 
left portion of the displayed screen and then click on the OK button. To make sure you 
have set it correctly, you could return to this option and select it again and make sure it is 
set to where you wanted it. If it is, you are all set. If not set it again and make sure to click 
on OK. 

Once you have decided to use the diskette drive or you have set a different drive, using 
the Copy Simple option is extremely simple . Just click on the Diskette Icon and click OK 
or access the Copy Simple option from the File pulldown menu and the Copy sub option 
and click OK. The currently active client will then be quickly copied to either a diskette or 
to the location that you designated. Note that if you copy to a diskette, the diskette will 
automatically be erased before it copies your data to it. So you should only use 
blank diskettes or diskettes that can be erased for coping purposes. 

Copy Client Advanced 

When this option is selected the followed screen will appear: 

GJ§ixiIi2 Copy Client Uald 

Source 

100QF The Sample Company, Inc. ~ I 
100QS The Sample C~~ny. Inc. -
100TC The Sample Company. Inc . 

100ce S~ephens Swimming PGol~ 


l OOTS The Sample Company. Illc. 

101 The Sample Checlcwri c i ng Company _ I 


I!:3 c:\ .~~ 
'" I•
D Conversion 


Cl Data Files .... ,

-

le e: :;J 

----~Target
New 

Chenl.[Q: l OOTS The Sampl~ Company, Inc.

I 101 The STll!lPle ChecJcwriting COOipaIly 

: 1 
lOlp4 The 5 l e Checkwri~ing Company 
10lpi The 5 l e Checkwricing Company 
101PY The Saapl e ChecJcwriting CO!1IpanY 
101~~ The Sample Checkwricing Company 

@ Norm 

'~ 
---1' 

v !-

Be:\ ,I "", IO Zfp 
.. . I0 !lnZip eJ Conversion 


C::! DataFiles 

Multi Clien! S Letters 

o Norm B PDF v i I ,~,~ 

o Zip 
I ..:J 1Q Unzlp I lee 

! .n 

Qk ~ancel .!::!elp Clo~eI I I I I ! 

., ,- 11.' i 

The purpose of this option is to allow you to backup client data or to be able to copy client 
data for various other needs. It is flexible in that you can change the drive and folder of 
both the source of copy information which is shown on the left side of the screen, and the 
target for the new copied information which is shown on the right hand side of the screen. 
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COPYING A SINGLE CLIENT FOR BACKUP PURPOSES: There is also a capability to zip the data 
when you copy. Here is example screen of how you would copy a single client from the C drive and the 
PCSW folder to the C drive and the BACKUP folder and put the copied data into a compressed format. 
The data will be compressed because you have marked the zip option for a normal copy. Note that the 
client must be highlighted in order for it to copy. If you wish to zip the client's data, you should mark zip 
first and then highlight the client otherwise you will have to re-highlight the client again. 

1argoi------ 

100Ql The 5<acple C<DP4IlY. Inc. 

Source 

,I100Q5 !he Sample Con:pany. Inc. 
lOOIC The SlllIIPle Comp<m', Inc. 

10nIS !he Sample Company, IDC. 
101 !he Sample Cb"ckwri~inq Company I ~ 

~'""~c~-----------'~ I C NO[ll1 

r "-- i (ij ZIp I p4_B~cl•••le•••••••••• 

oJ CM~:enl I
II 

l~-----------~. O NQ~ 

o lip r=-------- ----, 
o Unzip I Ia c: :::J 

ZlplUnziP Opdon 5 

[ r Multi Disk Mode r " ' ,. _ \ StaIU3 I Prooress: I 

lielp Clolle I 

If you later needed the backup copy that you made because your original data on drive C and the PCSW 
folder was damaged in some way, here is an example screen of how you could copy the previously 
backed up data from the C drive and the BACKUP folder to the C drive and the PCSW folder. Note that 
you would now use unzip so that the compressed data would be put back into a normal format. Also note 
that the backed up file would have to be highlighted. Note the name of a z pped file is CWUXXX.zip 
where XXX is the client number. In this case the Client # is 101 PY and therefore the backed up file is 
named CWU101PY.zip. 

!IS Copy Client Data L;:}gl ~1 
Targlt'---- Source 

r 
lOOQF The Sample CDIII,t'any. Inc. 
100QS The Sslple Com;:anY. Inc. 
lOOTe The Sample Com;pany, Inc. 
lOOTS The Sample C~y, Inc. 

o Norm 

Co OP ic:\_@_J.!_nZJ_p_-j11 S4g; 
r=:-c:- -----------3-, Multi Client 

'-----------------' 0 Norm 

oliP 
o UnziP ___--Ii 

r ZiPlUnzip options

I r Multi Disk Mode r l Status: I 

c: 
. 3 1 

Process complete•._ Progress: 

[ Qk ,Qancel I CloAe 
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COPYING A SINGLE CLIENT WITH A DIFFERENT CLIENT ID: This option can also be 
used to create a copy of an existing client's data file with a different client number than the 
original one. (You will then have two identical sets of client data for the same client, each 
with a different client number.) This is done by entering a new and different client number 
in the New Client 10. This type of copy is often helpful because you might want the same 
client data for a different purpose such as to do projections or to produce some modified 
report that you would then adjust or change the original data or setup of the client in some 
way. Once again, you would set the drive and folders on both the source and target side. 
Often on this type of copy, both drives and folders would be the same since the client 10 is 
different. 

COPYING MULTIPLE CLIENTS AT THE SAME TIME: Backup is often much easier if 
you can backup multiple clients at one time. This option allows this . The screen below 
shows a number of highlighted clients being copied from the C drive and the PCSW folder 
to the C drive and the BACKUP folder. More realistically, clients would be backed up to a 
removable disk drive of some type or to a CD with a CD drive that was writable . In that 
case, the target merely needs to be set to the desired drive. On the screen below, the 
client data that is being backed up is also being compressed. Note that the zip function for 
multiple clients is in a different location than the zip function for single clients . Note also 
that to do a multiple client data backup, you must select either Norm or Zip on the bottom 
center portion of the screen. When you do this you will get the two new buttons which are 
also shown on the screen. They are the Toggle Selection button which you would select 
if you wanted to select the particular clients that you wish to back up or the Select All 
button which you would select if you wished to select all the clients in the selected folder to 
be copied at the same time: 

E3 Copy Client Data G:::11Q1~1 
Source 

lQG;;. The S=ple .:lClICklX:c)(~ I:1te:::a::e ~I 

lOC'QS The Sa-sple ;:;•.llckb:::cks I!lter:,,::e I 
100IC The Sa:lIple Tax"L3e :!lter::a:e II 
l~):te ~t:eph.ens SW.l1E'r..l:Jg' ::cc:!5 
leerS The Sampl-= Taxi'13e :!lc~r:ac-= I 
101 The Sa..'l'.~le :hecklr.:nng :c:tp~.:.· ~ I I 

o Norm I 
~~--------------------------O ~p ~c: IF.·c:I~ W' 

lac 
o ~nZip 

::J Multi Client 

O Nonn 

@Zip 

~ BaCKUp 

r 
Multi Select options 

Seled All I Toggle Selection 

, -========--~=====:::::::::--1 
o Unzip ISc: 

I 
·ZiplUnzip Options ----;c-- ··-----·-·-------------

Status : Process complete ... 

Qk Qancel !::!.elp Clo3,e 

prvgress: I 

When you have selected all the clients or toggled the particular clients that you wanted to 
copy, then you would click the OK button in the lower left portion of the screen and the 
copy will take place. 
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Clone Client 


The Clone client sub option is an extremely useful sub option that can save you 
tremendous time and effort when you setup new clients. When this sub option is selected, 
the following screen will appear: 

Source 

100te Stephen~ swimming Pool~ 
lOOTS The Sample TaxWise Interface I 
101 The Sample ChecKwriting Company 

c: 31 
'----------------------'-

~ancel l:\eIp SWitch 

Talgel - - --

New ClienUD: I 
101 The Sample Checkwriting Company 
101p4 The Sampl. Checkwriting Company 
lOlpf The Sampl. Checkwriting Company 

------
Ii' Remove an of the err(lloyeesltax junsdictions 

... 

., 

You can select any existing client that you have already setup from the left side of the 
screen by highlighting it as the client that you wish to Clone. The best choice would be to 
select a client that you already have setup that will be the closest in chart of accounts and 
setup to the new client that you wish to setup. For example, clone a similar type 
restaurant for a new restaurant, clone a similar type general contractor for a new general 
contractor, etc .. Once you have highlighted the existing client that you wish to Clone, enter 
the client id that you wish to use for the new client in the New Client 10 field on the upper 
right of the screen. In the normal case you would also want to make sure that the check 
box to remove all employees and jurisdictions is checked as this will prevent any 
employees copying over. Click on the OK button and the new client will have all the same 
setup options as the existing client. (i.e. chart of accounts, cash accounts, profit and 
retained earnings accounts, payroll setup choices, state setup, payroll items, localities, 
etc., etc. etc.) The only things that won't be copied from the original client is any 
proprietary information such as their company name, account balances, the ledger or 
payroll transactions, their federal and state 10 numbers, thei r specific workman's 
compensation rate etc. etc .. 

Once you click on the OK button, the new client will appear at the top of the screen. Now 
you would add the company name and letterhead address, change account names as 
necessary, add or delete accounts as necessary, add, delete or modify cash accounts as 
necessary, add federal and state 10 numbers and rates, enter initial balances etc.} and 
you are ready to go without the wasted time and effort of having to enter so much 
information that was already entered on another client. 
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Delete 

The Delete option allows the deletion of a client's data from the computer. To 
delete a client, highlight the client and click the Delete button. 

ri Delete Client 1_ I(QI~ 

lOOQF The Sample Quickbooks Interface II 
1 0 0QS Th e Sample Quickbooks Interface I 
lOOTC The Sample TaxWise Interface II 
lOOte Stephens Swimming Pools 
lOOTS The Sample TaxWise Interface I 
101 The Sample Checitwriting Company 
lOlp4 The Sample Checkt.lriting Company 
101pf The Sample C"necitwriting Company 

rQ.~.:·~.~.~ 

~ancel 

3 tlelp 

Figure 4-4: Delete Client 

I 

I 


,

Clo~e I 
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Change Client ID/Relocate Client 

This option allows the renumbering of a client on the computer. When this option is selected, a 
screen similar to the following will display. 

E:! Change Client ID/Data Location GJ[QJL8J 
Old Client Location --------------I 

~OOQF The Sample Quickbooks Interface 
:100QS The Sample Quickbo,oks Interface 
:100TC The Sample TaxWise Interface II 
lOOte Stephens Swirnm.ing Pools 
1 001'S The Sample l'axWise Interface I 
101 The Sample Checkwriting Company 
lOlp4 The Sample Checkwriting Company 
101pf The Sample Cneckwriting Company 
101PY The Sample Checkwriting Company 
lOlW2 The Sample Checlcwriting Company ~I 

New Client Location------I 

New .cl ent Number: 

c: 

Qk 

.cancel 

tfelp 

Clo§e 

Figure 4·5: Relocate Client 

To renumber a client, highlight it and enter the new client number in the New Client Number field. 
If you want the client on the same drive and folder as before, accept the screen by clicking the 

OK button. If you want the renumbered client to appear in a different drive or folder, change the 
drive and folder on the right side of the screen and click OK. 
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Interfacing 

P .C. Software has a wide array of interfaces, transfers and conversions that might 
be of great use to the user. The system can transfer in data from ASCII files, or 
EXCEL files. The system has a specially designed interface that allows the import 
of Quickbooks Pro information on a periodic basis usually month to month. The 
System can export data from the Client Write Up System to ASCII files, EXCEL, 
Adobe Acrobat or Microsoft Word. The Client Write Up System has a large 
number of conversion programs that allow users of other Client Write Up Systems 
to convert their data to this system. These conversion programs can be a great aid 
to firms that are switching from other Client Write Up Systems to this one. The 
Client Write Up System has many different custom tax package interfaces and also 
generic tax package interfaces. The Client Write Up System also has very 
sophisticated and refined interface to the TaxWise family of tax programs 
(Universal Tax Systems), as P.C. Software has "partnered" with TaxWise for a 
number of years to provide integrated solutions to users of the TaxWise family of 
tax programs. The Client Write Up System has interfaces so that clients of 
Accounting firms can use either the P.C. Software DOS or Windows Checkwriting 
Systems and send that information to their accounting firms for easy transfer. The 
Client Write Up System even has specialized interfaces like an interface that 
transfers accounting information from McDonalds franchises to McDonalds 
Corporate Headquarters in the corporate file format used by McDonalds. 

All in all , the purpose of all of these interfaces, transfers and conversions is to 
provide our Accounting Firm customers with what they need to be more productive 
and more successful. In line with this, we are always happy to discuss your 
individual firm's situation and help you to better use the interfaces, transfers or 
conversions that would be most helpful to your firm. 

When this option is selected, the following sub-menu options display: 

Interfaang ~ DOS Computer Checkbook 

Import From QUickbooks Pro 

Consolidate Cash Entries From CCB 

Transactions to ASCII file 

Gel Ledger TI an~actton:> FI om Pa'iabl~ 

Amortization 

Tax Wise Interface 

Tax Interface 

ASCII file to GL Transactions 

GL Transactions to EXCs.. text 

MacDonald's Interface 

ASCII file to PR Transactions 

ASCII Rle to Chart of Accounts 

Fix Tab/Comma Delimited Ascii Rles 

Chart of Accounts to Excel File 

Figure 4-6: Interfacing Options 

The following pages in this chapter describe the operation of most of the commonly 
used and simple "transfers or interface" sub options. This chapter will refer the 
user to other chapters of this book for some of the more sophisticated interfaces or 
explain where documentation can be obtained for specialized "transfers, interfaces 
or conversions" that might be needed by your firm. 
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DOS Computer Checkbook 

This option refers to the P.C. Software DOS Computer Checkbook. All DOS Computer 
Checkbook users were sent a documentation supplement entitled, Interfacing and Data 
Conversion Supplement that explains the features and operations of this sub option. If 
you are a DOS Computer Checkbook user and need a copy of this supplement, please 
contact P.C. Software. 

Import from QuickBooks™ Pro 

This option allows the repetitive import of information from QuickBooks Pro usually on a 
monthly or quarterly basis and is discussed in Chapter 14, "QuickBooks Interface. • 

Consolidate Cash Entries from DOS Computer Checkbook (CCB) 

This option is used in PC Software's DOS Computer Checkbook and is discussed in the 
Interfacing and Data Conversion Supplement mentioned above under the DOS 
Computer Checkbook sub option. 

Transactions to an ASCII File 

This option takes general ledger entries from the PC Software Windows Client Write-Up 
System and produces an ASCII interface file with the name, drive and folder selected by 
the user. When this option is selected, the following screen will display: 

~ Credle A~cii rilE'S r rom 1fansdctiom 	 I-=-I[QI~I 

Asci Filename ITrans.O01 

r::=. Location of Asdi File (To be created)- 

I ~\ 	 ~ 

I (D Data Files I 

[jLetiers __ 


PDF 

I.!;J PDF Files ~I 


c: 	 00:1 

[-_.. r Date Range of Tr nsactions To Indude I 

r General Ledger Transactions I From 107/01103 II 

r Payroll Transactions j 	 To I07/31103 
,- --- 

11 II [BEii~ Clo~e 

Figure 4-7: Create Ascii File 

This screen allows the user to designate the name and loca ion for the ASCII data file 
created from the client's PC Software Accounting System data. 
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The user can also designate the date range and the type of transactions desired, either 
general ledger or payroll. Depending on which transaction type option the user selects, a 
second screen will automatically display. If General Ledger Transactions are selected, 
the following screen will display: 

,:it Creatlo' Ascii Files From Transactions 	 r:-11Ll 1~1 

Ascii Filename 

Qk 

\Trans.101PV 

Gl Transaction fields to Inducte: 

r AcceumNurnber 

r Description 

r Date 

r Journal Code 

r Refereoce (Checkj#) 

r Amount 

r Memo 

The user can now designate which fields should be included in the ASCII interface file. 
The user would then accept their choices using the OK button located within the GL 
Transaction Fields to Include pop-up window. This will return the user to the original 
screen for this option and accepting that screen will create the interface file. Note that the 
desired name of the file should be entered into the ASCII filename field otherwise the 
filename will be TRANS.xxx where xxx is the Client 10. If the user selects Payroll 
Transactions instead of general ledger transactions, the following screen will display: 

:. Creote Ascii Files From Transactions 	 I-j[Q:I~1 
PR Tl/ins Floeids to Indude

r Check Number r Employee.ID r Date rName 

401K 	 INS Net 
99GR 	 MEALS 


MEl) WH 

HISGAD 

MIs....'"DE 
NCGROS 
NCS'IWrl 

OVERTM 

RENT 


FED 51A 
FICA TIPS 
FICAMD TIPSCK 
G"ILI UNIF 

OK 

Qk Help O19a.e 
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All payroll items set up for this client will be displayed as payroll fields. The user can then 
highlight any fields that they want to include in the ASCII interface file. Click the OK button to 
accept the choices made and you will be returned to the main screen for this option . Accepting 
the main screen with the OK button will create the interface file. (Once again the name of the 
desired file can be entered to override the default 

Note: If you are planning to create an ASCII interface file for both general ledger and payroll 
transactions, one of the files should be given a different name or the last file will overwrite the 
original one when it is created. 

Amortization 

When this option is selected, the Amortization Information Screen will display as shown below: 

~~ Amol tizotion InfOl motion 1- I(QJ[RI 
Contract Date: 104/21106 status: ICalculate 

Payment SChedule: I""IM-o-nt-h-IY----- --- -------o:]-, 

First Payment Date: 105/21106 Sub-Total Month: ro---' 
r Balloon Payment: '-1 - -

I,------------Report Headings--------- -----: 

11_
1,1_ 0 Principal Amount: 

o Annual Interest Rate: 

0 Number of Payments: 

(i. Payment Amount: 

!mJ 

10 

10 

0 

QK 

,Qancel 

Clo~e 

tielp 

"The top portion of this screen allows the user to enter basic details on the loan to be amortized, 
including a balloon payment if appropriate. The bottom portion of this screen has four numerical 
fields. Any three of them determine the loan details. You must sele t the one you do not wish to 
use by clicking the radio button in front of it and then enter the other three values. 

When you click the OK button to accept this screen, the Amortization Schedule will be 
displayed. A sample amortization schedule is shown on the next page. The four arrow buttons on 
the display screen allow you to view the entire schedule, or you can print it by clicking on the Print 
button. 

FILE PULL-DOWN MENU 4-17 




Ji 
04!.?1I06 Rate =7.5% Years =5 Page 1II 

II 

Number Date Payment Principal Interest Old Balance New Balance 
001 05121/06 400.76 275.76 125.00 20,000.00 19,72424 
002 06/21106 400.76 277.48 12328 19,724.24 19,446.76 
003 07121106 400.76 27922 121 .54 19,446.76 19,167.54 
004 08121106 400.76 280.96 119.80 19,167.54 18,886.58 
005 09121/06 4. 00.76 282.72 118.04 18,886.58 18,603.86 
006 10/21/06 400.76 284~9 11627 18,60386 18,319J7 
007 11/21/06 400.76 28626 114.50 18,319J7 18,033.11 
008 12121/06 400.76 288.05 112.71 18,033.11 17,745.06 
009 01/21/07 400.76 289 .85 110.91 17,745.06 17,455.21 
010 02121/07 400.76 29166 109.10 17,45521 17,163.55 
011 03121/07 400.76 293.49 10727 17,163.55 16,870.06 
012 04121/07 4G0.76 295.32 105.44 16,870G6 16,574.74 
013 05/21/07 400.76 297.17 103.59 16,57Ut 16,2n57 
014 06121/07 400.76 299.03 101.73 16,m.57 15,978.54 
015 07/21/07 400.76 300.89 99.87 15,97854 15,677.65 
016 08121/07 400.76 302.77 97.99 15,m.65 15,374.88 
017 OQ/~1107 don 7fi 101 fl7 Qfi OQ 1'11711 RR 1') 070 71 

~~@]~ I , 1,1 

TaxWise Interface 

This option is discussed in Chapter 15, entitled, TaxWise Interface 

Tax Interface 

There are two sub options under the Tax Interface option 

Create Tax Interface File 
Copy Tax Interface Setup 

The Create Tax Information File option provides a generic tax interface using an 
ASCII File. When selected, the following screen will display: 

4-18 CHAPTER: 4 


http:16,574.74
http:19,167.54
http:18,033.11
http:16,870.06
http:17,163.55
http:17,745.06
http:15,677.65
http:19,167.54
http:19,446.76
http:15,374.88
http:18,886.58
http:17,745.06
http:15,978.54
http:19,724.24
http:18,603.86
http:18,886.58
http:17,455.21
http:20,000.00
http:19,446.76
http:17,163.55
http:18,033.11


~ Tax Program Interfaces l~.JfDll)(1 

Interface F~me limmlltXhtf 
--LoCBticn afTu Interface File fTobe aeated)--, 

. AI 

r 
FUe Twe -

Ie Generic 

(' PIa Series 

r .Lacerte Bridge file. 

(' Comma-D.elimited 

(' CSA 

- I 

~ 

r Print Interface File 

Create Excel insteatt (If ASCII file 

,-- --- rieldstc Indude:  - -------,. 

Ie Accounll'fumber 

r Tax Code 

r Series Code 

P Account Oescriptioo 

r Fis~IYearBeg nin;gBaJaf\ce 

p Year-4O-Date BaJa.nce 

CIO;!e 

This screen allows the user to create an ASCII interface file of tax information with the desired 
name and location. To do this, the user needs to check the fields that should be included, name 
the file, select the drive and folder, and accept the screen with the OK button. Usually the tax 
program designates the file name that is required. Note that some . pecific formats for various tax 
packages can be selected under File Type. The user would then proceed to their tax program, 
access this interface file, and take the steps necessary to complete the interface. PC Software 
Accounting will be happy to answer any questions that either you or the personnel from your tax 
program provider have regarding this interface. 

The Copy Tax Interface Setup option allows you to copy an existing tax interface setup from one 
client to another. This sub option primarily applies to copying speci F.-31 setup options that are 
required to use the Pro Series or the Lacerte Bridge file. Instructions for these interfaces are 
available upon request. 
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ASCII File to General Ledger Transactions 

If a client is using another system for its monthly accounting (besides Computer 
Checkbook or QuickBooks) that has the capability to create an ASCII file of its 
transactions, then it might be possible to transfer these transactions into the PC 
Software Client Write-Up System, (The ASCII interface file needs to be 
generated with fixed length records or the ASCII file needs to be modified 
with the P.C. Software Interfacing option "FIX TABI COMMA Delimited Ascii 
files n which is discussed in this chapter on page 4-31. ) Once the ASCII file is in 
the fixed length record format the user has to indicate where the comparable 
transaction information is found in the ASCII interface file that was created by the 
other system. When this sub option is selected, the following screen will display: 

:ti Generic AS CII file to GL Conyer sion ~][QI~ 

r 
DefMl OprlORS - RaId Options 

~;;'~= I -  I ~~' ~. =.. I '"=~ I 

~~~I~~DRer.~ence ~lJ.Acco~Un! ~, [ ~rl""""".R.nveIOf T~ll' I CjNr Def~ults I I 0 u.e Altwna°.. ~<xx>unl only 

i I r Save Current Period Records Onlv 
ReoonI Option -

[_ I.Ialomum ConHcutive Spaces per ReoonI. ~ . [ . , I From I .I , Qelete I 
l====~~~~~~;;;;~~~:::;;;=~~~~--~~d To. I ,. II Qk ~ I ~ getFie I CIo!e I 

The first task that must be accomplished is to access the ASCII interface file 
created by the other system. Click on the Get File button, a screen similar to the 
following screen will display: 

ASCII 10 GL File Convprslon I?1~: 

Look in : 10 Program f11es 

o MsnMusic 

MUSICMATCH 

Online Services 

Outlook Express 

Piextor 

. Svmantec 
Ny Doant!ris ~ SymNelDrv 

Synaptics 

.,JUnimrtalllnfurmation 

filen_~ 

Viewpoint 


e;,Wmdo'll'S Journal Viewer 


O Windows Media Player 


Windo',,'s NT 


'". WindowsSA 


S1 WindowsUpdale 

;-- W.,RAR 

Files: msimn,exe, msoe,dlI, msoe. txt, msoera d1l, , .. 

yepp 

O Your Company Name 
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The information that displays depends on what is on the machine that you are using and will not 
be the same on your machine . Just use this screen to access the drive and file that you want to 
interface. Click on the down arrow to the right of the Look-in prompt (which on the following 
screen shows "Desktop" in the prompt) and this will display your drives in a manner similar to that 
shown below: 

Look in: 

Access the drive and then the folder where the interface file is located and then; highlight the 
actual file that you want to interface. Then click on Open. A screen 'imilar to the one shown 
below will display: 

~ Generic ASCII file to GL Conversion G][g]~ 

- Default Options 

r §ave Defaults 

Lr::~".. 

r Rea:xd Option 

' 

I~IF'~1 () 2 ' 

1 03, 
1 0 " 

0 

0 

0 

0 

0 

0 

9 I 0 3 I 0 6 

9 I 0 3 I 0 6 

9 i 0 8 I 0 6 

9 J 0 8 I 0 6 

9 I 0 8 I 0 6 

9 I 0 8 I 0 6 

_" 5 

" 5. 

3 o .- 5 

3 5 o . 
1 6. 

1 6 

I
Field Options 

' ~mount o :!Code 
~eep

---....I.I o 
@

Qate Qesaiption 

o Reference 0 Accoun! I 
Jil l Code: 

I IReference:r Use Alternate Account Only 

5 

5 

0 

0 

0 

0 

2 

2 

0 

0 

.0 

0 

r Save 9Jnellt Period Records Only I [ Delete Range of Trsnsactions--] 

J J I From: I ,. I _Delete II-Maximum Coll5el1!tivoe Spaces per Reccnl : J 150 4 ~ _ •I ~======================~====~~~==~~~~~ 
II. 

To: I I f 
at Cancel Get File CI~ I 
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Part of the information from the file will be displayed. To help you visualize the overall 
picture, the following table contains sample data from the ASCII file in this example: 

Trans 
No. 

DATE ACCT AMOUNT JNL CHECK PAYEE 

102 9/03/06 102 -45.52 CD1 10309 CITY OF SARASOTA 

103 9/03/06 511 45.52 CD1 10309 CITY OF SARASOTA 

104 9/08/06 102 -350.00 CD1 10310 GEORGE A. JONES 

105 9/08/06 451 350.00 CD1 10310 GEORGE A. JONES 

106 9/08/06 102 -16.00 CD1 10311 CREDIT DATA 
SERVICES 

107 9/08/06 401 16.00 CD1 10311 CREDIT DATA 
SERVICES 

108 9/08/06 102 -256.26 CD1 10312 STAR PRINT SHOP 

109 9/08/06 404 256.26 CD1 10312 STAR PRINT SHOP 

110 9/08/06 102 -14.85 CD1 10313 I SUSAN HARRIS 

111 9/08/06 518 14.85 CD1 10313 SUSAN HARRIS 

112 9/08/06 102 -32.68 CD1 10314 CELLULAR ONE 

113 9/08/06 541 32.68 CD1 10314 CELLULAR ONE 

114 9/08/06 102 -38.76 CD1 10315 JONES AGENCY 

115 9/08/06 518 38.76 CD1 10315 JONES AGENCY 

116 9/08/06 102 -16.00 CD1 10316 CREDIT DATA 
SERVICES 

117 9/08/06 401 16.00 CD1 10316 . CREDIT DATA 
SERVICES 

118 9/11/06 I 102 .00 CD1 10317 VOID 

119 9/14/06 102 -128.99 CD1 10318 SPRINT 

120 9/14/06 541 128.99 CD1 10318 SPRINT 

121 19/14/06 102 -17.90 CD1 10319 CITY OF SARASOTA 

122 9/14/06 511 17.90 CD1 10319 CITY OF SARASOTA 

123 9/21/06 102 -25.00 CD1 10320 MICHAEL SMITH 

124 9/21/06 518 25.00 CD1 10320 
I 

MICHAEL SMITH 

Table 4-1: This table contains the sample ASCII file in this example. 

The Interface screen has six field options (Amount, Date, Reference, Jcode, 
Description and Account) that can be interfaced into the General Ledger Transactions. 
To the right of these six options are three fields: Jnl Code, Date, and Reference. Any 
data you enter in these fields will become the default values for these fields when 
transactions are interfaced into the system. 
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Suppose you want to interface all six fields from the file . This is accomplished with a three-step 
process for each field. First enable the radio button for the field you want to interface, second 
mark the field boundary and third accept the field boundary when satisfied. In the exarnple shown 
below, the "Amount" radio button is enabled because the radio butbDn in front of it is marked. To 
mark (highlight) the amount field in the ASCII data, we first placed the mouse pointer on the 
leftmost position of the amount field . Next we held down the left shift! key and dragged the mouse 
to the rightmost position of the field . This highlighted the boundary of the field in question as 
shown below. 

,:, Generic ASCII filE' Lo GL Conversion ~fQlLR.1 

r Sa.... !;,unem f>eriod ReOOlds Only [ Del" Range of TransactiOns-, 

@&nount ,[Cock! r alIVe Oefa..11s ~ I 
O Qate o Qesaiptionr y.e Defaults o Bel.,,,,,,,,, 

r IJsoo Altetllate Account Only 

I n Code: r-
Date: I I I 

R.r-noe: I__- -

rR1tcacd Option I I 
. Maximu m Conseastil/E, Spaaos per Racacd: r;5O' , , From: I I I Qelete 

~==Qt Ca;'n; 1 _ ~~;;;;_~ t Fi le ;';;I~~O!" To I I I --.-J=~;;;;;; ce;;;;;;;;1;;;';;;;;;'I~ Ge';"~= CI~===~~dl 

We would then click the Keep button to accept the amount field boundary. The highlight would 
disappear and the radio button for the next field would be selected. By doing this, we would have 
informed the interface program where the amount information will be found and are ready to do 
the same for the Date field . The same procedure that is described above is used for all six fields. 
Use the horizontal scroll bar or arrows to move the display screen to view and highlight other 

fields. Once this process is complete for all six fields, the interface program has all the 
information about the ASCII file that it needs. If you might want to u lI ize this same interface again, 
place an "X" in the Save Defaults check box. 

Note: If you want to set a default value for any of the three fields, Jnl Cde, Date or Reference, fill 
in that field or those fields with the values you want for all transactions and do not process that 
field or those fields as instructed above. 

Click OK to process the interface. If the interface does not complete and indicates a missing 
account number this means that there is and account number in the ASCII file that does not exit in 
the Client Write Up System. If you get the account number error, the interface will not complete. 
You need to enter the missing account number in the Client Write Up System and process the 
interface again. (If you save all your defaults you will not have to se it up again.) If you want to 
process a previous interface, place an "X" in the Use Defaults check box and click OK. If you 
want to review the information you have selected for the various fields, enable the radio buttons 
for the different fields one at a time. Any boundary that has been incorrectly defined may be 
changed by following the original selection process. 
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GIL Transactions to EXCEL Text 

This option allows genera! ledger transactions from the Windows Client Write Up 
System to be exported to a format acceptable to Excel and other spread sheet 
programs. When this option is selected, a screen similar to the following will 
display: 

-

:'i GL to EXCEL text fi le Con version I-I~ILRI 
~I 

~ 

.

~j iI' 

Transaction Journal ' Account Date AmDunt Descriptlon IReference 
I 

I 1 1 

I 1 I: ; 
I! I 

: l jI ! 

rl i 
~l I 

I ! I! I 

i .~ . I. __""_ _ ..,.,......... 

II --I;:(jl 
,, 

Date Range 


Starting date: I0'lm112OO6 ~ Ending dale: IG3131t2(}06 ~ £.,0 Records wlthin I,}ate Range 1 

T ransacmn 1;ype: tGeneral Ledger 

QIc ~ancel C~ 
~ -I r I I I r Use the Itemate account number 

First select the desired date range for the transactions to export if it is different than 
the current accounting period, which will already be displayed, Then click the 
button entitled, "Find Records within Date Range." The system will then display 
a list containing all the transactions for the selected date range. The vertical scroll 
bar at the right of the screen can be used to view the entire list. A sample screen 
of selected date range data is shown below: 

~ GL t o EXCEL text file Conversion [Jr5l1xl 
Transaction Journal AccDUIlt Date Amount ' Description I Reference ~ 

51 CD 460 11'1123100 saoo.OO James SrMh 3653 
-' .- 

SO CO 190 01120/06 $1,200.00 Sav!)n Furntture 3652 

49 CD 600 0"1 /18f06 $625.50 American Express 3651 

4S CD 620 11' 1/16106 SSGOOO Thomas Rea.ty 3649 

47 i CR 440 01/16J06 -$9,000.00 Summary Commissions Received 1 

46 CD 650 01113106 $:'45.00 FPL 3648 

45 CO 640 01 /1 2106 S215.00 Verizon II 3647 
-"-" 

'1 
, 

§44 CD 630 11'1 I08I06 $124.00 A BC Supply J6.46 

43 1CO 460 01 /0&'06 , S9(){}.OO James Smith I 3645 

42 CD 600 G1/03J()6 $180.50 EXxon Corp I 3644 ~J 

[0'" "" .. 
Starting date: I0110112006 ~ Ending date: 101/3112006 ~ 

I[.... ·~ · ·........···........·..·..........··· .. ....·· ..·..·.... ........··....·..'1 
, ...~~_~~~.~..~.~~~~ .?~t~.. ~·~·~..·t 

I I I I I 
Tral1$llction Type: peneral Ledger 

Qk ,Qancel lieljl CIo§e 
r Usethe a roate account number 
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This screen allows verification of the information to be exported. 

Verify the information and then click the OK button, a screen similar to the one shown below will 
display: 

Save As r?l~ 

My Documents 

MyComplJer 

Rlename : II ..:J Saw 

MyNelwolk Save as type: I ::3 Cancel 
PIlIc:es 

After you have entered a file name and selected a drive and folder click Save and the Excel file 
wi II be created. 

McDonald's Interface 

If you are processing clients with McDonalds Franchises in significant volume, you might want to 
use the McDonalds Corporation Interface which sends McDonalds corporate account information 
for franchises in the McDonalds corporate format. To do this you have to setup the McDonalds 
corporate accounts in alternate account numbers fields of your clients chart of accounts and then 
use this option to create the McDonalds File. Please call PC Software for instructions if this sub 
option would be helpful to your firm. 

ASCII file to PR Transactions 

This option is similar in operation to the ASCII file to GL Transaction option discussed earlier in 
this chapter and works in exactly the same way except that it reads ASCII payroll transaction from 
other systems into this system rather than ASCII general ledger transactions. 
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ASCII file to Chart of Accounts 


This option can be very helpful in transferring balances from other systems into the 
Client Write Up System at year end. It works by transferring a trial balance that is in 
ASCII format into the Client Write Up System. Many systems can produce a trial 
balance in an ASCII format. For example, an ASCII trial balance can be produced 
in QuickBooks Pro once you have loaded a particular client by clicking on Reports 
and then Accounting & Taxes and then selecting a trial balance for the year end. 
Once the trial balance is displayed, it can be put into a ASCII format by printing it to 
a File by marking the File Radio button after Print is selected and then further 
selecting ASCII file type. When the user clicks on Print again, the user will be 
prompted to name the file and designate the location of the file to be created. At 
that time they can place it on a diskette or anywhere else on their system. A file 
that was created in this way is the starting point of this option and a sample file 
created in this way is displayed on the following page: 
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1: 44 g.:: ABC Construction, Inc. 
01/15/06 Trial Balance 
A=rual Basis As Q·z December 31, 2006 

101 Petty Cash 
102 Cash - Bank oz AnEI:'ic:a 
110 !Dan to Officer 
145 Office Equipment 
146 Mac:hineI:'Y , Equipnent 
148 Vehicles 
149 AccUllUlated Depreciation 
200 Accounts Payable 
219 • Payr~l LLabilities 
232 • Fed "Iithholding Payable 
233 • State Withholding Payable 
235 SUta .. Fut·a Payable 
250 FiI:'st National Bank 
252 Bank of America Truck Loan 
280 ~tained E.ernings 
281 Commcn Ste,ck 
285 Paid-In-Capital 
286 Dividends 
301 Sales 
302 Sale of Asset£! 
401 Concrete 
403 Gravel 
404 Top Soil 
406 Materials, SUpplies 
410 Wages 
420 Payroll Taxes 
409 SUbcontract Labor 
510 SUpplies 
512 • Postage/Freight 
520 Rent 
526 Utilities 
529 Tele~one Expense 
530 Maintenance' Repairs 
534 Advertising ~ense 
535 Insuz:-cnce Expense 
536 Health InsuI:'ance 
538 WorkeI:'s Comp. Insurance 
539 Travel" Ent.ert.ai.rlment 
544 Sinqle Business Tax 
550 InteI:'est Expense 
552 ALltolrCl·bile E.lIpense 
553 Truck Expense 
554 Gas' Oil. 
564 Legal' Acccnmt Fees 
56:5 Office Supplies 
575 Depreciation Expense 
580 wes' SubSCriptions 
595 Miscellaneous 
596 • Bank Service Charges 
656 • Pa~'I:'oll Expenses 

TOTAL 

Dec 31, 
Debit 

1000.00 

12345_56 


20,000_00 

5,432.10 

128,345.67 
68,'544.20 

92,453 _70 
23,354.82 

1540.25 
14,934_11 
42,156.00 
6,280.97 
3,000.00 

856 _03 
168.00 

12,000.00 

3,423.19 

4,371. 43 

1,422 _94 

4,800.00 

8,555_00 

7,521_34 
4,5..7 _18 

923.45 
2,678.88 
2,734.67 
2,435_62 
9,578.23 
8,444. 84 
4,055.84 
1,258.50 

LZ,670_24 

678_06 


1,561.43 

250.00 

6,500_00 

05 
Credit 

123, 4 56.78 
13, 4 5'J.25 

5 46.6:3 
2 90.30 
3 33.73 

32, 1 89.22 
12, 0 44.49 

1, n oo.00 
10, n OO.00 

365,234.56 
6,000.00 

Follow the steps shown below to transfer the trial balance shown above to the P.C. Software 
Accounting Client Write Up System. 
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(Note that this example assumes that mythical client who owns the ABC Construction 
Company, Inc., the sample file that is used in this example, has never been read in to the 
Client Write Up System previously and therefore does not currently exist on the Client 
Write Up System. Note also that this OuickBooks sample file has account numbers which 
many OuickBooks files do not have. The reason we have selected a client that does not 
currently exist as a client in the Client Write Up System, and a client whose trial balance 
has account numbers is because this is probably the most typical interface that the user 
would be accomplishing since all Accounting systems except OuickBooks Pro use account 
numbers and many OuickBooks Pro business clients also use account numbers in 
OuickBooks Pro especially if the accounting firm has asked their client to use account 
numbers. (It would be even better if the accounting firm provided all their OuickBooks Pro 
users with the chart of accounts used by the accounting firm and had the OuickBooks Pro 
users use that same chart of accounts. Accounting firms who use the P.C. Software Client 
Write Up System and have a large number of clients who are using OuickBooks Pro have 
found that recommending that their clients use the accounting firm's account numbering 
setup greatly simplifies interfacing.) (Note that files without account numbers can also be 
transferred and files with set account numbers can be updated from year to year. These 
capabilities will be discussed at the end of the sample interface and discussion of the ABC 
Construction company which follows.) 

The interface steps are shown below: 

1. 	 Since the client does not currently exist in the Client Write Up System, you must 

create a new client. (Click on the New Client Icon and create a client. In this 

example, we will be interfacing a trial balance from 12/31/05 so that you could do 

the 2005 tax return. Therefore after you create the client, you would assign it a 

12/31/05 year end and select one accounting period and then select 12/31/05, the 

only period, as the current period . 


2. 	 Now select the File pull down menu and then Interfacing and then ASCII File to 

Chart of Accounts. The following screen will appear: 


.:t Gencllc ASCII fi l l' to Cho, lo! ALLounl~ Co"ver~ion 	 ~i[QJ~1 

~ 
--..... __... ,.,-III«n: ~ • C C .J ..,  r;o-- ·r r-= .r I 
r ""'-  I r ,.,. IUlIeoQtI!  only 
~ t . I r 5irIo IX Rqlr Si60 ~ 

;==,===j;::====1===1===::=1====,=--[::-:.l:IIII::Jo.==_::.,..:::....==. == ... .QI I ~ ::-. \iOI'" oqo r Add T_ ____lS onIy 

3. 	 Click on the Get file button. In the sample file used for this documentation, the file 
named OB.txt contains the trial balance from OuickBooks. It is on drive A. The file 
could have been named with any name and could have been in any location. You 
will have to indicate where the file is located, highlight it and click on the Open 
button to access it. This will cause the file to display in the grid on the screen. 
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4. 	 Mark the checkbox to save zero balances as this will bring over all the account numbers that 
are setup in the other system. If you did not mark this checkbox, any accounts with zero 
balances would not transfer and then if you later had entries for one or more of those 
accounts, you would have to look up their account number or numbers and the account 
name/names in QuickBooks Pro and enter them in the Client Write Up System. 

5. 	 After bringing up the ASCII file with the Get File option, you would put in the correct highlights 
for the Account, Description and Debit and Credit fields and click on keep after each item. 
Here is how you would accomplish this process for the Account number. The Interface screen 
is shown below after getting the sample ASCII file with the Get File option. 

~;'~=," ![ F;~=- c . Ocsc C O_bit O C{edil lC:= """ · " "-1 0<12_ 

C!N< Del""" II j ., - ;. .... c-J. ,n~ _.. ----.J Foe 'I,'"",-- 

j 1/... 0011l uls ; j\oMo I 1[3 ::::  afT,.-"'om 

r -:'::~=_.:----::;'",____,_IO:...-0011-'......,____,-------1jS..ozerobllonce(a) '" I I I 

[~~::I:~U~_Acd .~~~~~~ re(1)'d , Ir Ou:~:::=~=~--""-" ,,,,-..-,.--.- :::=~======..=-.===·::::;"l 
• . " <xl: f"12 0~ iI j Start record after 0jI0C81 elM"""" I: _ 
•• " ...epliono ....;"'.... c-o;.. .....::.-;::-;....,;.-,- ;& ,·_-fSJ mm -_-~=·n -=.=...=n=,=,=..==,=,r=c====·=,='j-·l 
, ;::::--""""" ~~.:;~:·· ---------oo--·-··-······-- ... .] j Allow " II '.ngill records only I 
~I==~=I ~====I ====~I ==~~I ~===I ~=-~-~~='=~~==~~~;~~·-=~=,, ==============~~ 

gl 1;_"..1 _ ,Sle:t fIla Clc.-, r Add Transactions and new ...xounts onlv ! 
~ ----------~ 

Mark the radio button in front of Acct and then highlight the left most column of the Account 
number column with the mouse and move the mouse to the right until the whole account 
number is highlighted. This will appear as shown on the next page: 

. ASCI I File 

6. 	 Now click on the Keep button and the account number location in the file will be saved. 
Repeat this process for the Description, Debit amount, and Credit amount making sure to 
click the Keep button after you have correctly highlighted a field. 
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7. 	 Now change the date to 12!31!05 on right hand corner of the Interface screen. If you 
do not do this, the dates for the transactions in the Client Write Up System will be the 
date of the transfer and will be incorrect. 

8. 	 Press OK to transfer the chart of accounts and balances. 

9. 	 Check that the chart of accounts and balances are there, using the Chart of Accounts 
icon (the chart and graph icon) and check that the initial balance are there using the 
debit credit check icon. (The legal scale) 

10. Now go to File and then Data conversion - and select Fix Chart After Conversion. 
This is necessary to indicate which OuickBooks accounts are assets, which are 
liabilities, etc. , etc. 

11. Enter appropriate heading accounts for the major accounting headings that are used in 
the ASCII trial balance. In this example, the following heading accounts are used, 
Assets 098, Liabilities 198, Equity 278, Income 298, Cost of Sales 398, and Expenses 
498. Now remove any other numbers that display on the screen from previous 

transfers and are incorrect or unneeded, check your work and click OK. This step 
illustrates a great reason to recommend that all your clients use the accounting firm 's 
standard chart of accounts because then these numbers would always be the same. 
To facilitate this situation , once these account numbers have been added on this 
system, the same account numbers will repeat when the option is taken again. If the 
account numbers are the same for the new client, the OK button could be pressed with 
no further setup. If they were different, the new account numbers could be added and 
then the OK button could be pressed. 

12. Now go back into the chart of accounts entry screen and add the Current Earnings 
account into the equity section. In this example, the account number of the equity 
account is 290. It must be an equity account and a level five. 

13. Take Setup, Company and add a company name such as Sample Year End 
OuickBooks Select the Options TAB and enter 290 for the Current Income account and 
280 for the Retained Earnings account. 

14. Do a transaction preparation and print the trial balance on the screen or printer.- mark 
the check box to Print Zero Balances. Remove the check in the checkbox for subtotal 
balance sheet accounts. Note all balances are transferred over including the zero 
balance for 219, payroll liabilities and also the profit for the year. The year to date profit 
should be 86059.84 

15. If you plan to start doing books on a regular basis for this client, you could now see 
that a balance sheet and income statement could be printed at this time using the 
Reports! Financial Reporting! Statements and Schedules and selecting first a Balance 
Sheet and then an Income Statement for the current year. If you decided to start doing 
books for this client on a monthly or quarterly basis you would have to setup the 
number of reporting periods (i.e. 12 or 4) for the new fiscal year using Setup, Date, 
Enter Change Fiscal Year. 
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Other Transfer Options 

The original Get File screen for this option is shown below. There are many special 
features on this screen. If there are no account numbers in the QuickBooks ASCII file, you 
could add them by clicking on the Add Acct to each record radio button. If you do this, 
the program will generate account numbers starting with the number 1000. This will work 
but it is not as good a solution as having your clients use account numbers as every client 
that you have will have different account numbers and next year if they are still not using 
account numbers, you will have to do the whole transfer agam since there is no way to link 
accounts with no numbers to accounts with existing numbers that is worthwhile from a 
time standpoint for a year-end conversion. The Client Write Up System does have this 
type of link setup on its monthly transfer from QuickBooks Pro which is discussed in 
Chapter 14 of this manual. 

If you are transferring a trial balance with account numbers in it, you can transfer the next 
years balances without setting up the client again by clicking on the 2nd year option for 
existing accounts radio button which will add transactions to existing accounts and 
create new account numbers that have been added in QuickBooks Pro or in another 
system that you are interfacing. 

There are also options on this screen that automatically filter out the headings and 
extraneous lines of information such as the page numbers from the original QuickBooks 
file or the file from other another computer program that the client is using. These are 
usually preset to what you would need but might have to be set a certain way for certain 
situations. 

There is another button that allows the transfer of QuickBooks accounts that are sub 
accounts in which case two or more QuickBooks accounts have the same account number 
and an imbedded sub account number is in the description. To transfer QuickBooks 
accounts with imbedded sub account you would need to set the Start Record after 
Special Character and indicate a ":" as the special character. 

If you have trouble reading in a trial balance with the above situations or other unusual 
situations, please call P.C. Software Accounting as the program can probably handle your 
particular situation and we would just need to see a copy of the file to determine what 
settings you should make on this interface screen to be able to transfer your file or files. 

File Tab/Comma Delimited ASCII Files 

This option will convert ASCII files with comma or tab delimited fields to ones having fixed 
length fields. It is sometimes necessary to use it to "fix" an ASCII interface file that is 
produced by another system. All ASCII interface files that are read into the P.C. Software 
System (GIL Transactions, P/R Transactions or Chart of Accounts must have fixed length 
records.) To use this option first access the file that needs to be changed, using the "Get 
File button. Then mark the file as either a comma delimited or Tab delimited file and then 
click "OK". This will change the file to a fixed length format. 
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Data Conversion 

There are a significant number of data conversion programs t at are shown on this 
menu. If you need to use one of them to convert your data from another client 
write-up system, contact P.C. Software Accounting, and speCIfic instructions for 
your conversion will be provided. 

Select Printer 
This option allows the selection of a printer using the Microsoft printer selection 
screen that is also used by the PC Software Accounting Windows Client Write
Up System. The following screen displays a choice of printer and print features: 
Whatever printer is selected here becomes the default printer for the Client Write 
Up System. 

Print Setup ? \(RJ 
Pm~--~--------------------------~----, 

Name: Properties , 

Status: Ready 

Type: HP LaserJet 4050 Series PS 

~: LPT1: 

Commert : 

P~-------------------. 

Size: ILetter 

Sourt:e: IhJtom~ically Select 

Network,., OK 

Mail Labels 
This option will print mailing labels for clients or employees that are setup on this 
system. The standard label size is 3x1 0 meaning that the labels are three across 
and there are ten rows of labels on a page. (This is a common label format that is 
available from various form suppliers.) To print labels of this size and format just 
click on the Reset to Std 3x10 Labels button and the press OK. Other size labels 
may be printed, by adjusting the settings in this program. (If this is necessary, 
please call P.C. Software for assistance.) Note that the label information for clients 
is entered into the system using Setup, Company, Company Name, and 
Address for Letterhead. If there is no name and address information for a client in 
the Name and Address for Letterhead field than a blank label will print. After the 
OK button is clicked, the following screen will display. 
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:. Milil liIbels Printing Setup i-1f51rxl 
Adjust Pnnl Positions 

I ---!:!e-IP-' I 

Which Label 

Clo§;e 

Update Type 

@ Individual Label 
Test Print 

o Whole Page 

Modif)' Location ~' 
SetJReset Labels To Original Positions (Based upon 1st screen) 

.----
Employee File Choices Print Active CI i ent1 Page 

P Indude Empl yees 


Print All Clients 1 Label r Sort Alphabetically 
 r Indude 1099 Redpients 
~==::==::==::==::~--. r Indude Vend rs (No 10991N0 W2)Prinl All Employees 1 Label 

Note that you can print one page of labels for the Active Client or one label for each client. Also 
note that you can print labels for all employees (1 label per employe-e) and you can define 
"Employees" to include any combination of employees, 1099s recipients or vendors. (Note also 
that the clients or "Employees" will print in Client # or employee # order unless you click Sort 
Alphabetically in which case they will print in alphabetical order. 

The name and address information that is printed for employees and for 1099 recipients is setup 
under Setup, Payroll, and by selecting the "EmployeeNendor" sub option and selecting a 
particular employee. 

Exit 
When this option is selected the following screen will display: 

PC Softwore Accounting Client Writf"-Up 

Do you really want to quit? 

No 

If the user wants to exit the system completely, then click "Yes." This will close the PC Software 
Accounting Client Write-Up System and remove it from the Windows Taskbar. If the user does 
not want to do this, then click "No." This will return them to the system. 
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Chapter 5 
The Setup Pull-Down Menu 

The Setup pull-down menu provides access to the initial system setup options for your 
firm. It also includes the options needed to setup each client for financial reporting and 
after-the-fact payroll. When the Setup pull-down menu is se ected, the following pull-down 
menu will display: 

Date ~ 

Account ~ 


Company 


Payroll ~ 


Reporting ~ 


Cost Center (Department) ~ 


Automatic Inventory 


Corporate Tax Table 


Automatic General Ledger Transaction 


System 

Printer 

Some of the setup options are required for every client, others are optional. The required 
client options will be followed by the word "Required" and the word "Optional" will follow 
the options that will only be used for special processing. 

Date (Required): This option is used to set the fiscal year end and the number of 
reporting periods in the client's fiscal year. (See page 5-3, Fiscal Year) It allows the user 
to set and change the current reporting period as necessary. (See page 5-4, Current 
Period) 

Account (Required): This option is used to enter the Chart of the Accounts and to input 
their initial balances. It has sub-options that allow such things as budget figures to be 
entered or partners capital accounts to be designated. (See page 5-5, Account) 

Company (Required): This option is used to enter the basic company information. (See 
page 5-14, Company) 

Payroll (Optional - Only Required if after-the-fact payroll is desired): This option is 
used to setup the payroll information that is needed to process an after-the-fact payroll in 
the states and localities desired. It also allows the setup of individual employees. (See 
page 5-18, Payroll) 

Reporting (Optional): A wide range of reports are automaijcally produced as a result of 
setting up the Chart of Accounts and the after-the-fact payro I. This option allows 
additional reporting features to be implemented and the cus omization of the standard 
reports by the user. (See page 5-25, Reporting) 
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Cost Center (Optional): This option is used to setup cost center processing . 
(See chapter 11, 'Cost Center Accounting ') 

Automatic Inventory (Optional): Allows the setup of automatic inventory 
calculations. This option is used if the user desires to present cost of sales 
accounts with beginning and ending inventories. (See page 5-35) 

Corporate Tax Table (Optional): This option is used to setup the corporate tax 
tables for the purpose of having the system automatically calculate and make 
accounting entries for corporate taxes each period. (See page 5-40) 

Automatic General Ledger Transactions (Optional): Allows the user to 
customize their transaction entry so that commonly used vendor information can be 
retained and accessed when needed to record a check to that vendor. Ledger 
transactions that repeat each month can be entered in an efficient manner. (See 
page 5-42) 

System (Required): This option allows various system wide values to be set. 
FICA, Medicare and state unemployment limits can be set or changed here. 
System wide journal codes are setup from this option. Other miscellaneous items 
such as the default data directory for client data files are set here. (See page 5-44) 

Printer (Required): This option accesses the standard Microsoft printer setup 
screen. The printer options set on this screen are used when a report is printed by 
the system. (See chapter 4, "File Menu," beginning on page 4-32) 

Date (Required) 

This option is used to set the fiscal year end and the number of periods that should 
be processed in the fiscal year. It can also be used to set and change the current 
reporting period although that is typically done with the icon with a number 24 on it. 
When the Date option is selected, the two sub-options, Enter/Change Fiscal Years 
and Current Reporting Period will display to the right as shown: 

En~/Change Fiscal Years 

Current Reporting Period 

Company 

Payroll 

Reporting 

Cost Center (Department) 

Automatic Inventory 

Corporate Tax Table 

Automatic General Ledger Transaction 

System 

Printer 
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Enter/Change Fiscal Year 


When Enter/Change Fiscal Years is selected, the following screen will display: 

~ Dates By Fiscal Year ~[Q]rg:l 

Fiscal Year End: 112131/06 ::.:oJ status: ~ctive 

Number of Reporting Periods: f12 
Beginning End 

i"OKl "=' Qancel
i:::::...' ~ ____....I1213 1JD6Period 1 01101JD6 

.~.-.-.--

Period 2 1/112007 212812006 
!::!elp I___Q_e_le_te_~311/2006 3131 12006Period 3 

411 /2006 4130/2006 Perio'd 4 Clo~E' I5/112006 513112006Period 5 
6/1120(}6Period 6 6/30/2006 

Create Next Fiscal Year 7/112006 7/31/2006Period 7 
8131/2006Period 8 81112006 

Period 9 9/112006 913012006 

Period 10 10/1/2006 1013112006 
11130120{)611 /1/2006 Period 11 
12l31JD6Period 12 121112006 

This screen is used to enter the client's fiscal year and the desired number of reporting 
periods. The fiscal year should be entered with slashes suct"j as 12/31/05. Enter any 
standard period (1 , 3, 4, 6 or 12) and the system will automatically calculate the correct 
beginning and ending dates for those periods. You may enter a nonstandard number of 
periods and manually supply the period dates with the only restriction being that the 
entered dates cannot overlap each other, since this system is "date sensitive". Note that 
there is also a Create Next Fiscal Year button that is helpful in most cases. 

When you have entered the appropriate fiscal year and periods, accept the screen by 
clicking the OK button. This will accept your entry and return you to the Home Screen. If 
you have other fiscal years to enter, access this option again and enter the next fiscal year 
end and click OK. For example, you will want to enter the p evious year's fiscal year end if 
you are planning to enter comparative data. Note that when you click the down arrow, all 
the fiscal year ends that you have entered will be accessible for review or changes. 
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Current Reporting Period 

~ When the Current Reporting Period option is selected, the following screen will 
display: (This option may be directly entered using the calendar icon shown to the 
left.) 

~ Select Reporting Period r:l~lrRI 

Current Period End: 101/31/06 

Change Period End To: 1212812006 

tielp Clo§e 

The current reporting period is displayed in the Current Period End field. The 
Change Period End To field will be preset to the next accounting period. Normally 
you would click OK at this point and the date would be updated 

If you wish to change to a different reporting period, click on the arrow to the far 
right of the Change Period End To field and choose the reporting period you want 
from the displayed list by highlighting it and clicking the desired date. If the period 
you want does not appear on this list, make sure you have viewed the whole range 
of dates using the vertical spacing bar arrows. If you view the whole range of 
available dates and the period you want is still not showing, it is because the fiscal 
year containing those dates is not setup using the previous option Enter/Change 
Fiscal Year. To remedy a situation like this, you would have to return to that option 
and setup the fiscal year you need and then return to this option and select the 
correct date. 
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Account (Required) 

This option is used to enter a new Chart of Accounts or to copy one from an existing client. 
(Note that the best option to setup a new client including the chart of accounts is usually 
the clone client option discussed on page 4-11.) Initial aCCOljnt balances are entered from 
this option and a number of other sub-options allow such things as budget figures to be 
entered or partners capital accounts to be designated. When this option is selected, the 
following sub pull-down menu will display: 

Date 

Account ~ 

Company 

Payroll 

Reporting 

Cost Center (Department) 

Automatic Inventory 

Corporate Tax Table 

Automatic General Ledger Transaction 

System 

Printer 

Chart of Accounts 

Initial Balances 

Budget 

Partners' Cap±al Accounts 

Cash Account!.: 

Copy chart from another dient 

Fix Balances 

Chart of Accounts Utilities 

QUickbooks Acct. Descriptions 

The sub-menu options are listed below with a brief description of their function: 

Chart of Accounts: This option is used to enter the Chart of Accounts and the 
associated information for the Chart of Accounts. (See page 5-5 and also chapter 12, 
"Financial Statement Formatting," pages12-1 to 12-5) 

Initial Balances: This option is used to enter the initial balances for each account in the 
Chart of Accounts. (See page 5-7) 

Budget: This option is used to enter the budgeted figures far any account in the Chart of 
Accounts. (See page 5-9) 

Partner's Capital Accounts: This option is used to enter the Partner's Capital Accounts 
for automatic prorating of capital. (See page 5-10) 

Cash Accounts: This option is used to enter each cash account that is used by the 
system and define its use. (See page 5-11) 

Copy Chart from another client: This option is used to coPy the Chart of Accounts from 
an existing client to a new client that is being set up. (See page 5-12) 

Fix Balances: This is an override feature allowing incorrect account balances to be 
temporary overridden with correct amounts for the purpose IOf printing a statement. This 
feature should only be used in situations where the correct statement must be produced 
immediately and there is not enough time to rectify the incorrect amounts or support is 
needed to rectify the incorrect amounts and it is not immediately available. Once the crisis 
is past, the correct entries must be made! (See page 5-12) 
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Chart of Accounts Utilities: This option allows the elimination of ledger 
transactions having no associated account. It also allows the removal of zero 
balance accounts. (See page 5-13) 

Chart of Accounts Entry 

When the Chart of Accounts sub-option is chosen the following screen will display: 

~ Chart of Accounts Mainlenanr:t> 1_ ;Ll .. X I 

,.A_OOOun1_'J:!umber._' _r---_~_!.isI____Sta_~ I I~ 
I ~ 

~inl ~ .Formal I ~i50euaneouol Ia: Intarfaoe I I -tte- ,P I 

OesaiptiDll: 

T:6M" I c~ 

Consolidation To.: I CamblneAa:t 

This option allows individual accounts to be entered into the Chart of Accounts. 
The entry of the accounts is pretty straight forward . Simply fill in each field, 
pressing the Enter key to advance to the next field. When each field in the screen 
is filled in to your satisfaction, then click the OK button or continue to press the 
Enter key to accept the screen. The screen will then be refreshed and ready for 
the next account. The meaning of the Type, Level and Consolidation To fields are 
discussed in detail in chapter 12, "Financial Statement Formatting" pages 12-1 to 
12-5) 

There are three additional tabs on this entry screen. The Report Format Tab 
allows the entry of formatting information that relates to statements and schedules. 
The options on this tab are discussed in chapter 12, "Financial Statement 
Formatting," beginning on page 12-6) 
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Initial Balances 


When this sub-option is selected, an Initial Balance Entry Screen similar to the one shown 
below will display: 

:s Initial Balances 1'- 1~lrX I 

Enter Date .ofInitiaI I 1213li05 

@ DE I Accaan &sis 

o IlltenJale AcCCllDlfi'Q iWis 
't, ; . 

This option should only be used when setting up a client at the beginning of a fiscal year. 
There are two cases where this option should not be used a all. The first case is if you 
want to enter comparative historical balances. In this case, fi rst setup the fiscal year end 
for the comparative periods using the Setup pull-down menu and then access Date and 
Enter/Change Fiscal Years, then change the current reporting period to the first 
comparative period desired. Next enter the comparative fig ~res using the Transactions 
pull-down menu and Trial Balance Entry. Keep changing reporting periods to the next 
reporting period of last year and entering comparative figures using Trial Balance Entry 
until comparative figures are entered for all periods. 

The second case where you should not use this option is w enever a new client is being 
set up in midyear. In this case, you should use Trial Balanc Entry rather than this option. 
First setup your fiscal year end (Setup, Date, Enter/Change Fiscal Years), and then 

change the current reporting period to the period where you want to enter the beginning 
balances, (the month before you plan to start entering transactions). Now use the Trial 
Balance Entry to enter the trial balance for the last day of th month before the month you 
will fully begin processing on the system. 

In both cases, case 1 and 2 (comparative period entry or mid year start of a new client), 
you will end up with a correct trial balance for the end of the month before you begin fully 
processing a client on the system. 

If you are not entering comparative figures and if you are en ering a company for the first 
time at the beginning of a fiscal year, then you should use the Initial Balance option to 
enter the initial balances. 
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When entering initial balances, the date of the initial balances should be the fiscal 
year end of the previous year. Although most clients will only use the default basis, 
there are two sets of balances supported by this system; the default accounting 
basis and an alternate accounting basis (i.e., cash and accrual). If necessary 
change the basis for the initial balances that are being entered by clicking the 
appropriate radio button. The "Copy Basis 1 to Basis 2" button is helpful if only a 
few account balances are different between the two accounting methods. Click OK 
and the Initial Balance Entry Screen will display: 

:a Initial Balances [_ 1f.Q:1~ 

Account description 

Cash in Checkin~ 
eMIl in Savings 

Accounts Receivable 

Prepaid .ExpeMe 

Account 

110 

120 

130 

140 

'1 I DebitsI Credits 

.' 
II 
Ii 
II 

liE 
0.00, 

0.00 

0 .00 ' 

0.00 

0.00 

0.00 

0.00 

~I 

~ 

-
AulDmobile 

Computer , 
- _... 

Furniture 

Less: Accum. Depreciation 

Accounts Payable 

Federal WIH Payable 

FICA T~ Payable. 

16{) 

180
'---' 

190 

195 

220 

222 

223 

I' 11 0.00! 000-
_ . U OOOJ 0.00 

I' 0.00 

I II 0.00 0.00 

~ oooT 
.-- -.. 

0.00 0.00h ..._...... 

11 000 1 0 00- .. .... 

000000 :J - . I-

Totals oo~ 
I oo~ 

Difference 0.0 

Qk 

This screen shows only "postable" accounts. (A "postable" account is an account 
that can have a balance as opposed to an account used for formatting the financial 
statements which cannot have a balance.) To the right of account number and it's 
description will be two columns used to record the initial balance for that account. 
The left column is for debit balances and the right column is for credit balances. 
Only one column will be used for each account. Enter the initial balance for each 
account "unsigned" into the correct column. To switch columns without having to 
use the mouse, press the minus sign key. When you are finished entering initial 
balances, click the OK button to accept the balances and return to the Home 
Screen. 
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Budget 


When this sub-option is selected, the following screen will display: 


:& Budgeting G][g][8J 

Account Number latus: 

Account Name: 

Jlln(M
Feb 04 
~ "'.Y 0. 

JunO. 

Ir-I----  0. 1 

Oa (M i----'I -

Mar 0. Jut 0. No 0. . 

Apr 0. A.ug 04 r-I ----  Oe-o. t-----

Total For AI Periods: 

riitd~~~;~;;:;~ ~rt _ _. ._._.__ __ B - ._.__J_ __.___ ___ .AII~:~nl_::_-uQget ___________ 

c. Same Budget AI Periods 

r=-Q~ kanCel lielp CiDle Swap BlKI 

This Budget ~me 

This screen is used to enter budget figures. There are some special features on this 
screen that facilitate the entry of budgeted figures and they should be used when 
appropriate. Under Budget Method there are three options: 

Account by Account: This option requires the user to enter the account numbers of the 
accounts that they want to budget. This is the only option that should be used when 
changing budgeted figures as it only allows changes to the esired account(s), not to all 
accounts at once. It should also be used when only a few accounts are going to be 
budgeted. 

All Accounts Zero Start: This option begins with the first income account and steps 
through each account number automatically when you click OK. Starting each account 
budget with zero balances. 

All Accounts Current Budget: This option begins with the fi rst income account, and 
steps through each account number automatically, displaying each accounts current 
budget figures . This allows checking the figures and making any changes necessary. 

The Same Budget all Periods check box can be very helpful in entering budgeted 
figures. If this box is checked, any number keyed into the first period will duplicate in all 
remaining periods. 

Swap Budgets : There are two sets of budget information stpred in the chart of accounts 
file. However, only one of these is available for reporting at a time. If you produce 
budgeted statements and you will need to be reporting over two years, jumping back and 
forth many times, here is the best way to handle the budget figures: 
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Input your budget figures for the first year. You might want to list them out to verify 
that you have them in correctly. (You can print your budget figures by selecting the 
Reports pull down menu and then Financial Reporting and then selecting the radio 
button for income statements and then clicking on the Report field arrow in the 
center of the screen and displaying the Budget List option. Now click on the OK 
button and your budget figures will print.) 

Click on "Swap Budgets". This puts the budget figures that you just entered 
Into the "inactive" budget slot. 

Enter the other year's budget. At this point, you can print budgeted statements for 
the second year. If you need to print budgeted statements for the first year, click 
on Swap Budgets, and then go to a reporting period in the first year, and print the 
budgeted statement. 

Partner's Capital Accounts 

When this sub-option is selected the following screen will display: 

n Using Mulip/. Partn...· Capitat and Retained E8fniMjjS Account. 

n Spilt Net Income on BaJance Sheet by percentaQe 

~~ !~==L____________________ ___:±'~-" T ....... 


so- I 

This option allows the user to enter the partner's capital accounts and percentages 
so that the end-of-year retained earnings can be distributed automatically to them 
according to the entered percentages. If the option "Split Net Income on Balance 
Sheet by Percentage" is turned on, then these percentage distributions will also be 
shown on any balance sheet that is printed during the year (even though no actual 
posting occurs until the end of the fiscal year). This option is also used to identify 
multiple retained earnings that need to be consolidated on the "Beginning Retained 
Earnings" line on a Statement of Retained Earnings. In this case, you could enter 
100% for one account and 0% for several other accounts. This would allow all of 
the year-end revenue and expense balances to be transferred to a single retained 
earnings account, but still have many accounts summed into the Beginning 
Retained Earnings line of the Statement of Retained Earnings. To achieve this 
effect, enter all of the retained earnings accounts here, and check the check box 
Using Multiple Partner's Capital and Retained Earnings Accounts. 

Note: Since the partners' percentages can change annually, they are tied to a 
fiscal year record and can be_entered for each fiscal year. Before entering 
accounts and percentages, select the applicable fiscal year. If you are using this 
feature, and you create a new fiscal year, the partnership accounts and 
percentages will be duplicated into the new fiscal year record. (If the accounts or 
percentages have changed for the new fiscal year, you would use this option to 
change them.) 
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Cash Accounts 

This option is used to inform the system which cash accounts will be reconciled and 
provides necessary bank reconciliation journal code information. If you plan on using the 
Bank Reconciliation feature you must first select this option 0 tell the system which 
accounts are cash accounts and therefore can be reconciled. This screen is discussed in 
detail in chapter 10, "Bank Reconciliation," beginning on page 10-1. 

There is one option on this screen that does not relate to Bank Reconciliation . It is the 
"Prevent posting of credit to cash from payroll" check box. This check box would be 
checked, if the user desires to make their own entry to cash for all the checks for the 
month and does not want the system to automatically make an entry to cash for the net of 
the payroll checks. When this option is selected the following screen will appear: 

.:"Ii Cash Accounts 1- liLlliXl 
C~s: AcoDur.t" S 1115:I 

-" 

C:hk ~rffing Name & Adrs. ov ..... 1 
Reoon. Etc IC k-Writmv BilJ>k ON I CMck-WriIq logo5 l C/Qnge Emp Net -"=1 I NACHA s.tup I 

, 

----·--"~h----'--r--R~~~-.-~t:---- ·~~~~~~--------------------'I 
Disb1ne1nent5 joI.ngI code: I ::oJ 
~I:S journal code: ~ 

Qk 

Disbursements and Receipts Journal Code It is important to understand that the 
journal codes chosen for a cash account must be used for only one cash account. This is 
a critical requirement as having journal codes specific to a b nk account allows for the 
proper functioning of Bank Reconciliation , Check Registers, and several other features. 
Our recommendation is that you use C01 and CR1 for the fi rst cash account even if there 
is only one cash account. Use C02 and CR2 for a second cash account, CD 3 and CR3 
for a third account etc. 

There are five other TABS on this screen. Four are only used in writing checks using 
Computer Checkbook and are explained in the documentation for that system. The TAB 
labeled CHANGE EMP NET ACCT allows you to quickly change the cash account for all 
employees or an individual employee without having to use 
SETUP/PAYROLUEMPLOYEE VENDOR. 
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Copy Chart from another Client 


This option allows a Chart of Accounts from an existing client to be copied to the 
client being set up. This option copies the account but does not copy any balances. 
When selected, the following screen will display: 

:w (opv ct,drt of ,,(CQunts from dnothef compilnv r- 1[Q1r><1 

r ~lIny to ropy from 

I Clilmt Number: 1'--
! --~--------------------~ 

First activate the company you want to copy the Chart of Accounts to, then select 
the company you want to copy the Chart of Accounts from, using the drop down list 
if necessary. Click OK to transfer the Chart of Accounts. 

(Note that you would normally setup a new client by using the Clone Client sub 
option which copies not only the Chart of accounts but all other standard setup 
items and is a great timesaver. See page 4-11 for a discussion on this important 
option.) 

Note: The Copy Client Selectively option which is discussed in chapter 8, "The 
Utility Menu," beginning on page 8-6, allows the selective copying of many setup 
options from client to client and in certain cases can be used in conjunction with 
clone client to duplicate particular items from one client and other items from 
another client. 

Fix Balances 

When this sub-option is chosen, a warning screen will appear that informs you that 
this option only provides a temporary fix for the immediate printing of statements. 
After reading it click on Proceed and the following screen will display: 

ACCOOIlI~" ~ 

AceounI Name: I 

T I f Ol' A.I Accounts 

C""",,, Per ....IBalJr:::0-;;-;.00;-- - - 10.00 

FilcalVRhIiaIBal 10 .00 10,00 

LulV..rY11l 10.00 10.00 

LHl Y ..rCummlPeriod 1000 10, 00 

Qk 
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This option provides a "quick fix" for a problem balance that would require more time than is 
available to correct. It allows correct financial reports to be printed as soon as the "quick fix" is 
made. The numbers entered here will temporarily override the account balance figure in the 
system, until the problem can be worked out. This allows the printing of correct financials if they 
are immediately needed. (This is an emergency option not a normal procedure!) The "quick fix" 
figure will stay in the system until the current reporting period is changed. The correct entries to 
permanently change the system should be made as soon as possible so that they are not 
forgotten. 

Chart of Accounts Utility 

When this sub-option is selected the following screen will display: 

:. Chdr I of Aw "mh Iltllity i-:[Qlrxl 
LeCl\j9r TransadionJAccountl DeleteZero Amount Accounts I 

Strip 011 Leading orTrailing Zeros Description Spell Check I 

Check Descriptions OK Cancel Exit 

This sub-option provides several utility functions. The first, "Ledger Transaction/Account" will 
delete any transaction not tied to an account in the Chart of the Accounts. When selected the 
system will examine each transaction in the system and permanentfy delete any transaction 
having an invalid account number (one not listed in the clients Chart of Accounts). 

The second "Delete Zero Amount Accounts" will examine each account in the Chart of Account 
and delete any account having a zero balance and no transactions posted to it. This option is 
usually selected if you have added an account and you do not need it after all and haven't posted 
anything to it yet. There is also a capability to strip off leading or tr~i ling zeroes. This is a special 
use option for some conversions and should only be used under the direction of P.C. Software 
personnel. 

If you want to spell-check your chart of account descriptions, you can take the Spell-Check tab. 
This option puts the chart of accounts descriptions through a spell-checker, and shows the 
problem accounts on a grid. You will be able to indicate that you want to ignore it, change it, or 
add the offending word to the list of acceptable words. When you cl ick on OK, you will be allowed 
to change each word that you have indicated by checking the "Change" box. They will display one 
by one so that you can change them. 
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Company (Required) 


This option allows you to enter basic company information. When this option is selected a 
screen similar to the one shown below will display: 

;-u-w-.- a-.------ Company N.Ime for Statements -' ~---

rl__________________~~---
II 

l 

Con~CI tt._ I 
<:ootact Phone 1""1 ----

This is the first screen of company information. The top part of this screen allows you to 
enter the clients name and address as you want it to appear on statements and reports. 
The bottom portion of the screen allows you to enter the name and address to be used as 
the client letterhead. The contact name and phone are currently used in the W3 form . 
The second screen of the company information is accessed with the Options Tab and is 
shown below: 

;----------Equity Aoccunt InfomYlion-- -----;,--- -

Erofit AOCOIJIII: r- !,ist I 

Pm! Additianal GIl ~ lines On: 

C ~ L...... T.anuction LisUlg 
r. C_ t ? encd G.noerllll Udger 

C Y_-To-o.t~ GeneriIl l '" 
C Wcd<ing Trial IIaIanco! 

r Jo..1IaI5 

r Auto Cent9 On 

C~ 

fi.etMoed EArnings Acoount: IJ 

r _siIIu AlJ».IMentoryo UsiIrQ Corpot.te Tax ~ o U5trI9 Cost CentefSl~ o ExokIcIe AR I ..00 AR2 on YTD GIl. 
n [)aut)Ie Space Tna! BaIMr.e 

n~OI¥isors 
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The top part of this screen is used to indicate the company profit and retained earnings accounts. The 
bottom left hand portion of the screen is used to indicate which reports the user desires the "additional 
GL description" to appear. The "additional GL description" may be entered on any ledger transaction by 
using the "Journal Notes" button found on the Ledger Transaction Entry Screen. This feature allows 
almost unlimited text to be entered and attached to any particular ledger transaction. The bottom right 
hand side of the screen indicates which optional system reports and features will be used with this 
company. Check any box corresponding to the option you plan on using with this company. 

There is an option for auto cents. If this box is checked, then the system will turn on the automatic cents 
feature. The automatic cents feature assumes that any amount entered ha two decimal places 
associated with them and inserts the decimal point. There is also an option for "Manually Save PDF 
File" . If checked, when a PDF file is created, you will get a dialogue box that allows you to change the 
location of the PDF file. The Options/2 Tab screen of company information will display as follows: 

~O/II MGt Trans Entry CIItliiOI" Returns to: 

I~ Da.te ~~ 

r Upper Case System Genemed GIL TrallYctions 

r Use Attemate AooolDlts on GL Trans Entry 

r Use A to VenOor L~ on ~te Gl. Trait,!; 6ntry 

r It 0tIty. Don't Prep P RIAutomatic Inventoly 

Qk ~noeJ I___ ~ I!:!eIP ..... 

The "Set Trace On" check box, allows technical support personnel from companies that support this 
program to follow the computer lines that the program is following. Occasionally this can be helpful in 
solving a "hard to understand" problem. The upper left portion of the screen has a place to set the default 
cursor position options for the Alternate Transaction Entry screen, entitled, "Set AlT Gl Trans Entry 
Cursor Returns To." These options can be helpful based on how you are entering your transactions for 
a client. Normally the cursor will .be set to display in the Reference Number field and that is how these 
radio buttons will it will be marked if you have not changed them. If you mark the Date radio button, the 
cursor will now default to the Date field and the Reference Number field will be automatically bypassed. 
Likewise, if you mark the Description field, the cursor will immediately go to the Description field on 

each new line of data. 
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There are also five more check boxes which are explained below: 

Upper Case System Generated GIL Transactions: If this box is checked, then transactions that 
are automatically generated by the client write up system will be in all capital letters. This option 
is provided so that accounting firms that enter transactions with all capital letter will have 
consistency in transaction appearance 

Use Alternate Accounts on GIL Trans Entry: If this box is checked, and alternate account 
numbers are being used, then the user should enter the alternate account numbers instead of the 
actual account numbers during general ledger transaction entry. The alternate account number 
option is explained in this chapter beginning on page 5-49. 

Use Auto Vendor Lookup on Alternate GIL Trans Entry: If this box is checked vendors will be 
automatically looked up in alternate GIL Transaction entry. 

If Qtrly, Don't Prep PRlAutomatic Inventory: If this box is checked, the system will not 
automatically transaction prep Payroll and Automatic Inventory on quarterly clients which can 
cause problems if clients are switched back and forth from monthly to quarterly processing. 

Allow Check-Writing Outside of Reporting Period: Normally, checkbook customers are not 
allowed to write checks outside of the reporting period. This protects them against incorrect 
check dates. But in the case where they are also doing ledger work on the same data, the ledger 
is often behind by several months. Checking this box eliminates the inconvenience of having to 
switch reporting period frequently. 

The Customization field is used to indicate that special programming modifications will be used 
for this client. This only occurs if a custom program has been written for this client at your request. 
If that is the case a particular code for that custom program will be placed in this field in order to 
activate the changes. 
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When the Disclaimer Letter Options tab is selected the following screen will appear: 

DiodailT1ef Letler SubslituliQf15 - - - - --- - ----~ 

E~ntFee(1) 1 

Engagemen.t Fee (2) r----"--------I ---

EngegamentF_ (3) I 

Salutalic;n r------------ 
Signature Line 

r 	Re,pI."" Left Alignment with Right " Left JU:itify (Each line mUJI be .nWed ; i,e, no .....p. Ii .....) 

Note: Let1er5 that a>ntain _eo around lin... will not be RJ l JUJlifilid, 

r 	Extend the At.. 'of the Di~daimer Letter (Report Section) 

Qt I ~ncel I Help Cl0!8 

The three Engagement Fee Lines, the Salutation and the Signature Line fields can be added 
here to allow the disclaimer letter option to also be used for engagement letters. If entries are 
made in any of these boxes they will be able to be inserted into a letter that is being setup with the 
Setup pulldown menu, then the Reporting sub menu and then the O"sclaimer letter option. This 
option is discussed on chapter 16 of this document beginning on page 1. 

There are also two check boxes on this screen the first one, "Replace Left Alignment with 
Right/Left Justify etc." provides a way to right/left justify a disclaime letter without rewriting it into 
Microsoft Word and having to right/left justify it using the special options on the Disclaimer Letter 
Setup. 

If you check this box the system will attempt to convert any left aligned text to both Left and Right 
alignment. This is similar the Justify feature that is part of Microsoft Word. 

There are a few criteria's that are required for this feature to work. 

a. Each line in the Disclaimer letter must be entered using the <Enter Key>. 
In other words, if there is no carriage return at the end of each line then this 
will cause word wrapping. If word wrapping is detected then the RL justify 
is ignored. 

b. Lines that have a narrow width compared to the maximum line width will not 
be RL Justified. 

2. 	 The check box labeled "Extend the Area of the Disclaimer Letter (Report Section)" 
can be used if the disclaimer letter requires the full area of the page from top to bottom 
and from left to right. The margins will be set the minimum length. Note that this feature 
should not be used for normal Disclaimer letters that do not equire the full area of 

SETUP PULL-DOWN MENU 5-17 




Payroll (Required) 

This option is used to setup the necessary payroll information which is needed to process an 
after-the-fact payroll in the states and localities desired. It allows the individual setup of 
employees. When selected , the following sub-menu will display: 

Date 

Account 

Company 

Payroll • 

Reporting • 

Payroll Setup 
State 
Payroll Item 
Locality 
EmployeeNendor 
Change Employee PR Items 
Employee Utilities 
Custom Payroll Item Selection 
Payroll Accrual Overrides 
Employee Extras 
Record Taxes Paid 

Cost Center (Department) 

Automatic Inventory 

Corporate Tax Table 

Automatic General Ledger Transaction 

System 

Printer 

• 

Tax Form Scaling Factor 

Employee Extras 

The sub-options under the payroll option are: 

Payroll SebJp 

State 

Payroll Item 

Locality 

Employee/Vendor 

Change Employee PR Items 

Employee Utilities 

Custom Payroll I tem Selection 

Payroll Accrual Overrides 

Payroll Setup, State, Payroll Item, Locality, EmployeeNendor 
and Payroll Accrual Overrides 

These six options deal with setting up after-the-fact payroll and are covered in chapter 13 
entitled "More About Payroll". Each of these options is discussed in detail with examples 
of their uses. 
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Change Employee Payroll Items 

This is a utility option that allows a payroll item designation to be changed. It is 
conceptually similar to the button on the Chart of Accounts Entry Screen that changes one 
account number to a different one. When you change a payroll item, all the history that is 
linked to that payroll item also changes. When this option is selected, the following screen 
will display: 

:; ChangE' Payroll Item Designation G][Q]IKI 
List Emplyees with : 

Payrolltem: I 
Jurisdiction : IALL All Jurisdic1ions 

Change PayroU Item to: 

Qk I ~ncel I CIo!e I 

W2 Emplo~ Only: 0 

This option allows a payroll item to be selected from a drop 'st and changed to any other 
existing payroll item that is within the same group (i.e. an addition can only be changed to 
another addition). It can be changed for all jurisdictions or for a specific jurisdiction and it 
can be changed for all employees or for any employee or gr )Up of employees. 

Em ployee Utilities 

This sub-option accesses a wide array of employee utility programs that can save time, 
correct errors and increase productivity with the Payroll System. They can be a great aid 
in accomplishing a client payroll setup. These options are also available on the Utility pull
down menu and a discussion of these options can be found in chapter 8, "The Utility 
Menu, "beginning on page 8-9. 

Custom Payroll Item Selection 

The Custom Payroll Item Selection option gives the user the capability to design custom 
payroll reports which can be a great help in payroll reporting and related payroll tasks. To 
be more specific this gives the user the capability to show the exact columns of 
information on either the payroll summary report or the payroll transaction report that the 
client needs. 
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For example, here is a small section from a normal payroll summary Report 

1J1/2006 to 1131/2006 

Sampte Reconciliation 
Payroll Summary 

Client No: 951CP Page 1 

Cneck Dale Gross 

! James M khael Smifh 
3650 1/16/06 1.,500.00 

3655 lIS{)/06 1,500.00 

MID 3,000.00 
"tID 3,,000.00 

Fed 

415 .00 

415 .00 

830.00 

830..00 

Fica 

987-6S-4321 

91 .SC' 
91 .80 

183 .60 
183,60 

State 

0,00 

0 .00 

0.00 

0 .00 

II 
jl 

Deds 

150,00 

50.00 

200.00 

200.00 

Net 

843 ,10 

94320 

1)8640 
1,786.40 

1 Mkha-el r HarrE 

3656 1l15!06 

3657 l /3{)J{)6 

MID 
YID 

1,000.00 

1,OOJ. 00 
2 ,000.00 

1,000.00 

175.00 

175 .00 
350,.00 

350.00 

456-11-3789 

7650 

7650 
153,00 

153.00 

53.00 

53.00 
106,00 

H16.00 

75.00 

75.00 
150.00 
150.00 

62CL,(} 

62C'.50 
.: ,241,{IO 

1,241.00 

This report is fine as long as there are not such things as multiple states or multiple 
deductions besides fed, fica-medicare or a state withholding that need to be individually 
tracked for various reasons. Let us suppose that this client had payroll in two states 
Florida and Georgia and also had advances and insurance deductions that needed to be 
individually tracked. This option would allow the user to quickly design a client specific 
report that would have the column headings shown on the below: 

SalTlie Rfro'ICiiiatioo 
Payrai SUlM'Bry 

1/1l2OO6 to 11311'2OOi elilD Na Pa~ 1 
951CP 

Trri# Qed ()o,e Fl Grvs Ga Gross Fed!alWi (;l T Mad! Ga $:ace \ l'ilB/nmO ~ ...f 

! 121115 MQ,tJSlit n1-t4Jll 

J6.iIJ I'J &V6 l5~ . ~~ ¥.lOO ~U QjjlJ IOC!l) i~ : HJ1 

365 I J~tc [j 000 1151) i l j~ ;.00 ill\: 4l] 

Pol ~. g.jilj IS] ij i)iJ I ,00 .l~. -I: 1:!O1.000 " 

£ lfxb ! THuns 456-UJ11'f 

J6i6 l'lil16 ~J)l IW I)S~I i~5i 5lfJll il)) liE' OJ )1) 

f J!ji '» .. t,OOoM! tJU :oJ Hi!! 00 n . t~· 

Pt~J T,:1ll li3 IJJ It;tOO 000 !19 WlOO 

Each custom report can have up to 15 columns of information and will automatically print 
in landscape mode if that is needed to accommodate the number of columns used. There 
is no limit to the number of custom reports that can be setup for a client. 
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The reports just have to be given different names and setup with the different columns that are 
needed for that specific report. There are two formats available, a payroll summary format or a 
payroll transaction format. When this option is taken a screen similar to the following will appear. 

.:'ii Sequem:e Payroll Items G]lQlr><1 

, sequence View 
I /i!,Cus:.om PR Summary 

a Cus om PR Transaction List 

~ancel 

!::!e 

Clo e 

Custom Group Names -

PR Summary 

IDBfauit PR Sum 0:1 
Delete Group I 
PR Tr List 

IDefault PRT Lst .:1 
Delete Group I 

To customize what these reports will look like for a particular client, you first have decide whether 
you want a payroll summary type format or a payroll transaction type format for this particular 
report. Then you mark the appropriate radio button in the upper right portion of the screen under 
the caption Sequence View. 

Next you have to name your report in the appropriate field, for example, if you wanted a payroll 
summary format report and you wanted it to show detail for the state gross pays and some 
individual deductions, you could name your report something like "StateslDeds Sum." The first 
part of the name should tell you what the report does in case you add other custom payroll reports 
later and the second part of the name should indicate Sum so that ~ou can see it is a payroll 
summary report. Once you have come up with a name you want to se, you would enter this 
name in PR Summary field over the Default PR Sum name which is default and shown on the 
screen above. 

The next step is to define the columns that you want. A list of all the standard payroll items plus 
any that you have defined will be showing on the left hand side of the screen. (Remember that to 
define a payroll item that is not a state, you have to add it and assign it an account number on the 
payroll item screen.) To select a payroll item for a report such as FLGROS, you would click on the 
Include box to the right of it which will place an X in the include box. Then you would sequence 
that field and if it was the information you wanted to be in the first column of the report, you would 
sequence it with a "1" by placing a one in the sequence column in the same row. Likewise, if you 
wanted GAGROS to be in the second column, you would click to include it and put a "2" in the 
Sequence column in that row. etc. etc. (Note that there is also a Net payroll Item that you can 
also select and that is usually selected as the last column as a con enient check of 
completeness.) 
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The following screen shows most of the entries that were used to produce the sample 
Florida, Georgia and Insurance, Automobile deduction report on the previous page. 

:0 Sequent.> Pavroll Item, '-=-11 U IFxI 

r Sequence Vlf!1tJI-------., 
~, CUstom PR SUmmary 

o Custom PR Transaction Us! 

- Custom Group Names - 

PRSummary 

Delete Group 

PRTr: List 

l@Jifi&.j·It!PNit·, 4:1 
Delete Group I 

The actual report is printed using the Reports pull down menu, the Payroll Reporting sub 
option, the Payroll summary option and then selecting the Custom report radio button 
rather than the normal Narrow report option. You would then be able to display the name 
of your report in the lower right portion of the screen in the Custom Group Names field. If 
it was not already displayed, you could find it with the drop down arrow and once it 
displayed, you could press OK to print your report. 

Payroll Transaction reports can be customized and created in the same manner. The only 
difference is that the Sequence View must be marked with Custom PR Transactions and 
the name of your report must be entered in the PR TR List field in the lower right portion of 
the screen. Marking a payroll item for include and selecting its column sequence works the 
same for the Payroll Transaction format reports as it does on the Payroll Summary format 
reports. The Payroll Transaction format reports would not be printed from the Payroll 
Reporting pull down menu and the Payroll Summary option. Instead they are printed by 
selecting the Reports pull down menu and then File Listings and then selecting payroll 
transactions and then indicated a Custom List and selecting the name of your report in the 
Custom Group Names field if it is not already displayed. By the way you can not give the 
name of your Payroll transaction list the same name as you gave the Payroll Summary 
report as that would cause the original report to be overwritten with the new one. A good 
solution would be to use the same base name and end the report with TR so you can 
relate the two reports, in this case "StateslDeds TR." When you print the Custom Payroll 
Transaction list it would appear as below as far as its column headings and format goes: 
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1/1)2006 to 1/31/2006 

1m# Check Date 

James Michael Smith - 1 
3 3ffi1l {)1 l16.()6 

4 3ffi5 ll1 l31Al6 
Efll) TotaJ 

Michael T Harris - 2 
5 3656 01 f15Al6 
6 3ffi7 01HMl6 

Env Total 

Sample Reconciliatio n 
Payroll Tralsaction Usting 

Client No: 951CP Page 

Gross fedWH FicaA.1 ed StateWH Deds 

1,!'il000 415.00 91 .80 000 ffl .OO 
1 , ~O{)() 415.00 91 .8.0 O.{lO 5:1 .00 
3,000 .00 831 .00 1:8300 (lO ll 200.00 

1,ooO .Oil 175.00 765U 53.(){) 75.00 
1 , 0Il0 .~0 175.00 7650 510{l 75.00 

ZOIlO .OO 35:1 .00 153.00 1D€·.OO 9).00 

1 

Net 

843.Zl 
943.Zl 

1,786.4D 

62JBJ 
62J8:l 

1,24100 

'1'1'2 

109.9 

Final 

Total 

Total 

Total 

5,00000 

0.00 

5,ooO J)() 

1,18:) .00 

0.00 

1,181.1 .00 

336.511 

O{){) 

336. ~ 

106.00 

000 

1116.00 

3.ffl. oo 

0.00 

l !D .OO 

3,027.4D 

0.00 

3,027.40 

En1ployee Extras 

When you take the employee extras menu option, the following screen will appear: 

:w Employee Extras l-ll~lrxl 
~~-

Emp IDi Employee Name Corporate Officer Class Code Subject To 

WC Code: Ir .. ··L(~f] U = Unemp. Only L....:=::-. •.... I 

Qancel 1::J fp Clo~e Sort By ~ W=WCOnly 

[ C!~_ :J Na~-.-J B~ Both 

This screen will allow you to enter extra information that ma~ be required by some state 
unemployment and withholding reporting. 
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Record Taxes Paid 


When you select the Record Taxes Paid option, the following screen appears. 


:w Record Of Tdxe~ P.1id r: II r:J Jrxl 


Date Paid: IijtJil.@ 

LiabiUty Date: 101131/06 

Check Number: 1 

941~ I 
940: I 

Payment Ust-

start 101101/06 
~Payments I
_____ -1 End: 101/31/06 

The main purpose of this screen is to allow the recording of the interim tax payments for 
the 940, 941, state unemployment, or the state and local withholding liabilities, so that 
when the related payroll report is being processed, the payments that have been recorded 
with this option will be automatically be filled in . This screen also allows the viewing of 
previously entered payments. 

To record a tax payment, enter the date paid, which would be the check date. The liability 
date MUST BE INSIDE THE REPORTING PERIOD. (The liability date is NOT the due 
date or the penalty date of the form itself.) It is also a good practice to enter the check 
number in case later review of a particular payment is needed . 

Next, move the cursor to the field that represents the type of tax you are paying. For 
example, if you are recording a 941 payment, then put the cursor in the 941 field. Enter 
the amount of the payment, and click on OK. 

The lower left portion of this screen allows the review of all tax payments that have been 
entered . To do this for a particular tax, set the desired date range, and put the cursor in 
the amount field for the appropriate tax and then click on "View Payments". You can also 
print a report of the recorded tax payments using the Reports pulldown menu, the File 
Listings option, and the List Taxes Paid option. 
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Reporting 

The reporting capabilities in this system are quite extensive and a large number of setup 
options are devoted to reporting. If you haven't read the basic Statement Setup and 
Formatting section of Chapter 12, (pages 12-1 to 12-5), do so before you attempt to make 
any changes to the reports that automatically flow from the Chart of Accounts setup. 
When the Reporting option is selected, the following screen will display: 

Date 

Account 

Company 

Payroll 

~~--------------~Reporting ~ 


Cost Center (Department) ~ 


Automatic Inventory 

Corporate Tax Table 

Automatic General Ledger Transaction 

System 

Printer 

~ 

Statement 

Font 

Automatic Total Description 

Disdaimer etter 

Cash Flow 

Cost of SaleS Schedule 

Report GrQUp 

Footnote 

Divisor 

Setup Graphs 

Accounting Basis. 

The sub-menu options are listed below with a brief descripti(m of their functions: 

Statement: This option allows access to a number of additional Statement options. The 
Statement sub-options for are discussed in greater detail in Chapter 12, 'Financial 
Statement Formatting, "beginning on page 12-9. 

Font: This option allows the font to be set for items like headings and disclaimer 
messages that apply to all statements and also allows the fonts to be set for reports such 
as the general ledger and trial balance. The option is discussed in Chapter 12, 'Financial 
Statement Formatting, "beginning on page 12-26, and partioularly on page 12-27. 

Automatic Total Description: This option allows the overriding of the "automatic total 
line descriptions" on financial statements. This option is discussed in detail in Chapter 12, 
'Financial Statement Formatting, "beginning on page 12-28. 

Disclaimer Letter: This option allows the setup of disclaimer letters. This option is 
discussed in Chapter 16, "Special Topics, "page 16-1. 

Cash Flow Accounts: This option allows the setup of cash flow statements and is 
discussed in Chapter 12, 'Financial Statement Formatting, "beginning on page 12-17. 

Cost of Sales Schedule: This option allows the setup of cost of sales schedules and is 
discussed on page 5-28 of this section. 

Report Group: This option is used to setup a group of reports to be processed and 
printed at one time and is discussed in Chapter 3, ''The Practice Set" beginning on page 3
43. 
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Footnote: This option allows the setup of footnotes and is discussed on page 5-32 of this 
chapter. 

Divisor: This option is used to setup divisors. Divisors are used to produce Cost of Sales 
Schedules and also in Automatic Inventory and other flexible options. Divisors are 
discussed in conjunction with their use in the cost of sales schedule beginning on page 5
33 of this chapter. 

Setup Graphs: This option allows you to produce Pie and Bar Charts and it is discussed 
in Chapter 18, 'Other Special Reporting Features. " 

Accounting Basis: This option allows the setup of the two different accounting basis for 
each client and is discussed on page 5-33 of this chapter. 

Statement 

This option allows access to a number of additional Statement options. When selected, 
the following menu will display: 

Date 

Automatic Inventory 

Corporate Tax Table 

AutDmatic General Ledger Transaction 

System ~ 

Printer 

Font 

Automatic Total Description 

Disdaimer Letter 

Cash Row 

Cost of Sales Schedule 

Report Group 

Footnote 

Divisor 

Setup Graphs 

Accounting Basis 

Custom Statement 

Cash Flow 

Column Width and Font 

StatementTitle ~ 

Retained Earnings ~ 

Break Even Statement 

Flexible Report Setup 

Flexible Report Names 

List Rexible Report Specs 

The SUb-options are listed below with a brief description of their functions : 

General: This option consists of four screens of options and information relating to 
financial statements. The options allow various choices in statement presentation such as 
a one or two page balance sheet. General information is also entered from these screens 
such as the disclaimer message which is used for all financials and the information 
needed to produce "whole dollar" statements. This option is discussed in greater detail in 
Chapter 12, "Financial Statement Formatting, " beginning on page 12-10. 
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Custom Statement: This option allows the user to design their own financial reports with 
control over every column of information. All system information is available and can be 
printed in the designated columns. This option is discussed in Chapter 12, "Financial 
Statement Formatting, " beginning on page 12-13. 

Column Width and Font: This option allows the user to "customize" the standard 
statements and schedules generated from the Chart of Accounts setup. This option is 
discussed in Chapter 12, "Financial Statement Formatting, " beginning on page 12-25. 

Statement Title: This option allows standard Statement Titles to be overridden with the 
titles entered by the user. This option is discussed in Chapt r 12, "Financial Statement 
Formatting, "beginning on page 12-22. 

Retained Earnings: This option allows the setup of a Retai ed Earnings Statement and 
is discussed in Chapter 12, "Financial Statement Formatting. "beginning on page 12-23. 

Break Even Statement: This option allows the setup of a special "Break Even 
Statement". This option is discussed in Chapter 12, 'Financial Statement Formatting, " 
beginning on page 12-29. 

Flexible Report Setup: This option is used to setup "customized" financial statements 
and is discussed in the Chapter 17, 'Flexible Report Writer." 

Font 

The option is discussed in Chapter 12, 'Financial Statement Formatting, "in conjunction 
with the discussion on column width and font beginning on page 12-26, and particularly on 
page 12-27. 

Automatic Total Description 

This option is discussed in Chapter 12, 'Financial Statemen Formatting," beginning on 
page 12-30. 

Disclaimer Letter 

This option is discussed in Chapter 16, ''Special Topics, " beginning on page 16-1. 

Cash Flow 

This is discussed Chapter 12, 'Financial Statement Formatt ng, " beginning on page 12-17. 
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Cost of Sales Schedule (Optional) 

The purpose of this option is to quickly and easily produce "Cost of Sales 
Schedules". To setup a Cost of Sales Schedule, access the Setup pull-down menu 
then Reporting, and then Cost of Sales Schedule. The following screen will display: 

:"i Cost of 5ales 5chf'dule Setup [~][g)rgJ 

Segueoce: r List I Divisor. I 
~-- Printing Options --.,-----:-1 

o Start 00 New Page 

n Print Sales Headlng 

o Print Cost of Sales Heading 

a Consolidate Sales Accts 

o ConsoUdate ClSAccIs 

r-~-------H~-------~~I 

Sales: 

Cost of Sales: I 

Status~ I 

Sales 
Accounts 

Cost of 
Sales 

Accounts 

~Proffl: rl----------------------- ~~ 
~~ 

Qk 9tocel I .!:!elp I Qelele I C~ I 

This screen must be properly filled out to produce the Gost of Sales Schedule. You 
will notice that one of the prompts on this screen is for a Divisor. A Divisor is an 
account or a group of accounts in the Chart of Accounts that are used to form the 
100% basis for income statements or related schedules. Before you can fill out the 
previous screen, you will need to set up the divisors that you want to use. To 
illustrate this process, suppose you have the following accounts in the Chart of 
Accounts that relate to a Cost of Sales Schedule: 

Sales Accounts Cost of Sales Accounts 

Account 
No. 

Description Account No. 
I 

Description 

410 

420 

430 

I Product A 

Product B 

Product C 

510 

511 

520 

530 

Costs of Product A 

Special Costs of 
Product A 

Costs of Product B 

I Costs of Product C 

Table 5-1: This table shows accounts that relate to a Cost of Sales Schedule. 

SETUP PULL-DOWN MENU 5-28 




Suppose you want a Cost of Sales Schedule for Products A, S, C and an overall schedule that 
includes all the products. To do this, four divisors are needed. The Product A Schedule should 
have its 100% of sales based on product A and hence its divisor would be account 410. The 
Product Band C Schedules likewise should have their 100% of salas based on product Sand 
product C respectively and their divisors would be 420 and 430. The cumulative schedule should 
have a 100% of sales based on all three products and therefore its divisor should be the sum of 
accounts 410, 420 and 430. These divisors are set up by accessing the Setup pull-down menu 
then Reporting, and Divisor. When this is done, the following screen will display: 

:. Divisor File Maintenance i-1f61ixl 
Divisor Name: Status: 

Select Accounts by: {il;ll.ry.~.~.f~"ij,·~·f.l~~·~.·Q·ij"~.tl 
Account Range 

Accounts to Include ----'-------~----------I 

Qk ,C,ancel tlelp Qelete Clo~e 

.,. 

Each divisor has to have an unique name. In this example, the following table lists the divisor 
names used with the corresponding accounts to include. 

Divisor Included 
Name Accounts 

Product A 410 

Product S 420 

Product C 430 

Total ABC 410,420,430 

Table 5-2: This table lists Divisor Names. 
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To setup these divisors, key in the divisor name and enter the appropriate accounts that should be 
included. In this example, you would enter four divisors. The first three would be the divisor name 
for the respective product and the single related account. The fourth divisor would be the total 
divisor for all three products with the name "Total ABC". The following screen illustrates the divisor 
"Total ABC" previously shown in the table: 

:. Divisor rile Mdintenilnce 1- 1rr51FX1 

DIViSor Name: ITotal ABC Status: New 

Select Accounts by: @ Individual Account 

Account Range 
I 

Accounts to Include 

~ 

410 1I 
420 

4301 
, 

I.• 
, I 

Qk .cancel Help Qelete Clo~ 

If it is more appropriate to enter an account range then enable the Account Range radio button. A 
range is typically done with cost centers or more complex Cost of Sales Schedules. If Account 
Ranges are used they would be entered as shown below: (Using Total ABC as an example) 

:'II Divisor File Maintenan ce ~I I Ll.1iXl 
Divisor Name: ITotal ABC 

Select Accounts by: 0 IndIVidual Account 
@ Account Range 

Centers: 

[ 

Account Range · 

From: 1,-41_0_-,1 ~ 

status: I New 

To: ,-143_0_-,1 List I 

f5-." ~_J -.I _ C3_ nc_ el---J. __H_e_lp_...I __D_ele_t_e·......,j __C_lo_~e_...I 

This option allows divisors to be selected by both account range and also by center number at the 
same time when this would be appropriate for a more complex client setup. 
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Once the divisors are selected and entered, you should return to the Cost of Sales Schedule using the 
Setup pull-down menu then Reporting and the Cost of Sales Schedule option. The following screen would 
be displayed: 

=- Cost of Sal~s Schedul~ Setup 1-11Ll1~ 
Oivi$c<: Stat",,: 

.----Printing Oplions----, 
C Start on New P-oe 
o Print Sales Heading 

C Prilt Cost of Sales Heading 
IJ Consolidate Sal_ Aa:15 

'0 Coll$Olidate CIS Accts 

,..-----------Headings.---------

Sales: 1 
Cast or Sales: 1..-------------

Gross Profit I 

Sales 
Accounts 

Cost or Sales 
Accounts 

~anoel !:ielp Qelete CID!I' 

You are first prompted for a Sequence Number. Each sequence number refers to a different screen and 
each screen will produce a different Cost of Sales Schedule. In this examp e, you want four different Cost 
of Sales Schedules so you will use four different sequence numbers. You could use the number's 1,2,3 
and 4 but to be on the safe side, you should probably use the number's 1,5,10 and 20. That way if you 
decide to add a new product some day that logically fits between Product A and Product B, you could 
easily do so by giving it a sequence number between the number 1 and 5, such as 3. The screen shown 
below shows the completed Cost of Sales Schedule for Product A: 

.:w Cost of Sal~s Schedule Setup G]f)J~] 

Seguence: r ~ Div isor: IProdlla A 

...---Printing Optiono ----I 

r::: Start on New Page 
(] Print Sales Heading 

OPrint~crsalesHead~. "g ,o Con$Ohdat.. Sales Aa:15 o Consolidate CIS Aa:15 

.-----------He8dlngs--::-----,~-------i 

Sales: 

C05t of Sales: 

Glross Profit: 

Qt ~noel I__l:!elP_~ Qelet.. I__C_I~_....r 

Stat"" New 

~:- Ib I 
I Cost of Sal... 

I 
Accounts 

i 410 I 510 I 
.-. 

I 

I 5111 I 

If headings are desired, they may be entered for Sales, Cost of Sales and Gross Profit in the Headings 
Section. Once Product A is completed and accepted (clicking the OK button) you would do the same 
thing for Products Band C using sequence numbers 5 and 10. The final step would be to enter the Total 
ABC screen using sequence 20. 
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The screen for the Total ABC Cost of Sales Schedule follows: 

.:t Cost of Sales Schedule Si>tup 1_ II LlliXl 
Di"isar IT ota.L ABC 

~---Prinling Opti<m3 

["' Start.Dn New Page 

C PtinlSa!H ~ading
CPri.nt Cost of Sales ~edjng 
C 'CQMOHdate Salti AQCIs 

C ComoIidate CIS Acds 

.-- - ---- '--- - - HeBiding5.-- --- -----

Sate.;: I 
Qmcl~: l~----------------------------

GIIOS5 f'mfi1: 1 

Qelele 

Report Group 

-- 1 

· 

StalU!i: 

Sales 
Accounts 

410 

420 

Cast of Sales 

Aax"'!lu 

510 _ .._._....... 
5 11 

530 

This option allows a group of reports to be processed and printed at one time. This option 
is discussed in Chapter 3, "The Practice Set, "beginning on page 3-43. 

Footnotes 

This option is used to setup footnotes. You have the choice of entering footnotes that will 
be used only with the current active client's database (Notes - Active Client) or footnotes 
that can be used with any client on the system (Notes - Global). When this option is 
selected, the following screen will display: 

:; Footnotes File Maintenance - Active Client 1:-1iQ"ILRI 
status:footnote Number: II" kist I 

De5ciption: Ir--------------------

9mceJ !;!elp Qelete CJ~ 
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To enter a new footnote key in a number in the Footnote Number field and press Enter. If there is 
already a footnote in the system that corresponds to that number, the existing footnote will be 
displayed to allow you to change it. 

The focus will move to the Description field, where you enter a description to serve as a reminder 
of what the footnote contains when making selections for the Footnote Report (Reports, Financial 
Reporting and Footnotes). The large box in the middle of the screen is where the actual footnote 
is entered. New lines, blank lines, indentations, and other formatting are all preserved . Clicking 
on the List button will display a list of the footnotes that have already been entered. 

Divisor 

This option allows the setup of divisors which allow different accounts to be used as the 100% total 
for purposes of calculating percentages on income statements and income statement schedules. 
This option is discussed in conjunction with the Cost of Sales Schedule, which was discussed 
earlier in this section, beginning on page 5-28. Divisors are discuss d in detail on pages 5-28 
through 5-30 of this Cost of Sales section . 

Accounting Basis 

This option allows the setup of the two different accounting basis fo r each client. When the 
Accounting Basis option is chosen, the following screen will display: 

~ Accounting Basis IAilint(%'Ince ~J[Qlrxl 

Accounting Basis Names 

Defau" Name: 

Altemate Name: IAlternate Accounting Basis 

- Alternate Bases of Accounting--' 


r Use basis description as the last line of the statement title? 
I 
I, Basis Description ~ting J~ 


IDefauit Accounting Basis I I 

Exduded Joomals 


!Alternate Accounting Basis I-I III~ II 


Qk ~ancel t!elp Clo~e 

This screen allows you to enter more descriptive names for the two accounting basis other then 
Default and Alternate. The Adjusting Journals fields provide for the entry of journal codes that will 
only affect the Working Trial Balance. In other words, for a transactIOn to show on the working trial 
balance, it must have an adjusting journal code that is shown on thi screen. The Excluded 
Journals fields are used to enter journal codes that will be excluded on every document produced 
for the alternate accounting basis. Here is an example of designating excluded journal codes for 
multiple accounting basis reporting: 
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Suppose you wished to maintain both a cash and an accrual basis for this client and 
wanted to be able to print financials for either basis as desired. To do this you would first 
decide which basis would include all the entered transactions. In this case, the accrual 
basis would include all entered transactions. Therefore you would setup the accrual basis 
as the default accounting basis and the cash basis as the alternate accounting basis. 

In a normal accounting period you would process this situation by first entering all the cash 
basis transactions. Now you would run a Transaction Preparation for the cash basis 
transactions. Then run a Trial Balance and verify that your cash basis entries are correct. 
Now choose the accrual basis, and then enter the "ACR" journal entries to complete the 
entries needed for the accrual basis . Now run a transaction preparation and verify the 
correctness of the accrual entries. At this point both accounting basis are ready to produce 
statements - choose the desired accounting basis from the report menu, and print the 
statements. 

The important point to note is that since the accrual accounting basis includes ALL of the 
transactions, it is the name of the default accounting basis. The cash accounting basis 
excludes the ACR journal. Therefore, the cash basis must be the alternate accounting 
basis with excluded journal ACR, as setup on the screen below: 

:s Accounting Basis Maintenance G](QJ(R1 

Accounting Basis Names :

Default Name: IAccrual Accounting Basis 
c;r 

Alternate Narne: ICash Accounting Basis 

I :' 
Alternate Bases of Accounting 

r Use basis description as the last line of the statement title? 

Basis Description Adjusting Journals 

~ccrual Accounting Basis i -I 
Excluded Journals 

\Cash Accounting Basis i -I JACRi"111111 
~r ' 

I8 ~ancel 1 __ti_e_IP_ ....... Clo~e I, 

Note: The journal codes must be valid codes that have already been entered into the 
system (Setup, System and Journal Codes). 
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Cost Center (Optional) 


This option is used to setup cost center processing and is discussed in Chapter 11, 'Cost 
Center Accounting. " 

Automatic Inventory (Optional) 

This option is used to setup automatic inventory on the syst m and is used if you want to 
present cost of sales accounts with beginning and ending inventories. It also allows the 
actual beginning and ending inventory to be presented on the financials each month, 
instead of a less meaningful inventory adjustment balance. The system will perform the 
tedious inventory accounting calculations for you . This calculation is appropriate when a 
fixed percentage of sales relate directly to the amount of product sold and there is little or 
no variation in sales prices or inventory costs. Before beginning, the user should be 
familiar with the most significant automatic inventory rules which follow: 

1) The only manually entered inventory account bala ces are the initial balances for 
the three inventory accounts (Beginning, Ending and Balance Sheet). 

2) In the future all additional entries to the inventory accounts will be automatically 
calculated and made by the system. 

3) You must not make any other manual entries to the inventory accounts for any 
reason, otherwise the automatic inventory calculations will not be correct. 

4) You should enter the initial balances as explained below if you are starting 
automatic inventory at the beginning of the setup of a client. (Initial balances are 
always entered on the day immediately preceding th beginning of the fiscal year, 
i.e., 12/31/05 for a 01/01/06 to 12/31/06 fiscal year.) 

a) Balance Sheet: This is a normal balance heet account. Enter a debit 
for the inventory amount. 

b) Beginning Inventory: Enter a debit for the inventory amount as of the 
beginning of the fiscal year. 

c) Ending Inventory: Enter a credit in the same amount as the balance 
sheet inventory amount. 

5) If you already have an existing client, and you want to convert to Automatic 
Inventory, then the rules are a little different. Call up the "Change In Inventory" 
account. Change the description to Ending Inventory. You may also need to 
change the account number to position it at after the Purchases and Freight 
accounts. Therefore, the Ending Inventory account will already have the GL 
transactions that adjust inventory. Add a Beginning Inventory account. Now key in 
the Automatic Inventory record. Then go to Setup/Company, choose the option tab, 
and mark the checkbox that indicates that you are u ing Auto Inventory. Now, 
choose a reporting period. The opening balances for the fiscal year will be adjusted 
so that the Beginning and Ending Inventory accounts start out with the same 
balance as the balance sheet inventory. You are now ready to use Automatic 
Inventory and produce statements. 
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Automatic Inventory Setu p Process 


The following section will step you through the process of setting up Automatic Inventory. 
Click on the Setup pull-down menu then Company. Now select the Options Tab, and check 
the box Using Automatic Inventory. At this point you screen should look similar to the 
screen shown below. After you verify this you can click OK to accept this screen . 

.------------Equity Account InftxmatiOl\------....:;,.;-- - - --1 

f\"ofrt Aalount: 132(1 Betained EamingsAccount: 1315 

Print Additional Gi l Desaipion lines On: 

C ~I ledger Transaction Listi~ 
n Current IPaiod Gene-al ledger 

D' Year-To-Date General ledga-

D' WOfting Trial Balance 

o Joumals 

r Auto Cents On 

~r~i·;:;g·A~i·;;;;;~t;y] 
[rUsi~ Corporate TaxCalculation n Using Cost Centers/Oepartmelll5 

D Exdude AR1 and AR2 on YTD GIL 

D' Double Space Trial Balance 

DUsing Oiviscn 

o Manually 5aYe PDF fi Ie (Disables Auto PDF location) 

~cel Jjelp CI~ 

Now click on the Setup pull-down menu then Automatic Inventory and an Automatic 
Inventory Setup Screen will display. This screen allows the setup for a large number of 
different inventory account situations. Suppose you had the following accounts that related 
to inventory for a certain company: 

Acct No. Description 

150 

410 

450 

455 

460 

465 

Balance Sheet Inventory 

Sales (This is the only sales 
account.) 

Beginning Inventory 

Purchases 

Freight 

Ending Inventory 

Table 5-3: Possible Inventory-related accounts. 
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Further suppose that the cost of sales for this inventory was normally 40% and a physical inventory 
is taken in June and December of each year and the figures need to be adjusted to actual at those 
times. Here is how you would fill in an Automatic Inventory Setup Screen for the above example: 

,:Ii Autom<1tlc Inventor v Setup 1-1 iL5"1ixi 

~egtllning Inv: 1450 ~ List ilv Rea 

Ending Inventory: 1"""14&-5--~ 

i' Sales 
Cost Center: Ir Account: 

Method: IAcc""nt Rangei r COlI Center: 

Cost or SaJes Percentage: _I Ii" AI Accounts 

Qk r,ancel Qelete Cqe 

As to the All Accounts radio button being enabled, this will work since there is only one account. 
You could also have selected the Account choice under Sales and entered account number 410 in 
the resulting prompt. Account Range is selected as the method which means that cost of sales will 
be used based on the accounts you have selected and no physical nventory calculation will be 
considered. 

Each month from January thru May, the system would calculate the correct ending inventory based 
on sales, purchases, and freight transactions and the income statement will reflect this amount. 
When June arrives, the user would again have to access Setup, Au omatic Inventory and 
Automatic Inventory Setup. Everything would remain the same, except the method on the screen 
above would be changed to physical inventory. This will result in a new pop up window being 
displayed, prompting you for the Physical Inventory Amount. The screen should look similar to the 
one shown below. We have entered $63,432.50 into the Physical Inventory Amount field for this 
example . 

.:. Automotic Inventory Setup I. I rol ~1 

ileginnllg Inv: 1450 ~ 
,-_List_ InV_R_eCS_-",1 I Slatus: ~w 

ElIIhlg Inventory: '-1 465--~ 

_ ____________________ ~I; r-I PI1I :63,~~1n5v;tOry Amount --IBalance Sheet Inv: /150 ~ . ' ~..... ~ . 

Sales- .. ··-·-- - l 
CostCenter: I ~ ~ 
MelhDd / Physical Inventory LISt ~ 

Cost 01 Sales Percentage' 140 DO 

r. Account: 

r Cost Center: 

r All Accounts 

Qk Qelele C~ 

When the income statement is printed for June, the ending nventory amount will be 
$63,432.50 and the cost of sales percentage will be calcula ed based on that amount. In 
July the user would again access the Automatic Inventory Setup Screen and change the 
method back to Account Range. This will result in the inventory statement again reflecting 
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a 40% cost of sales percentage. August through November would automatically calculate 
in the same manner as in the previous automatic months. In December the user would 
again access the Automatic Inventory Setup Screen and change the method back to 
Physical Inventory and enter the actual physical inventory amount. This will result in the 
December income statement reflecting an ending inventory that equals the physical 
inventory amount and the cost of sales percentage being calculated based on the actual 
percentage. 

Note: Whenever "physical inventory" is the designated method , a pop-up window will 
display asking you to enter a physical inventory balance. You must enter this physical 
inventory before the transaction preparation can be completed. 

Great flexibility can be achieved with this option. You can have multiple sales, beginning 
and ending inventory or costs of goods sold accounts. They can be grouped together by 
type of account or separated to provide separate cost of goods sold percentages. Suppose 
the following accounts were in the Chart of Accounts that related to inventory: 

Acct No. Description 

150 Department A - Inventory 

155 Department B - Inventory 

160 Department C - Inventory 

410 Sales Department A 

411 Sales Department B 

412 Sales Department C 

511 Beginning Inventory Department A 

512 Purchases Department A 

513 Ending Inventory Department A 

521 Beginning Inventory Department B 

522 Purchases Department B 

523 Ending I'nventory Department B 

531 Beginning Inventory Department C 

532 Purchases Department C 

533 Ending Inventory Department C 

Table 5-4 : Inventory-related accounts in a chart of accounts. 
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To setup Automatic Inventory for this example we would need to fill in the Automatic 
Inventory Screen three times, once for each department. The first screen would be filled 
in as follows: 

:'i Automahr InvE'ntory Setup I. 1 [Q:lrxl 

lIeginning t,w: 1511 

Ending Inventory: 1513 

~~-------------------. 

r. Account: 

r Cost Center. 

r AI Accounts 

~ancet l:Ietp 

Cos! Center: 

Metllod: IACCOIJnt Range 

The two additional screens would be set up in a like manner, The three set of inventory 
accounts are shown in the table below. 

! 

Beginning 
Inventory 

Ending 
Inventory 

Bal Sheet 
Inventory 

Sales 
Acct. 

Method 

, 

I 

Cost 
of 
Sales 
% 

511 

521 

532 

513 

523 

533 

150 

155 

160 

410 

411 

412 

Acet 
Range 

Acet 
Range 

Acet 
Range 

45 

35 

1 

25 

Table 5-5: This table lists a set of Inventory accounts. 

There are other situations that commonly occur in automatid inventory calculations. 
Accounts may be selected by cost center by enabling the Cost Center radio button. This 
allows Automatic Inventory to work efficiently for cost centers , calculations will be 
accomplished by center even if the accounts are grouped together by like accounts (such 
as beginning inventory product A 510.10, beginning inventory product B 510.11 and 
beginning inventory product C 510.12). The following field descriptions indicate how each 
field may be used both normally and for special flexibility. 

Beginning Inventory: Enter the beginning inventory account. 

Ending Inventory: Enter the ending inventory account. 

Balance Sheet Inventory: Enter the balance sheet inventory account 
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Sales: Choose one of the following options: 

Account: If enabled an account number prompt will appear. The account entered 
will be used to determine the product sales. 

Cost Center: If enabled the sales accounts that are also in the center indicated will 
be used for to determine the product sales. 

All Accounts: If enabled all sales accounts will be used to determine the product 
sales. 

Method: Choose one of the following options: 

Account Range: If selected, the sales accounts used for the calculation will be 
determined by your other answers. Depending on how you an!)wered the sales 
account question, the individual account number you selected, all sales accounts 
with the cost center you selected, or all sales accounts will be used. 

Physical Inventory: If selected, each automatic inventory setup screen may have a 
physical inventory amount which allows cyclical inventories to be calculated. For 
example, if there were twelve different products and associated inventories, a 
different physical inventory could be taken each month and the other products could 
be calculated based on an entered cost of sales percentage based on previous 
history. 

Cost of Sales Percentage: Enter the percent of sales to be used for the calculation. 

Corporate Tax Table (Optional) 

This option is used to setup the Corporate Tax Tables, which allows the system to 
automatically calculate and make accounting entries for corporate taxes each period. 
When this option is selected, the following screen will display: 

:"'" Corporate Tax Tables ~I[QJCRI 

IYPe: 

Cany Forward Amount I 
'-1C-~-Fed-.a-I --;;:~ons----·-D-Lo-ca-,--' 

Debit Account: 

Qedlt Aax>unt: 

r Post Who1eDo11aB 

Qt ~ncel 

1......-_--11 -=:J 
'---_--II ~ 

~Ip 

Qelele Cl()!e 

,-------TaxT'ab�e ---::-----..., 

~Limit Peroentag.e 

1 I 
2 1 .- - ---
3 I 
4 1...-----
5 I 
8 1""1-----
7 I 
8 1...-----
9 I 
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If this option is completely filled in for any taxing entity and if the user indicates that corporate tax 
calculation should be made using the Setup pull-down menu then Company and the Options Tab, 
then the appropriate taxes will be automatically accrued and entries made to the debit and credit 
accounts that have been entered . The corporate taxes should be filled in based on the current taxes 
that apply. Any carry forward amounts should be entered. The corporate tax table must be changed 
by the user if the government changes the rates. The corporate tax rates for 2005 are shown as an 
example of how to fill in the table. 

!"'" Corporate Tax Tdble~ ~1[QltRl 
IYpe IF_al ..:J Tax able 

Cany Forward Amount: 10 ,00 
Upper Limit f"ercentage 

exemptiOns 

I 

1 151) ,000 .0 0 115,00000 

I O F~ 
..., 

o Stale o LOOllI 
2 175,000,00 J 1 25.00000 

3 10,00Q,000 .Oll 3,4 ,00000 

Debit Account : lelo I ~ 
, .. 99,999,999,999.00 ,:,1 35,00000 

et.dil AOOOLlnt: 1= I ~ 
5 II O,OOOllO 

i. 

I 

6 0,00 ,l 0 ,00000 

7 0 ,00 
l 

O,OOOO(Jr Post WholeOolian 
8 0 ,00 O,(JOOOO 

I I I -!. 
Qt ~noat tte1p 9 0 ,00 0 ,00000 

I I I 
Qelete Clo!e 

, ~ 

An important feature to understand is the use of the Exemptions check boxes. Here 
is a common example: 

Federal Tax Rate: 15% 

State Tax Rate: 5% 

Income Before Taxes: $10,000.00 


Without exemptions, the taxes would be $500 for the state, and $1,500 for the 
Federal. However, income before taxes is reduced by the amount of the state tax for 
the purposes of the federal calculation. 

Federal Tax Rate: 15% 

State Tax Rate: 5% 

Income Before Taxes (State): $10,000.00 

Income Before Taxes (Fed): $ 9,500.00 


The state tax remains $500, but the federal tax is reduced to $1,425. To achieve this 
effect, on the Federal Tax screen, mark the State checkbox under Exemptions. 

Note: The calculation needs one record (State, Federal, or Other) which has no 
exemptions in order to have a place to start. Here is an example of one potential 
problem: 

Federal Tax Screen Federal X State Local 
State Tax Screen X Federal State Local 

In this case, the state tax cannot be calculated until the federal tax is known, and the 
federal tax cannot be calculated until the state tax is known. 
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Automatic General Ledger Transactions (Optional) 


This feature greatly facilitates the repetitive entry of transactions for vendors. Information 
that is always or almost always the same for certain vendors is coded with a Vendor 
Lookup Abbreviation. This lookup abbreviation is then used to access the repetitive 
information during transaction entry. This feature will significantly reduce the need to code 
checks on a monthly basis. The Vendor Lookup Abbreviation is entered in the Account 
Number Field on the General Ledger Transaction Entry Screen and the repetitive 
information for that vendor is then inserted into the appropriate transaction entry fields. To 
setup an automatic general ledger transaction, access the Setup pull-down menu then 
Automatic General Ledger Transaction. The following screen will display: 

:; Automatic Transaction Entry Setup 1~IIQI I:8:1 

~endcr loot Up: 1 ~ Status: I 
Vendor lD<* Up o..c: 1..------------------

,--------------OeraultVar.----------:--------r! . 

Account MII~ I ~ I 
' .....-dion Oeoaip\ion : '-1-----------:--~ 

Transaction Amount: I 
Refen!noe: r-I---

CLOOf Postion: IAccount ::oJ 
Next Automatic Tra.-dion Key I ~ 

109910: I ~ 

1.099~: I 

~I Jjelp Qelele Cl1)!8 

This screen allows the user to setup the information that will be the same or almost always 
the same for any vendor and also assigns a Vendor Lookup Abbreviation code to that 
vendor. The cursor will be in the Vendor Look Up Field. You can enter up to a six digit 
alphanumeric Vender Lookup Abbreviation, this abbreviation will distinguish this vendor 
from the other vendors. The first character must be non-numeric, otherwise the system 
cannot distinguish between a Vendor Lookup Abbreviation and an invalid account number. 
A typical abbreviation might be VER for the "Verizon" or FPL for "Florida Power and Light". 
If you want to use the ten key pad for entry, you may preface your numeric codes with an 

asterisk (*). This allows you use *1 for GTE and *2 for FPL etc. The List button to the 
immediate right of the Vendor Look Up Field will list the existing Vendor Lookup 
Abbreviations. When you have entered the Vendor Lookup Abbreviation, press Enter to 
proceed to the Vendor Lookup Description Field. The vendor lookup description is the 
vendor name that you want to print on the vendor report, not the default description (payee) 
that you want to put on each check. (That entry is the transaction description and will be 
entered shortly.) Once you have entered the vendor lookup description press Enter to 
accept the description. 

Note: Vendor Lookup Abbreviation can be one character or as many as six. With the only 
restriction being that the first character must be non-numeric. 
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The Default Values are the actual items that will repeat on the transaction entry screen 
each time the corresponding Vendor Lookup Abbreviation is entered. The first field is the 
Account Number Field. This is the main account number for the vendor. The List button to 
the right of the account number field allows you to view or list the account numbers 
currently found in the chart of accounts for the active client. 

The next field is the Transaction Description Field. This is the description that will repeat 
on the transaction entry screen each time the corresponding Vendor Lookup Abbreviation 
is entered. Key in this description and press Enter. 

The next field is the Transaction Amount Field . This field should be left as 0.00 unless the 
vendor generally receives a fixed amount on each vendor check. The next field is the 
Reference Number Field. This field should typically be left blank unless there is a certain 
reference number that is used for this transaction each mon h. The next field is the Cursor 
Position Field. Using the Drop List to the right of the Cursor Position Field, select the field 
you would like the cursor to move to after entering the Vendor Lookup Abbreviation. 
Typically you would select the amount field . 

The next field , Next Automatic Transaction Key, can be esp cially helpful to the user in 
certain situations. One situation is where a client has the same vendors each month, this is 
typical for certain types of clients such as property managers. The Next Automatic 
Transaction Key allows the user to link all of these vendors together. The user would enter 
the next Vendor Lookup Abbreviation to be accessed after the current one has been 
entered and completed. This eliminates the need to manually key in Vendor Lookup 
Abbreviation after Vendor Lookup Abbreviation. This is a tremendous time saver on certain 
clients. 

The next field is the 1099 ID Field. This is the Employee ID setup under EmployeeNendor 
File l\IIaintenance for this vendor and their 1099 information. It is accessed using the 
EmployeeNendor File Maintenance Icon shown to the left. If you want to save information 
for 1099's, then you must indicate what 1099 this vendor wil receive. You may also 
indicate that this vendor will not receive a 1099. Transactions entered for vendors that are 
designated to receive 1099's will show on the payroll summary in the 1099 section. 

SETUP PULL-DOWN MENU 5-43 




System (Required) 

When this option is selected, the following sub-menu will display: 

Date 

Account 


Company 


Payroll 


Reporting 


Cost Center (Department) 


Automatic Inventory 


Corporate Tax Table 


Automatic General Ledger Transaction 


System ~ Default Data Directory 

Journal Codes 

Calendar Years 

Multi -Company Consolidation 

Default PDF Directory 

The sub-options are listed below with a page reference or are discussed in this section. 

Default Data Directory 

When this sub-option is selected, the following screen will display: 

:'it ~vst"lTl Setup 1-11 LlII'XIrFOo 
.... "......""' '''' 1"'''''-'--C:\ .~I IIIi! Oef_ 0... DftcIary cwu Create Folder ", . 

't a Default Data Directory cee I , a Dtiml ~.l.acterF_ I: 
~.; 

1 

0 
- - '- 

"; 

1 J
le e: .:J r U_ Floppy Or'ive 

~ Use DelNl on.:tory CWlI (Xi UK _ "",,,,,,eao Iii ....  - , ........ 
\Iii Auto Load Last Cienl Iii' Backup Client When Activ1IUId !, ! 

Copy'Table(5) from DefaU~ Data Dlredory 
i,e, Copy Sys1em T1ble(5) rrom Fie SerYe! lO Wtl.rk _ 

I ,ir TaxTables r statement Layouts -
r Joomlll Codes r Check And Tax Form PosOms rI r W2 Tax Fonn I'osiIions I t~~ I ~ancel I l!~ CIo!e ICgJJy 

lh 

This option allows the user to set a default drive and folder that designates where the 
clients' data will be kept. Set the drive and folder as desired, but remember that the default 
drive and folder must be accessible by the system whenever you enter the Client Write Up 
System. 
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Journal Codes 

When this sub-option is selected, the following screen will display: 

~ Journal Code File Maintenance GJ L1ltxl 

o Client Specific Journal Codes 

Journal Code: r- I i"t I Stat s: 
II ~ 

Journal Name: ,..----------------~-----I 

Ok Cancel tlelp Delete . C~_-..I11 

_-----.j 

There are a number of standard journal codes that come wit the system. This option 
prevents invalid journal codes from being accidentally entered. When you click on the List 
button, a Journal Code List window will display. This window lists the previously entered 
journal codes. If a journal code is not present under the Journal Code List, it will not be 
accepted by the system. If you wish to use a journal code t at is not in the system, enter it 
using this option along with a name and click the OK button 0 accept it. 

Calendar Years 

When this sub-option is selected, the following screen will display: 

Yea~ I _ 

f. I.C.A. .Medicare --Emp- Io-yee- 'A,--E-mp- Ioyer- 'A,---M-...-imu-m-amo- u-nt---'I 
F.I.C.A. : 16.2aoo j6.2000 loo,aoo.oo 

Medicare: Ir-,.-:74500:-:-- j '4500 1 .00 

CooIbned: I1.6500 J1.6500 

Percentage 

Federa' UnemplDymenl: 10.8000 

Maxmsm amount 

11,000.00 

QK 

~ 

~ 

li~ 

elMe ] 

All calendar years that are being processed on the system must have their tax rates and 
maximums entered into the system using this screen. Starting each year, the new rates 
should be entered for that year using this option and accepted by clicking the OK button. 
If you get a message, "Calendar Year Does Not Exist," it me'ans that you are trying to 
access a reporting period in a new year that is not yet setup with this option. Every new 
year (Le. when going from 2006 to 2007) has to be setup wi h this option . The reason for 
this is that the limits and the tax rates change and they have to be updated each year. 
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Multi-Company Consolidation 

The purpose of this option is to allow multiple companies to be regarded as a single 
company for the purposes of producing consolidated financial reports. It can also be used 
to consolidate the payroll information of companies being processed separately on the 
system, yet need to be combined into a single entity for the purpose of producing 
consolidated payroll reports. 

Note: Employee's with identical numbers for the different companies will be changed to a 
new number in the consolidated client number. The determination as to the employee 
identity is based on the social security number. 

Multi-Company Consolidation for Financial Reporting 

These are the steps and the rules for accomplishing a consolidation into a single company 
without consolidating the payroll: 

1) Identify the companies you want to consolidate into one company. Check each of these 
companies and insure that they have the same: 

A) Fiscal Year End Oate 
8) Current Reporting Period 
C) Profit and Loss Account Number 
D) Retained Earnings Account Number 

Also make sure that each of these companies is completely in balance using the Oebit
credit Check Icon. 

2) Create an entirely new company using the following steps: 

a) Create it using the Create New Client Icon. 

b) Enter the fiscal year end date and current reporting period to match the 
companies that will be consolidated. 

c) Name it appropriately. 

d) Enter the Profit and Loss and the Retained Earnings Accounts. Match them to 
the accounts used by the companies to be consolidated. 

3) Insure that the new comoanv that was created is the active client. Using any other 
company to consolidate will destroy the integrity of that company's data. (For example, 
suppose you need to consolidate six related companies into one. You cannot do this by 
consolidating five of those companies into a sixth existing company because it would 
destroy the data of the sixth company. Instead you have to create a seventh company just 
for consolidating the other six companies.) 
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4) Go to Setup, System, and Multi-Company Consolidation with the specially created Multi
Company Consolidation company activated and select the Multi-Company Consolidation option. 
The following screen will display: 

Ii Multi -Company Consolidation [;:][Q:IrE1 
r Consolidate Payroll Files 

List of Clients to Consolidate 

iJ 1 Remove 

I~I_Q_K___11,""-!:1e __1p ___I 1 

Add Client 

Client view I 

@ List Qermitted clients only I 
o List gil clients J 

C~e I ...1 _ _ R_un_con__so_Iilf_Bt_lIn__.. 

5) Click on the down arrow in the top right-hand side field to display the companies that are 
currently active in the system. 

6) Select a company that needs to be consolidated and highlight it. The first company selected 
will provide the Charts of Account descriptions for the consolidated company. Click the Add Client 
button to include it. 

7) Select the next company that needs to be consolidated in the same manner. Continue 
selecting companies that should be included in the consolidation. 

8) Once you are done selecting companies. Press the down arrow at the end of the List of Clients 
to Consolidate field . A screen similar to the one shown below will d splay: 

ra MUlti -Company Consolidation G](QI(8J 
r Consolidate Payroll Files 

11 01 Joe's General Store 

List of Clients 10 Coraolidate 

Add Client 

Cli ..nl v~---~=======' 

ient5 I \ 
~__Q_K_____I .1 ~______ CI~ I 1 Run ~____ti____ IP ~__________~ ~_________ __ MO'~_·o_n______~' 
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Check the list to insure that you have included all the companies you want to consolidate. 
Be certain that there are no duplicate companies. If there are duplicates, remove them. If all 
the companies to consolidate are not listed, add them. Once you are sure you have all the 
companies you want to consolidate, click the OK button to return to the Home Screen. 

9) Return to the Multi-Company Consolidation option (Setup pull-down menu then System 
and Multi-Company Consolidation). Click the Run Consolidation button. The consolidation 
will take place and you will be returned to the Home Screen. 

10) Click on the Current Reporting Period Icon. Select the Current Reporting Period and 
click OK. This must be done even if the current reporting period date is already correct 
because this recalculates the consolidated information and does such things as consolidate 
the initial balances for like accounts. If you do not take this option, the consolidation will 
not be completed. Once this option is completed, produce the consolidated financial 
reports you want. If additional transactions need to be entered at this time, enter them 
using the normal transaction entry options. 

Note: Any additional transactions entered will only appear on the consolidated company 
and not on any of the companies used to produce it. 

11) After you have produced the financials you want, you may delete this consolidated 
company or use it as a starting point whenever you wish to consolidate these companies 
again. This is permissible because consolidation information is completely recalculated 
when you go through this sequence of steps again. 

Multi-Company Consolidation for Payroll Reporting 

Follow steps 1-4 previously explained to accomplish the Multi-Company Consolidation for 
Financial Reporting. Remember, employees having the same employee numbers but 
different companies will have their number changed to a new number in the consolidated 
company. Any employee existing in multiple companies with the same number and SSN 
will have their payroll information combined in the consolidated company. After you have 
accomplished steps 1-4 above, do the following: 

Access the Multi-Company Consolidation with the Setup pull-down menu then System and 
Multi-Consolidation, check the Consolidate Payroll Files box on the upper lefthand side of 
the screen. Follow Steps 5-11 as shown above to complete the Multi-Company 
Consolidation. 

You may now print consolidated payroll reports, W2's, and 1099's as you would for any 
client. After producing the payroll reports needed, you can backup the consolidated 
company, or delete it. You can also save the consolidated company to use for your next 
payroll consolidation since the information is completely recalculated each time the above 
sequence of steps is followed. 
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Default PDF Directory 

When this option is selected the following screen will display: 

,:. PDf file LO(oilOn Setup G][QIi><1 

18c: -.:J c: 3 
Create Global sub Client sub tol er 

OK II OK II 
l§'~; 

location to use 
~ancel Clo~e r. Global r Client Specific 

This option allows the user to set a default drive for all PDF files that are created and also allows 
the setting of a default drive by client for all PDF files that are created for that particular client. 

Note there is also an option that can be set on the Company File Options Tab that allows a manual 
prompt each time a PDF file is created so that the user can enter a destination folder and file for 
that particular PDF. 

Alternate Account Numbering 

This system allows the user to produce financial statements and schedules that are not in account 
number order. This is commonly used to group related balance sheet or income statement 
accounts into single line items when the actual accounts are found throughout the chart rather than 
in a related sequence (and renumbering the account numbers is not a feasible solution). The 
alternate account number description can be used to change the normal description of the 
account. Before using this option for the purpose of reordering the sequence of your financial 
statements, consider using the Renumber option found on the Chart of Accounts Entry Screen. 
This option allows you to renumber any account in the chart and automatically renumbers all 
previous transactions related to that account. If you had three insurance accounts you wanted to 
group, but they were not numbered in sequence in the chart of the ccounts, you could quickly 
renumber them sequentially and consolidate them into a single line item using the standard 
consolidation account feature of the system. 
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The first task is to look at the existing financial reports and determine what account 
balances should be grouped together, where they should be positioned, and what they 
should be named. The next step is to choose alternate numbers for these accounts. Note 
that accounts that need to be repositioned must have alternate account numbers assigned 
to them. For example, suppose you had eight expense accounts numbered as below and 
they appeared on the income statement in that same order. 

Account 
Number Account Description 

610 

615 

620 

625 

630 
I 

635 

640 

645 

Telephone 

Electric &Water 

Yard Maintenance 

Health Insurance 

Rent 

Workman's Compensation 
Insurance 

Office Maintenance 

Renter's Liability Insurance 

I 

i 

I 

I 

i 

I 

Table 5-6: A list of eight expense accounts. 

Suppose you could not renumber the accounts because of some national corporate 
restraints or other reason, yet wanted rent to show by itself and have it followed in order by 
three other consolidated accounts, "Insurance," "Maintenance," and "Telephone and 
Utilities." You could assign alternate account numbers and descriptions to these accounts 
thus allowing you to present them as desired on the income statement (check the Use 
Alternate Account Numbers box on the Print Statement Screen). The system works by 
using the alternate account numbers and description in lieu of the actual numbers and 
descriptions. The chart below shows alternate account numbers and descriptions that 
would produce the desired result. 

Ii 
Existing Account Alternate Account A 

Number Description Number Description 

630 

625 

635 

645 

620 

640 

' 

Rent 

Health Insurance 

Workmen's Compo 
Insur. 

I Renter's Liability 
Insur. 

Yard Maintenance 

Office Maintenance 

605 Not needed 

611 Insurance 

611 Not needed 

611 Not needed 

616 Maintenance 

616 Not needed 
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Existing Account Alternate Account A 

Number Description Number Description 

610 

615 

Telephone 

I Electric & Water 

621 

621 

Telephone & 
Utilities 

Not needed 

Table 5-7: This table shows alternate account numbers and descriptions. 

If you were to set up and actually run this example, the expense accounts would 
show as: 

Account Descriptions Resulting Balances 

Rent 

Insurance 

Maintenance 

Telephone and Utilities 

(Balance would be balance of 630.) 

(Balance would be sum of 
625,635,645.) 

(Balance would be sum of 620 and 
640.) 

(Balance would be sum of 610 and 
615.) 

-Table 5-8: rhls table shows how the expense accounts would be presented. 

There are some important things to remember: 

1) If an account number is already situated where you want the account to show, 
you do not need to assign an alternate account number. 

2) Multiple accounts may be assigned the same alternate account number. They 
will accumulate and display as if they were that single account. 

3) The current account description will be used if you leave the alternate account 
description blank. That is why we didn't need to ent r an alternative description for 
Rent. 

4) You only need to assign one alternate account description per grouping. The 
name of the alternate account group is determined by the first alternate account 
description found. It is not necessary to repeat the a ternate account description for 
each account that should be grouped in the same line item. 
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This feature may be used on any financial statement. To work you must have the alternate 
numbers and descriptions entered and you must specify that you are using alternate 
account numbers when running the statement or schedule. If you do not, the statement will 
revert to the standard system produced statement. To set up alternate account numbers 
and descriptions, access the account number using the Setup pull-down menu then 
Account and Chart of Accounts and select the Miscellaneous Tab. There is a place for an 
alternate account number and an alternate account description . There is a Chart of 
Accounts listing specifically designed to assist you in setting up the alternate account 
number feature. To access the listing by selecting the Reports pull-down menu then File 
Listing and Chart of Accounts or from the Chart of accounts Entry Screen using Print. The 
following options will display: 

~ List Chart of Accounts ~1(Q]rxl 

@[~f.~~~~!.:~::~~:!] i 
o statement Formatting List 

o Suppression List 

o Divisor Ust 

o Miscellaneous List 

o Alternate Account List 

o Tax Interface List 
@View o Print Cr PDF File o Print + PDF File 

o Numeric List for Coding 

o Alphabetic List for Coding 

o Cash Flow List 
r Left Justify Account Descriptions 

o Tax Reverse Sign List 
r Suppress Consolidated accounts (Print Consolidating acc()unts) 

Qk !::!elp Clo~e 

Enable the Alternate Account List option then click the OK button. The resulting listing will 
show you what alternate accounts and descriptions you have setup, it will be in alternate 
account order. This is the same order that they will appear on the financials. If you do 
decide to use alternate account numbers, you should realize that the other method for 
grouping accounts will not be valid and may produce unexpected results. The other 
method of grouping accounts is Consolidated Accounts. You should be very careful about 
combining Consolidated Accounts and alternate accounts on the same statement. 
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Chapter 6 
The Transaction Pull-Down Menu 

When the Transaction pull-down menu is selected. the following screen will display: 

ledger Transactions 

Journal Entries 

Alternate Gl Transaction Entry 

Payroll Transactions 

Split Transactions by Center 

Bank Reconciliation ~ 

Debit-Credit Check 

Check an A.a:ount Balance 

Delete a Group ofTransactions 

Copy Transactions from Floppy 

Repeat Entries 

Modify a group ofTransactions 

Trial Balance Entry 

Transaction Utilities ~ 

Since you will spend most of your time in a client write up sy tem in transaction entry. it 
makes good sense to accomplish your transaction entry as fficiently as possible. To help 
you to do this. we provide a wide variety of special transacti n entry and transaction 
transfer tools. You should be aware of what they are and how they work so that you can 
use the ones that are best suited to particular situations for particular clients. For this 
reason. all of these special transaction entry or transferring t ols are discussed in general 
terms below. That discussion is followed by a general discussion of the various ways that 
transactions may be keyed into the system. Once these general discussions are 
completed. the remainder of this chapter provides an option by option discussion of the 
menu items that are found on the Transaction Pull Down menu that is displayed above. 

Tools for Special Transaction Entry or Transfer: 

Interfacing Tools 

Since interfacing transactions brings transactions into the system without rekeying them. 
you should consider interfacing transactions with any client who has a computerized 
bookkeeping system. The PC Software System has a specific interface for its own 
Computer Checkbook Systems and its other accounting systems. It has also a specific 
interface for QuickBooks Pro. It has a general purpose ASCII interface that will allow 
interfacing with many other systems. If you can use an interf ce program to bring client 
transaction data into the system. you will save a tremendous amount of time. The various 
interfaces that P.C. Software has are listed below with a bri f statement as to where 
further information on these interfaces can be found. 
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Interfacing from PC Software Windows Computer Checkbook
Please refer to the Windows Computer Checkbook Manual for more information 
and step by step instructions. 

Interfacing from PC Software DOS Computer Checkbook - Please 
refer to the Interfacing and Data Conversion Supplement for DOS for more 
information and step by step instructions. 

Interfacing from DOS PC Software GIL, Check Writing Payroll, 
Accounts Payable - Please refer to the Interfacing and Data Conversion 
Supplement for DOS for more information and step by step instructions. 

Interfacing from QuickBooks and the QuickBooks Family - Please 
refer to Chapter 14, of this manual entitled, Quickbooks Interface, for more 
information on this interface. 

Interfacing with Other Systems Using a Standard ASCII File 

If a client is using some other accounting system, besides Computer 
Checkbook or QuickBooks, and that accounting system has the capability 
to create an ASCII file of its transactions, then there is a good possibility 
that transactions can be imported directly into the PC Software Client Write 
Up System. There are two options, one for "general ledger" transactions 
and one for "payroll transactions." They both operate identically, the only 
difference being the field names that can be interfaced. The use of the 
general ledger option is discussed in chapter 4, The File Menu, beginning 
page 4-20. 

Various Transaction Entry Tools 

Repeating Transaction Entry 

This option allows entries that are repeated each month, quarter or even 
annually to be stored in the system for easy entry into the current period . 
This option is discussed in this chapter beginning on page 6-30. 

Automatic Pro-Ration of Cost Center Entries 

This automatic pro-ration of cost center amounts can enhance accuracy 
and save lots of time. This option allows summary transactions for the entity 
as a whole to be entered into the system using the normal General Ledger 
Transaction Entry Screen. It also allows pro-ration percentages by cost 
center to be recorded in a special split transactions entry screen. The 
automatic feature then splits the summary transactions into the correct 
allocations for each cost center and enters those transactions while 
deleting the original summary transactions. This option is discussed in this 
chapter beginning on page 6-25. 
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Automatic Reversing Entries 

This automatic reversing feature allows transactions previously set up in this 
category to reverse themselves each accounting period. It works by indicating the 
transactions to be reversed with the AR1 Journal Code. In the next period, these 
transactions will be reversed by the automatic creation of a series of transactions 
having the AR2 Journal Code. There are no setup options required to activate this 
feature, just use the AR1 journal code for transactions that you wish to 
automatically reverse next period. 

Automatic After-the-fact Payroll Journal Entries 

The system automatically generates the ledger entries from the after-the-fact 
payroll entries. 

Automatic Duplication of Standard Payroll Checks 

The system has a powerful Standard Check feature which allows a paycheck that 
is usually the same from pay period to pay period for an employee to be repeated 
from the previous pay period on payroll transaction entry. This option is discussed 
in Chapter 13, More About Payroll beginning on page 13-31. 

Automatic Duplication of Standard Disbursement Checks 

This system has a powerful Automatic General Ledger Transaction feature which 
allows commonly used vendor information to be rem rnbered and duplicated on 
transactions for that vendor. This option is discussed in chapter 5, The Setup Pull 
Down Menu, beginning on page 5-42. This is also discussed in this chapter on 
page 6-18. 

Automatic Payroll Accrual Entries 

The system automatically generates such entries as ederal and state 
unemployment. If these accruals are desired, the account numbers are entered in 
the payroll setup options entitled Payroll Setup for federal accruals and State for 
state accruals. See Chapter 13, More About Payroll page 13-4 for federal 
unemployment and page 13-6 for state unemployment. 

Automatic Corporate Tax Entries 

The system automatically accrues federal, state and local corporate taxes if 
desired. This option is discussed in chapter 5, The Setup Pull Down Menu, 
beginning on page 5-40. 

Automatic Inventory Entries 

The system can automatically generate entries for inventory based on purchases, 
desired percentages, or physical inventories. This option is discussed in chapter 5, 
The Setup Pull Down Menu, beginning on page 5-35. 
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Methods of Keying Transactions 
The methods used to key transactions into the PC Software Accounting Windows 
System are designed to be straightforward and efficient. They are designed to 
make use of as many automatic and helpful features as possible. 

Ledger Transactions (which includes a link to After-The-Fact Payroll Transaction 
Entry) 

This option is the mainline transaction entry program in the system for operators 
who are average typisits. It is used to enter, change or delete ledger transactions 
in the PC Software Windows Client Write Up System. It has many special features 
that assist you in the entry and balancing of transactions. Ledger transactions are 
considered to be classic debit/credit accounting entries but not after-the-fact payroll 
entries. However, this option is directly linked to the after-the-fact payroll entry 
screen. Therefore the user may go back and forth between entering ledger 
transactions and after-the-fact payroll transactions . This option allows the entry of 
all journals for all accounts, thus disbursements, receipts, and journal entries 
related to any cash or other ledger account may be made from this option. This 
entry program is discussed in this chapter beginning on page 6-6. 

Journal Entry 

This option is designed to enter high volume journal entries where a typical journal 
entry has a number of multiple sub entries. (I.e. 5, 10 or even 100 per reference 
number.) This entry should not be used to enter normal journal entries each month, 
since normal journal entries (i.e. mostly one debit and one credit or two to three 
entries per reference )are much easier to enter in either the Ledger Transaction 
option or in the Alternate GL Transaction option depending on which one you 
normally use. This entry program is discussed in this chapter beginning on page 6
14. 

Alternate General Ledger Transaction Entry 

This option allows ledger and payroll transactions to be entered in high speed 
mode and for that reason is greatly preferred by above average or excellent typists. 
The advantage of this type of entry is that it is a much faster entry method than 
Ledger Transaction Entry for above average and excellent typists. The transactions 
that are entered into the system from this option will end up in exactly the same 
format as if they were entered into the system with the ledger transaction entry 
option described above. This entry program is described in this chapter beginning 
on page 6-16. Note that if you use this option for transaction entry, you still might 
want to use Ledger Transactions to change entries after the initial entry because it 
has better facilities for changing transactions. 

Payroll Transactions 

This option directly accesses the entry of after-the-fact payroll transactions in the 
system. It is the same after-the-fact payroll option that is used in Ledger 
Transactions described above, but this option is more convenient if you are only 
entering or changing after-the-fact payroll transactions during an entry session. 
This entry program is discussed in this chapter beginning on page 6-20. 
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Trial Balance Entry 

This option allows transaction entry from a trial balance and can be used when the 
accountant is given a trial balance as input. It displays an existing trial balance of 
the client and allows the user to override figures. When the user completes their 
entry, the program calculates net change transactions and enters them into the 
system. This is a great method of initial entry for end of year processing or for 
beginning new clients from a midyear trial balance starting point. This option is 
generally also used to enter comparative figures for new clients as it is very 
efficient for that task. This option is further discussed on page 6-34 of this chapter. 
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Detailed Discussion Of Options On ~he 
Transaction Pull Down Menu 

Ledger Transaction Entry 
This option is the mainline transaction entry program in the system for average typists. It 
is used to enter, change or delete ledger transactions in the PC Software Windows Client 
Write Up System. It has many special features that assist you in the entry and balancing of 
transactions. "Ledger" transactions are considered to be classic debiUcredit accounting 
entries but not after-the-fact payroll entries. However, this option is directly linked to the 
after-the-fact payroll entry screen. Therefore the user may go back and forth between 
entering ledger transactions and after-the-fact payroll transactions. This option allows the 
entry of all journals for all accounts, thus disbursements, receipts, and journal entries 
related to any cash or other ledger account may be made from this option. This 
option can be accessed with the Transactions pull-down menu then Ledger Transactions 
or directly by using the Transaction Entry Icon shown at the left. When this option is 
selected, the following screen will display: 

iii General Ledger Transactions ~[Ql~ 
Transaction: I .::~ .h>IA'na1 code: I k ist I Date: 105.131105 ~ Status: I New 

Aa::ount: I List II Amount:I 
Desaiption: I Reference: I Day: 1311~ 

I 
li ~new 

I~ Cunent period ollly I lJpdate 

Vendor 10: r- Li!\ I Vendor N ame: I ,J ~~I! 

II I Debi1s: I0.00 

i 

IRe~-er.;e Prior Entry Qed its:I0.00 Balance:I0.00 
Ii, 

Transactionl Jo~1 IAlXlDuni T Datel Amount IDesaiption IReference I 

QII I 9tn cel I ~Ip I Qelete I Prim I Cfo!e I _oLmUlI noms I paY!oll l ~ 
Create Automatic Balaruli"ll Cash Eniry I j: 

The following pages discuss each field on this screen in detail. 
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Transaction Number 


The Transaction Number is a unique number assigned by the system to each transaction 
that is entered. The system numbers the first transaction number 1, the next, number 2, 
etc., etc. This is done so that each transaction has its own unique number which insures 
that it can be quickly accessed. (Other methods of accessing a transaction such as by 
check number or by some other combination of information ometimes causes problems 
particularly if you want to change the check number or other combination of information.) 
You never have to enter the transaction number on new entries and the cursor will not 
even go to that field . However, if you want to access an old t ransaction and you can not 
find it to click on it, then you may also enter its transaction number in the Transaction 
Number Field. (This process is further discussed when the Add New/Update button is 
discussed beginning on page 6-12) You will notice as you u e the system, that the 
transaction number will be displayed next to the actual trans ction on all report listings. 
Thus if a transaction needs to be changed, you can access the transaction using the 
transaction number off the listing. 

There are some facts that you should know about transaction numbers. When you enter 
the initial balances for a client, these transactions will be numbered beginning with the 
number 1. Initial balances are entered and changed using the Setup pull-down menu then 
Account, and Initial Balances or in some cases, using the Trial Balance Entry feature. This 
is why the transaction number you first see when you enter t e first ledger transaction into 
the system will not be number 1. 

Another important thing to note concerning transaction number is that there are 
occasionally good reasons to renumber transactions. One good reason might be if you 
have been using the system for a number of years and have deleted large numbers of old 
transactions for periods that are no longer applicable and the current transaction numbers 
are so large that they are cumbersome. To renumber transactions use the Utilities pull
down menu then the Renumber Transactions option. Remember that if you do this, you 
cannot use an old listing of transactions, with old transaction numbers, to access 
transactions on the renumbered system. You would have to list the transactions again and 
use the new number to access that transaction. It is easy to find the transactions for the 
period you want because you can list the transactions by date. (Reports pull-down menu, 
then the File Listings option, then the Ledger Transactions option) 

Journal Code 

The Journal Code is a code that can be up to three digits long. Valid journal codes may 
be viewed by clicking on the list box to the right of the Journal Code Entry Field. The 
purpose of the journal code is to segregate transactions by bank account and also by type 
of transaction . For example, many companies have two or more bank accounts. To 
illustrate how journal codes are used in this system, the following table shows the journal 
codes that could be used for a company with two bank accounts: (Note you would typically 
use the same GJ or other journal code for journal code entries.) 
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r, 

Type of Journal 
Bank Account 
Number 1 

Bank Account 
Number 2 

Journal Code for Disbursements 

Journal Code for Receipts 

General Journal Entries 

CD1 

CR1 

GJ 

CD2 

CR2 

GJ 

Table 6·1: Possible Journal codes for a company with two bank accounts 

Thus the first bank account's checks would have a journal code of C01 and its 
deposits would have a journal code of CR1. The second bank account's checks 
would have a journal code of C02 and its deposits a journal code of CR2. 

Using journal codes such as these makes the system work much more efficiently. 
First, journal codes allow the segregation of different bank accounts and 
disbursements from receipts. (This is necessary to make the bank reconciliation 
feature work). Second, when you are looking for transaction entry errors, you can 
run a report by journal code called the journal report that will sort the checks and 
receipts in order by bank account and gives a total for each bank account. This 
makes finding omissions or a keying error much easier than if the transactions 
were not segregated . 

This journal report can be run by accessing the REPORTS pull-down menu then 
FILE LISTINGS, LEDGER TRANSACTIONS, and then choosing the JOURNAL 
REPORT option. This is a very valuable report in this system. 

The client write up system is shipped with many typical journal codes such as C01 , 
C02, etc., already pre-set into the system. However, if you prefer to use some 
other journal codes besides the pre-set ones, you may easily do so. All you have to 
do is enter any other journal codes that you want to use into the system, using the 
SETUP pull-down menu then SYSTEM, and JOURNAL CODES. You should be 
aware that the system will automatically convert any journal code entered to all 
uppercase letters. This cuts down on the confusion that might be caused by similar 
journal codes not being equal, (i.e. CD and cd are not the same to a computer). 
You should also be aware that any journal codes that you enter into the system are 
available to all clients, which means that you don't have to re-enter the same 
journal codes for every client. The Journal Code Entry Screen appears as below: 

~ Journal (ode fil e MaintenancE' 1- IrBllRJ 

o Client Specific Journal Codes 

Journal Code: r- I iet I Status: I II I
I' ~ 

Journal Name: I 
! f, 

Qk ~ncel !::::!.elp Qelete CIo~eI 
I 

"I 1 

r 
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Enter any journal code that you want and click to OK button to accept it. Repeat this 
process until you have all the journal codes that you need. Note that if you were entering 
transactions and noticed that you used the incorrect journal code and this incorrect journal 
code has been repeated into a large number of transactions, you can change the journal 
code quickly for al those transactions. This could be done en masse by accessing the 
Transactions pull-down menu then the Modify a Group of Transactions Option. This 
option lets you select a starting and ending transaction number and a replacement journal 
code and is further discussed on page 6-33. 

Date 

The Date Field is used to indicate the date of the transaction. It will default to the end of 
the current period and if not changed, all transactions for tha period will show with that 
date. If you want to date the transactions with the actual day of the transactions, you 
would not usually change the day on the date field but instead of that you would enter the 
actual day of the transactions in the day field which allows more convenient and faster 
entry of the individual day. 

Account 

The Account Number Field allows you to enter the account number for this particular 
transaction. If you do not know the correct account number 0 use, click List to display the 
valid account numbers for this client. 

An Automatic General Ledger Transaction Key can also be entered in the Account 
Number Field. This key is just the first few letters of the vendor's name. What this does is 
look up the vendor name and the account number for that vendor and place your cursor in 
the amount field. This is a great feature and you should give serious consideration to 
setting up all your disbursement transactions in this way. If you do this, then you will not 
have to enter the vendor's name and you will not have to code the checks for them to their 
general ledger account numbers because that information wi I already be on file in the 
Automatic General Ledger setup. This is done using SETUPI AUTOMATIC GENERAL 
LEDGER TRANSACTION described in chapter 5, The Setup Pull Down Menu beginning 
on page 5-42. (This is also particularly valuable if you also want to keep 1099 records for 
a vendor as you can setup this option to also automatically capture 1099 amounts when 
you enter transactions to 1099 recipients .) 

Another Account Number Field feature deals with cost centers. If you are using multiple 
cost centers and want to automatically pro-rate transactions 0 the centers, enter the 
account number with the suffix of 99 as in 610.99. After you finish entering the 
transactions with the suffix of 99, you can split them as desired. This is done by accessing 
the Transactions pull-down menu then Split Transactions by Center. If you want to split 
accounts more than one way, enter the first batch and then enter the percentages you 
want on this option and split them. Then enter the next batch of transactions into the 
ledger entry screen and then split them with using different percentages. (Pro-rating or 
splitting transactions by center is explained in more detail on page 6-25). 
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Amount 

The Amount Field allows you to enter the amount of the transaction, either as a 
debit or credit. A debit amount is entered with no sign. A credit amount needs to 
have a minus sign either before or after it. 

A special feature (Auto Cents) affects how you enter amounts in this field. If it is 
off, you must enter the amount with a decimal point. If it is on, the system will 
assume two decimal places for any amount entered. This feature can be turned on 
or off by clicking on the Auto Cents Button in the lower right part of the screen. 
Note that by accessing the Setup pull-down menu then Company and the Options2 
Tab, you could set the Auto Cents to on or off and it would stay that way on your 
workstation unless you changed it. 

There is another special feature you can take advantage of frbm the amount field. 
If you have a transaction for the same amount as the previous one except it is 
oppositely signed (i.e., If the previous transaction was a debit and this one will be a 
credit, or vice versa). Click on the Reverse Prior Entry Button after you enter the 
account number (or press Alt-V) and the system will automatitally fill in the exact 
amount of the previous transaction in the amount field, but with the oppose sign. 
This is a good option for two sided journal entries that do not affect cash. (Note 
that the cash entries for disbursements or receipts are usually summarized rather 
that entered entry by entry which would be much slower.) 

Description 

The description is typically the payee of the check or a notation concerning the 
transaction. Because many transactions have multiple distributions going to 
various accounts, there is a special feature incorporated into the system to 
facilitate this type of entry. If you place a period symbol. in the Description Field, 
the description from the previous transaction will duplicate as will the check 
number. This facilitates the rapid entry of multiple distribution checks or other types 
of multiple distribution transactions with the same reference number. This multiple 
distribution feature also provides a running total of the multiple distribution to help 
you make sure the individual distributions add up to the total check. 

There is another special Description Field feature. You can activate it by pressing 
the Journal Notes Button on the bottom line of the screen. This will display a 
screen that allows you to enter virtually unlimited information on any transaction. 
This can be used to detail a transaction involving a fixed asset or the particulars of 
a loan, etc. These extra description lines can be printed or not on various reports 
based on your stated preference. Your preference can be set by accessing the 
Setup pull-down menu and then Company and then selecting the Options Tab. Set 
your preferences by checking where you want this information to print. The check 
boxes are shown below under the heading Print Additional GIL Description Lines 
On: (Note you can change your preferences at any time, for example, you might 
just want to print these entries when you are preparing reports to assist you in 
filling out a client's tax return.) 
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Reference 

This is the Reference Number of the transaction which is usually the check number. The 
system automatically increments the reference number entered by one for each ensuing 
new transaction. Note that you should strongly consider referencing your debit memos 
beginning with DM as in DM1, DM2, DM3 and your credit memos with CM1, CM2, CM3 
etc., because this will keep these entries separate which will help you reconcile. To help 
you do this, the DM1, DM2, DM3, etc references will automatically increment as will the 
CM1 ,CM2,CM3 etc credit memo entries. If you are using the Bank Reconciliation feature, 
it is recommended that you give deposit entries for a particular day a unique reference 
number. (i.e. All checks making up the first deposit for the month would have a reference 
number of 1. The next group of deposited checks would be 2. This way they will total to 
the deposit amount for that day and thus make it easier to reconcile to the monthly bank 
statement. Note: The overall offset to cash should have a re erence number of DEP). 

Day 

As discussed in the Date field description, this field allows you to enter the day of the 
month this transaction took place. If the date field is bypassed and the day is entered here, 
then the system will use this day and the month and year from the date field to date this 
transaction. This facilitates entering transactions with their actual transaction date rather 
than just a month end date. 

Current Period Only 

This checkbox allows the user to implement two features . The first allows the user to 
access and change transactions in a previous period w ithout resetting the Current 
Reporting Period. The second feature is used to recalcu late the automatic debit and 
credit totals that are produced on the screen for each session. You can tell the 
system to total up the whole period (useful if entry was start d previously and then 
interrupted) or to total by journal (which is useful to check out-of-balance conditions by 
bank account and type of transaction). When this checkbox is accessed, the following 
screen displays: 
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-. Select a range of dates to process. G][Qlrx I 

o Select for current period 

Starting dateI61JG112005 

o Recalculate totMs 

[ 

Generate totals based on 

• Current Ses n 

Q SeJf!.ct!!(l Cl I ~ 
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Ending date1 01/3112005 

Add New or Update 

These radio buttons determine whether transactions that are entered are new 
entries or changes to previous entries. If Add New is enabled which is the default 
entry when you enter the Ledger Transaction option, then the transaction number 
is automatically generated and transactions entered are considered new. If update 
is enabled, the user can enter a transaction number that they wish to change. If the 
user clicks on a previously entered transaction that is shown on the bottom portion 
of the entry screen, the transaction will be brought to the top of the screen for the 
purposes of changing it and the update button will be automatically activated. 
When the user finishes changing that transaction, they will have to click on 
the Add New button to again be allowed to again enter new transactions. 
Likewise, if you are adding new transactions, and want to access a previous 
transaction by its transaction number, you have to click on the Update button 
so that you can enter the transaction number to change. 

Vendor 10 (1099 10 on some versions) 

This Vendor 10 is only used for one reason and that is to allow 1099 information to 
be captured on a general ledger screen instead of on a payroll screen. (Both entry 
methods work well or even a combination of both methods works well for the same 
1099 recipient.) If you click on the List button to the right of the Vendor 10, you will 
see a list of valid Vendors ID's. If you want to use this feature, make sure you refer 
to chapter 5, the Setup Pull Down Menu beginning on page 5-35, and set up all 
1099 vendors as Automatic General Ledger Transactions. In this way you will not 
forget to enter their vendor 10 in this field and not capture their information for 1099 
purposes. Long time users of this system or of the P.C. Software DOS Client Write 
Up System may wonder how this option will affect the old way that they have done 
1099's through the After-the-fact Payroll Entry Screen. If a person is entered as a 
1099 individual and gets after-the-fact checks from the payroll entry screen, these 
checks will show on the payroll summary under the 1099 section and the totals will 
be available at the end of the year. If you start using the vendor code on the ledger 
entry screen, an entry will show on the payroll summary from the ledger entry, 
provided that vendor is coded for a 1099. Any entries made in the past or future 
from the payroll screen will also show on the payroll summary. Either type of entry 
will add to the 1099 total. 
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Here are the differences between the two types of entries. Transactions entered using the Payroll 
Entry Screen will be considered payroll entries. They will generate general ledger transactions. 
Entries entered on the Ledger Entry Screen with a Vendor 10 code will not show as payroll 
transactions because they are not payroll transactions. They will no generate ledger entries since 
they are already ledger transactions. But the ledger entries with a Vendor 10 code for vendors 
coded as receiving a 1099 will appear on the payroll summary because they have been 
programmed to do so. All entries entered as vendor entries in the ledger will print on the vendor 
report regardless of whether or not the vendor is coded to receive a 1099. 1099 entries entered 
through payroll entry will not be printed on the vendor report. If you ee an entry on the payroll 
summary report, you can determine its origin by the transaction number. It will have a P for payroll 
or an L for ledger preceding it. The P or L should not be included as part of the transaction 
number when accessing a transaction, they are there to show you where to look for a particular 
transaction. The P-entries must be changed on the A-T-F payroll sc een; L entries must be 
changed on the ledger entry screen. There are two new listings that assist in implementing this 
feature. 

This first listing will only print ledger transactions that have a non-blank vendor code so you may 
check them. This listing is available from Reports, File Listings, and ledger Transactions. 
Choose Vendor Coded only. Any invalid vendor codes will be noted on the report. The second 
listing will be a vendor report. This report is accessed from Reports. File Listings and choosing 
the Vendor option. This report will print transactions that have been coded to vendors grouped by 
vendor. 

Previous Transaction Display 

The most recently entered transactions are displayed at the bottom the ledger entry screen. Use 
the scroll barto the right to of this section to display/access more entries. A special feature of the 
system allows you to access/change any of these transactions by clicking on them in lieu of 
keying in their transaction number in the Transaction Field. The mode is automatically set to 
Update so the transaction can be changed . A very useful and extr mely important feature of 
the system, allows you to click on any of the headings for thes previously displayed 
transactions and the previously displayed transactions will be orted in order of that 
heading. For example, suppose you were looking for a transaction of a certain amount, say $245. 

Instead of scrolling through hundreds of transactions at random , looking for it, you could click on 
the Amount heading and all previously entered transactions for this period would be placed in 
high to low or low to high order (depending on how many times you cl ick on the heading). Now 
you can quickly go to the place on the list where the $245 transaction should be. You can sort by 
any heading by clicking on it. For example, if you click on the heading labeled Account, the 
transactions will be sorted in account number order and you can quickly find transactions to any 
particular account that you want to check or change. If you click on the Description heading, the 
transactions will be placed in alphabetical order by payee. To place transactions in check number 
order, click on the Reference heading. To place transactions back into the order that they were 
originally entered, click on the heading labeled Transaction . The correct use of this feature can 
save you much time and effort. 
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Debit - Credit - Balance Fields 

These fields keep a running total of the debits, credits and balance that have been 
entered since you started this session. As discussed, use the Current Period Only 
Check Box to recalculate these totals to include all transactions in the current 
period or to total them by journal code. This feature also allows recalculation of the 
totals for different situations for example by journal codes or by various date 
ranges. 

Print Button 

This allows you to print or view the ledger transactions. 

Payroll Button 

This button allows you to access the After-the-fact payroll Entry Screen. (The After
the-fact payroll entry screen also contains a button to return you to the General 
Ledger Transaction Entry Screen.) These buttons allow you to switch back and 
forth between the two entry screens as needed. The payroll entry screen is 
discussed in this chapter beginning on page 6-20. 

Journal Entries 
While this is an important option it should not be used for the everyday entry of 
transactions. You should use the General Ledger Transaction Entry Screen for 
everyday transaction entry. This option is most commonly used to enter a 
transaction having multiple entries with the same reference number and all going to 
the same journal. (i.e.: In the old days, this option would be used to enter your 
classic end-of-year adjusting entries, all going to the AJE - Adjustment Journal). It 
could also be used if summary journal entries were provided by the client or 
composed by the accounting firm each accounting period. This option is accessed 
from the Transactions pull-down menu then Journal Entries. When this option is 
selected, the following screen will display: 

Journal II ::.:J Refe"",ce: I 3 Dot.e: I01131105 ~ I 

bist I {)ebb C~ 

Totais; I Differ ence: I 

G Ranoe
SIBrt: I0110112005 ~ End: 101131120Q5 ~ I 

I ~ 9mcel I !1~ 8~ I ~ r Enalale OUt Of Balance Warning 
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Journal 


The Journal Code is selected using the drop down list of available journal codes, 
entered into the system file using the Setup pull-down menu then System, and 
Journal Codes. 

Reference 

The Reference Number you enter will be used for all entries on the screen. If you 
want to change the number you will have to start a whole new journal entry. Note, 
the system allows for an unlimited number of entries per reference number. If the 
screen fills don't worry, the system will just keep bring up blank lines to allow you 
to keep adding entries under this reference number. 

Account 

This is the general ledger account number for this particular transaction. 

Account Description 

This is the account description found in the Chart of Accounts for the account 
number that was just entered. 

Debit-Credit Fields 

Amounts may be entered in either the debit or credit column. 

Description 

This is your description of the transaction. 

Memo 

This is a memo you can enter concerning this transaction. 

Note: Transactions entered from the Journal Entry Screen, have the exact same 
final format as transactions that are entered from the Ledger Transaction Entry 
Screen and can also be accessed from the General Ledger Transaction Entry 
Screen. 
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Alternate GL Transaction Entry 

This option allows ledger and payroll transactions to be entered in high speed 
mode and for that reason is greatly preferred by above average or excellent typists. 
The advantage to this type of entry is that it is a faster entry method than Ledger 
Transaction entry especially for above average or excellent typists. The 
transactions that are entered into the system from this option will end up in exactly 
the same format as if they were entered into the system with the ledger transaction 
entry option. The main field names such as account, amount, reference, 
description, etc. have the same meaning and format as the comparable field 
names that are used in Ledger Transaction Entry and are described on pages 6-5 
to 6-14 of this chapter. Regardless of which program the transactions are entered 
from they are in identical format, they go to the same place, and they can be 
accessed later by either entry program . (By the way many experienced operators 
prefer to enter transactions with this option and change any transactions that need 
changing with the Ledger transactions option since it has better facilities for 
changing transactions than this one.) This option also accesses the same after
the-fact payroll screen as the Ledger Transaction Entry system. Once again, the 
main difference in this entry program is that is designed with for high speed entry. 
In this case, that means that instead of a whole screen being used to input a 
transaction, a single line is used. This screen is also designed to minimize going to 
fields that are not being used. When this option is selected the following screen will 
appear: 

iMl General Ledger Tl(msd(\ion~ 1-11 Ll lix I 
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Notice the Function keys on the top left hand corner of the screen, 

F3' Multiple Distribution 
F4' Payroll 
F6' OK the Transaction 
F9' List Journal Codes or Accounts 
F10' Calculator 
F12' Toggle Auto Vendor Lookup 
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F3- the F3 function key allows you to switch into a multiple distribution mode without using the 
mouse to click on the multiple distribution button. This mode is designed to help you enter checks 
with multiple distributions (line items) into the system. Once the first distribution (or line item) of a 
check is entered normally, pressing this function key will duplicate the same check number, 
journal code, date and description and place the cursor into the account number field. You will 
only have to enter the account and amount of each distribution until you have completed entering 
all the line items. Notice that a subtotal is automatically displayed in the upper portion of the 
screen for any multiple distribution check once the second line item has been entered. To end 
multiple distribution mode, just press the F3 key again. 

F4- the F4 function key allows you to switch back and forth between normal ledger entries and 
payroll entries without using the mouse to click on the payroll and GIL trans buttons. 

F6- the F6 function key allows you to OK either a ledger or a payroll transaction without using the 
mouse or the Alt 0 keys simultaneously. 

F9- the F9 function key allows you to list journal codes or account numbers if you are in the 
journal code or account number field without having to hit the list bu on. 

F10- the F1 0 function key allows you to access the system calculator if you are in the amount field 
and this option will automatically place the result of the calculations In the amount field when you 
press the OK button. 

F12-The F12 function key allows you to access the auto vendor lookup screen. 

Now notice the fields on the top right hand portion of the screen. The JNL CODE field displays 
the current journal code that has been last entered during this session. The BALANCE field on 
this screen provides the net debit-credit balance of transactions that have been entered during the 
current session. The NET PR screen is a field that is not found on t e Ledger Transactions Entry 
screen. It provides a total of the net of all paychecks that have been entered using the after-the
fact payroll screen during this session. Note that the same after-the-fact payroll screen used in the 
Ledger Transaction entry option is accessed with the PAYROLL bu ton found on the lower left 
side of this screen. The HASH TOTALS field is a new field for this screen. It provides a total of all 
the account numbers that have been entered in this session as a cross check that they have been 
entered exactly as same as they are on the source documents. The ACCOUNT DESCRIPTION 
displays on top of this screen. This will reflect the chart of accounts description for whatever line is 
active during the entry of individual transactions. 
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Now look at the bottom of the screen. The headings for the individual transactions contain 
the same fields as the headings in the Ledger Transaction entry but they are in a different 
order and some of them are abbreviated for the purposes of spacing . Transactions are 
entered on the lowest line and entered transactions roll up into the center portion of the 
screen. Previously entered transactions may be accessed and changed by clicking on 
them. There is a QUICK ENTRY button, that you can check. If you check it, the cursor will 
skip directly to the account field and you will only be prompted for ACCOUNT AND 
AMOUNT on each transaction. (Note: you may also use quick entry to be prompted only 
for DESCRIPTION, ACCOUNT AND AMOUNT. To do this you also have to select 
Company Setup, and then options 2 and designate that this is what you want to do on 
quick entry.) If you use either variation of quick entry and if you wish to access another 
field because it has changed, you will have to click on it. There is another button on the 
bottom of this screen. It is the CREATE AUTO GL TRANS button. Thi:s button will create 
an automatic transaction for the description and the account number. This would usually 
be used to memorize a vendor. If you click on this button with an active transaction, a 
window will pop up on the top of the screen that appears as follows: 

io; Automatic Transaction Entry Setup [EJ 

Yenti[)r Look Up: I 

P' Use This Oescriptian 


P' Use This Account 


Vendor D: I kist I 
~ Gincel I !ielp 

You could now enter a vendor look up code, (ie: the first few letters of the vendors name 
and the transaction would be permanently memorized with this vendor look up code). 

Once this has been done, and another check comes up for that vendor, you can just key 
in the same vendor lookup code into the description field and the vendor name will be 
looked up, the account number added if you specified that, and the cursor will be placed 
in the amount field. 

The individual fields on the Alternate GL Transaction Entry screen for each transaction are 
shown below and comments as to their use in this option are given. 

TRAN # - This is the same transaction number as in the Ledger Transaction Entry option 
that is entitled TRANSACTION NUMBER (see page 6-7). Previous Transactions may be 
entered by keying in the Transaction number of the previous Transaction. These 
transaction numbers of previously entered transactions can be viewed or printed on all 
detailed reports that contain transactions. 
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REF - This is same reference number as in the Ledger Transaction Entry option that is entitled 
REFERENCE (see page 6-11). If it is numeric, it will automatically increment by one just like in 
the other system. You can either key in a new reference or you ma use the spin button below it 
to increase or decrease it. If you wish to access it to change it for some reason you have to click 
on it. If you wish to enter a multiple distribution and keep the reference number the same, enter a 
. in the reference field. This will duplicate the previous reference number and begin to accumulate 
a multiple distribution total. This total will pop up on the top of the s reen with caption total for 
reference and have an associated amount. 

JNL - This is the same Journal Code as in the Ledger Transaction Entry option that is entitled 
JOURNAL CODE (see page 6-7). To duplicate the previous journal code, just press the enter 
key. Note that there is a LIST button to check journal codes that are set up in the system or to 
select one from the existing list. 

DATE - This is the same DATE as in the Ledger Transaction Entry option that is entitled DATE 
(see page 6-9). There is no DAY field in this option, but the day may be easily changed with the 
spin button located directly below it. To duplicate the previous DATE, just press the enter key. 

DESCRIPTION - This is the same DESCRIPTION as in the Ledger Transaction Entry option 
that is entitled DESCRIPTION (see page 6-10). To duplicate the previous description, just press 
the enter key. If you wish to use an Automatic Transaction Look up Key to look up a memorized 
vendor, enter the Look Up Key in this field. 

ACCT- This is the same account number as in the Ledger Transaction Entry option that is 
entitled ACCOUNT (see page 6-9). To duplicate the previous account number, just press the 
enter key. 

AMT - This is the same amount field as in the Ledger Transaction Entry option that is entitled 
AMOUNT (see page 6-10). The amount must be entered. If you press the enter key without 
entering a transaction, the amount will be entered as a zero. 

Note that the Journal Notes accesses the same Journal Notes screen that the Ledger 
Transactions Entry option accesses. The function of this screen is described on page 6-10. 
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After-the-fact Payroll Transaction Entry 

This option is used to enter, change or delete after-the-fact payroll transactions in the PC 
Software Windows Client Write Up System. After-the-fact payroll entries can only be 
entered using this option. This option may be directly accessed from the Transactions 
pull-down menu then Payroll Transactions or by clicking on the Transaction Entry Icon 
shown to the left and then clicking the Payroll Button on the lower part of the ledger entry 
screen. (Since ledger and after-the-fact payroll screens are linked). When this option is 
selected, the following screen will display: 

rill Payroll Transactions I-IIQI!><I 
Transaction: II 
~: I 

Ust I ~ Current Check I 
o.te: 101131105 

Employee I D: 

l.t.oooont Amount I 

list Accounts I o Don't Generate GL TTOIRS 

Amount IAoocunt AmcMItI 

Moount I 
10 .00 

J.,5t 

Uemo l 
r Std Check 

Amount I 

Transaction 

The Transaction Number is a unique number assigned by the system to each 
transaction that is entered. The system numbers the first transaction number 1 and 
the next number 2, etc. It does this so that each transaction can be quickly 
accessed by that number. (Other methods of accessing a transaction such as 
check number or some other combination of information sometimes causes 
problems particularly if you want to change the check number or other combination 
of information.) You never have to enter the transaction number on new entries as 
the cursor will not go to that field . However, if you want to access an existing 
transaction, there are a number of ways to do this. The first is by finding its 
transaction number. You may obtain any transaction number by first printing (or 
viewing) the transactions for a particular period as all payroll reports with detailed 
information will have a transaction number for each transaction. Once you have the 
transaction number, you can just key it into the Transaction number field and that 
payroll transaction will be accessed. If you do not already hav~ a specific report as 
a reference and a transaction number that you want to change, you can also 
access payroll transactions by clicking on the List button next to the Transaction 
Number Field. This allows you to view all the checks that have been written in this 
period or if you have large numbers of transactions, you can click on the employee 
button and isolate the transactions for a single employee. 
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Once you see the check you want to access, you can click on it and it will become the active 
check so you can change it. You can print the payroll transactions from the Print button on this 
screen or from the Reports pull-down menu then File Listings, and Payroll Transactions. 
Throughout the system other payroll transactions listings such as the Payroll Summary Report 
also show the transaction numbers of individual transactions. This transaction number for payroll 
is independent of the transaction number in the ledger entry screen. The transaction numbers for 
each set of transactions (ledger and after-the-fact payroll) start with the number one and proceed 
from there. Occasionally, there are good reasons to renumber transactions. One good reason 
might be if you have been using the system for a number of years and have deleted large 
numbers of old transactions for periods that are no longer applicabl and current transaction 
numbers are so large that they are cumbersome to use. To renumb r transactions select the 
Utilities pull-down menu and then select the Renumber Transactions option. Remember, if you do 
this , you could not use an old listing of transactions with old transaction numbers to access 
transactions on the renumbered system. You would have to list the transactions again and use 
the new number to access those transactions. It is always easy to find the transactions for the 
period you want because you can list the transactions by date (Reports pull-down menu then the 
File Listings option then Payroll Transactions). Then you can find any specific transaction that 
needs to be changed by examining the report and getting its transaction number. 

Note: The only way to access previously entered payroll transactions on this screen is by 
Transaction Number or by using the List Button. They cannot be accessed by keying in the 
check number into the check number screen. 

Current 

The Current Check Box tells the system in what period the payroll transactions can be entered or 
changed. If this box is checked, then only after-the-fact payroll tran actions from the current 
period may be entered . If the box is unchecked, then transactions from any previous periods may 
also be accessed and changed. 

Check 

The Check Field is where you enter the check number of a particular payroll transaction. 

Note: The program will automatically increment the check number by one to make the normal 
entries easier. (The program also increments the check number by one when it goes between the 
ledger entry screen and the payroll entry screen.) 

Employee 10 

The system needs to know which employee this transaction is for, and the Employee 10 Field is 
used for this purpose. Remember, the employee should have already been entered in the system 
using the Setup pull-down menu then Payroll, and EmployeeNendor or by clicking on the 
Employee File Maintenance Icon, shown to the left. A list of valid employees may be viewed by 
pressing the List button to the right of the Employee ID field. The list will be either in Employee 10 
number sequence or alphabetic sequence by last name depending on your previous choice. This 
preference is set on the Employee File Maintenance Screen using the List Button next to the 
Employee 10 Field. Note that you can also enter the first letter or the first few letters of the 
employee's first or last name to access an employee. 
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Date 


The date of the check is entered here. You may use the Spin Buttons at the end 
of this field to change the date if you wish. 

Center 

The Employee's Check Itself 
If the employee's company is using the multiple cost center feature and this check 
should be applied to one of those centers not just for the gross pay but for other 
payroll items as well such as federal and FICA withholding, then enter the correct 
center number here. This will change the normal accounts that were set up for this 
employee in their STANDARD CHECK to the accounts specified for that center 
that were previously setup using SETUP pull-down menu then COST CENTER 
DEPARTMENT, then COST CENTER and then the PAYROLL OVERRIDES Tab. 
These accounts will then show on this paycheck. (If the employees check just 
needs to be distributed to the different center's salary account and not to 
other center's accounts for such items as the federal and FICA liability, then 
just leave the center field blank, and change the gross account from its 
normal default on the screen to the correct account for this check.) 

Company Accruals if Set Up 
If you have also setup the client for matching payroll accruals using SETUP/ 
PAYROLU PAYROLL SETUP and the OPTIONS AND TAB STOPS tab , then the 
the Transaction Preparation (which creates the payroll accrual entries) will first look 
for the existence of an account number tied to the specified cost center, before it 
makes the automatic accrual entry. Here is an example: 

Federal Unemployment Accounts in the Chart of Accounts for this client 

Acct Desc Consol. 
227 Fed Unempl. 227.20 
227.10 Fed Unempl. 
227.20 Fed Unempl. 

The Federal Unemployment credit posting account has been entered as 227.10 on 
the PAYROLL SETUP/ OPTIONS AND TAB STOPS Tab. During Transaction 
Preparation, a payroll transaction is found with the cost center of 20 because the 
employees normal cost center has been overridden by the entry of a 20 in Cost 
Center on the payroll transaction. Here is how the system will work. The system 
will first check to see if account 227.20 exists. It does in this case, and therefore, 
the unemployment accrual liability will be posted to that account. If account number 
227.20 had not existed, the unemployment accrual liability would have been posted 
to the designated account in Payroll Setup of 227.10. 

6-22 CHAPTER: 6 




Unemployment State 


This is the state that the wages for this transaction will apply for unemployment purposes. Each 
employee should have a default state for unemployment designated on their employee screen. 
This can be overridden when necessary. 

Additions, Deductions, Notations, Employer Paid Items 

The next four sections of the screen are called Additions, Deduction , Notations, and Employer 
Paid Items. They show the components making up the payroll cheo for this employee. These 
items are setup using Setup, Payroll, EmployeeNendor. If any item needs to be added or 
changed, the user must return to Setup, Payroll, EmployeeNendor. (Setup of these items is 
discussed in chapter 13. More about Payroll, beginning on page 13-1). Each addition, deduction, 
notation or employer-paid item has a field for a description and an amount. There are also 
account numbers on additions and deductions. The account numbers that automatically show up 
on a payroll transaction come directly from the employee setup, Standard Check screen. 

You can check the Payroll Items and accounts that are currently setup for an employee by 
accessing Setup, Payroll, EmployeeNendor and taking the Standard Check Option. A screen 
similar to this sample screen for James Smith will appear: 

~ [mployee file MdintendncE' G][Q:lrRl 
EIT1>loyee.D: ~ Llat I pamea Moch8eI Smith 

~ n Use this record e.s demuR (standard new et11lloyee setti'lgs) 

~--------------------a.ems0: Ilasic nfDlTlllltion a fmployeeN or Memo 

Code Name 

GAGRO GA GROSS 

1 

Status: Active 

®_itions 

P Deductions 
.. Notations 

o Employe< 
Paidftems 

list I Update tem Posmg Accounts 

~~~~==. ~==~========~====~~ 

~ancel I 

This is where default account numbers are entered for each item on the employee's payroll 
check. Note that even though the default account number is set on t e standard check screen for 
an employee, as it must be, it can always be overridden on any part cular item on any payroll 
transaction and will stay with that transaction permanently until it is changed. This is necessary so 
that an employee's wages of other additions or deductions may be placed in different accounts in 
the general ledger if they work in other than the default account and changing them to a different 
account number is desired. 
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Net 

List 

The Standard Check Option also allows the system to recall the normal paycheck 
that an individual receives. Many employees get the same paycheck weekly, or 
from period to period. If this is the case, the amounts for the various payroll items 
should be entered under the Standard Check Option. Later When you enter this 
employee's number into the system on a payroll transaction, the standard check 
amounts will automatically display and will only need your approval. Since the 
check number and the date carry over from previous transactions, this makes for 
very fast entry of payroll transactions. 

There are some other special features that can be used in this section of the after
the-fact payroll entry which concern the calculation of FICA. They may be setup 
under Setup, Payroll, and selecting Payroll Setup and further looking on the 
General Tab. Here are the options: 

If Auto FICA Fix is selected, the system will automatically calculate the correct 
FICA and if the entry for FICA differs from this amount, the system will put the 
correct entry in FICA and adjust the difference to federal withholding. If Correct 
YTD FICA on Payroll Transaction Entry is selected, the system will look at all the 
employee's transactions for the year and make sure FICA is the correct amount. It 
will make adjustments to FICA to correct the amount if it needs to and adjust the 
difference to federal withholding. This situation commonly occurs if the client is 
new to the system and mistakes have been made on their previous FICA 
calculations. If selected the last option will Prevent FICA Recalculations from 
being made on a standard check. (This might be needed if an employee has two 
jobs and has or will exceed the FICA maximum). If the box is not checked, 
standard checks will be handled in the same way as other checks depending on 
the choices made for Auto FICA Fix and Correct YTO FICA on Payroll Transaction 
Entry. 

The last item on this screen is the Net check. This amount is automatically 
calculated based on the entries that have been made above provided the checkbox 
on SETUP/ PAYROLL! PAYROLL SETUP/ OPTIONS AND TAB STOPS labeled 
On Payroll Trans Entry, Use Net Calculation is checked. Checking the calculated 
amount with the net amount that appears on the check provides a confirmation that 
the entries have been made correctly. The account number on the net check 
comes from the entry made in the employee setup using Setup, Payroll, 
EmployeeNendor. 

This button allows the listing of previously entered payroll transactions. 

GIL Trans 

This button switches you to the General Ledger Entry Screen. 
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Split Transactions by Center 
This option is used to automatically pro-rate center or split cost center transactions. First, 
you must be using cost centers and have them set up as explained in Chapter 11, Cost 
Center beginning on page 11-1. Second, you must enter the transactions to pro-rate or 
split into the General Ledger Transaction Entry Screen. These transactions are entered 
for the total amount to be pro-rated with a center number of 99" (reserved for this 
purpose). The 99 center number must be in positions 5 and 6 of the account number, (i.e., 
610.99 or 623099 would be valid entries whereas 61099 would not). This option will only 
work if center transactions to be split were entered with Center #99 on the General Ledger 
Entry Screen. Once you have entered the transactions that you wish to be split into the 
general ledger entry screen, you should take this option, Split Transactions By Center, to 
actually split or pro-rate them. When this option is taken a screen similar to this one, which 
has sample data already entered, will display: 

~ Split Transactions By Cost Center G]IQI(RI 
Percentage Total 100.00 

Qk Qancel CloB,e 

The centers you have setup will be displayed. (i.e. Centers 0,20,30 and 40). Enter the 
pro-ration percentage desired. The screen shown above already displays a 25% split for 
each center. 

You should enter the percentages as whole numbers (i.e., 25 for 25%.) Note: The system 
will prevent you from leaving the entry screen unless the percentages total 100%. As a 
convenience the total is shown on the top of the screen. 

When the percentages total 100% and you accept the screen with the OK button, the 
transactions will be pro-rated and added to the transaction entry file. The original whole 
amount transactions to center 99 will be deleted. 
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Note: You might have more than one set of percentages needed for a company. The way 
you do this is to enter the transactions that should be split by the first set of percentages 
using the General Ledger Transaction Entry Screen and then take this option which will 
pro-rate the first group of transactions. Then go back to the General Ledger Transaction 
Entry Screen and enter the next set of transactions that should be split using a different 
set of percentages. Return to this option and split the new transactions by the second set 
of percentages. This may be done as many times as needed until all the transactions are 
pro-rated . 

Bank Reconciliation 
The purpose of this option is to provide a bank reconciliation feature that is accurate, easy 
to use and provides professional reporting. This option is discussed in Chapter 10, Bank 
Reconciliation, beginning on page 10-1 . 

Debit-Credit Check 
The purpose of this option is to allow the user to check the total debits and credits of 
various segments of data that make up the system. To access this option either click on 
the Debit-Credit Icon shown to the left or use the Transaction Pull-down menu and then 
select Debit-Credit check. When this option is taken a screen sirnilar to the following will 
display: 

~ DebiUCredit Check [~][gJ~1 
Main OebiUCredi Check IJnitial SaJimce Transactions OebiUCredit Check I 

ActN~------------~~----------------1 

The Activity part of the screen displays the total debits and credits for the current period 
transactions. The Current Period Initial Balances part of the screen displays the current 
period's initial debits and credits and the Fiscal Year Initial Balances part of the screen 
displays the fiscal year's initial debits and credits. 
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Check an Account Balance 

The purpose of this option is to allow the user to check the balance of any account at any time. It 
is particularly helpful in checking control accounts such as cash. When this option is selected, the 
following screen will display: 

Si Account Balance 1- liCl lixl 

DaIe:~113112OOS Accotrntilg Basis: ~fauft Accounmg Basis 

Account Number. I kISt I I 
rSequence By: 

r Chec:X Number __JI r. oate 
... 

Tr8RS11CflQll /Ollle !JDliflllll1 Debits I Credis l Referencei Desc~n I 

~ 

CioIe I HOi! I 

Enter any account number and the system will look up that account's current period initial balance 
and transactions. The following screen shows the Practice Set company cash account at the 
completion of the Practice Set: 

.:w Account BCllilnce I-I~I ~ 

Date: 10113112005 Accotr~g Basis: ~faul AccountiIg BasS 

Account Number: IIIB J.isI ! leash in Checking 

[ Sequence By: 
r. OllIe r Check Number ~ 

Transadiln Inate Journal Debls Credhl Reference Description -
Beginning I $1.234.56 I 
45 113112.D05 PYR SI ,321 .4D! CKS Net Payrol Checks -
23 113112DDS CD 

S1 ' 499 +==~:~:~ ~~.. _=... r-'
25 1.131 12005 . CR $4 ,000.00 

En<!illg 1 52,413.36 I I 

Clolle I tlt:Jp I 

This option also displays the transaction number and journal code which facilitates the quick 
correction of any error or omission. 
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Delete a Group of Transactions 

This option allows the user to delete a group of transactions at one time. It is a 
convenient option if a large number of transactions are inadvertently duplicated or 
are otherwise entered in error. When this option is selected, the following screen 
will display: 

:. Delete A Group of Transactions ~llolrxl 
Transactions To Delete 

I 

.: 

\0 1~~.~~~~.~:I~~~.~~ ("' Payroll 

I 
General Ledger Transaction Range 

Starting GI Transaction Number: I r, 
IEnding GL Transaction Number I 

'II ~L, 
Ust GL Trans 

I 
Payroll Transac:fion Range 

I, ;1 
I 

starting PR Transactwn rJumber. I 
Ending PR Transact/on Number I I Ust PR Trans 

i II 

Qk I ,Qancel I !::!elp I Clo~e I 

I 
I 

I 

I i 
I 
I 

I I 
I 

I 

This option allows both general ledger and after-the-fact payroll transactions to be 
displayed for verification and then deleted as a group. Only one type of transaction 
can be deleted at a time. The radio buttons on the top of the screen allows the user 
to choose the type of transactions that they wish to delete with the default being 
general ledger transactions. Transactions are deleted by transaction number. After 
the user has verified which transaction numbers should be deleted by using the 
appropriate List Button, the first and last transaction numbers of any group should 
be entered and accepted with the OK button. This will delete the transactions. 

Note: This option will not automatically renumber the remaining transactions. They 
will still have the same transaction numbers as before so that you can continue you 
use your old listing to find the transactions. If you desire to renumber the remaining 
transactions go to the Utilities pull-down menu and then select the Transaction 
Utilities option and then select Renumber Transactions. 
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Copy Transactions from Floppy 

The purpose of this option is to transfer transactions from diskette to the active client. The diskette 
has to contain a complete client. Furthermore the diskette has to contain a zipped file which must 
have been produced by either the PC Software Windows Client Write-Up System or PC Software 
Windows Computer Checkbook System using either the Copy a Client Icon (shown to the left) or 
the simple or advanced copy client function. These options are accessible from the File pull-down 
menu under Copy. Place a diskette in the drive and select the option. The following screen will 
display: 

:w Tranfer Tra nsacti c.ns tu ACtl v<' Cli l'nt [~][Q]~I 

Zipped or UnZipped CUent list------ -------
fir Payroll Transac1ions 


lo.'U9 51 . zip Ii Ledger Transactions 

r Exc lude AR2's 


CIi: a:\ 

o dd To Existing Trans. 
@ eplace ExISting Trans. 

- Date Range of Transactions 


I;;' a: 
 From: I01/01106 

[ To: 1 01131 /06 

ru""" Optionsr Multi Disk P·ogress" I 
Status: J 

Qk ~ancel l::!elp Clo~e ~ave Path 

The user has to highlight the client file (in this case client #951, whi h will only appear if the client 
data is on an inserted diskette) and select the desired options. If the client takes more than one 
diskette, the Multi-Disk Unzip option must be selected. When the desired options have been 
selected, click OK and the transfer will occur. 
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Repeating Entries: GIL Transactions 

Repeating general ledger transactions are typically journal entries that are repeated each 
month such as depreciation entries. Once these entries are entered into the system they 
may be changed or listed at any time. These entries should be coded by journal code if 
there is more than one possible repeating cycle. For example, you might have one set of 
entries that repeats each month and one set that repeats each quarter. Using different 
journal codes for these two different cycles will allow you to select the appropriate set and 
place it in a certain period. To select this feature, use the Transactions pull-down menu 
and then select Repeat Entries. The sub-menu will display as shown: 

Ledger Transactions 

Journal Entries 

AJternate GL Transaction Entry 

Payroll Transactions 

SpjitTransactions by Center 

Bank Recondliation 

Debit-Credit Check 

Check an Account Balance 

Delete a Group of Transactions 

Copy Transactions from Floppy 

Repeat Entries ~ I Enter Repeat Transactions 

Modify a group of Transactions Enter Repeat Journals 

Trial Balance Entry List Repeat Transactions 

Transaction Utilities ~ Crea~ Repeat Entries 

Notice that there are four options for Repeat Entries. The first two options, Enter Repeat 
Transactions and Enter Repeat Journals may be used to enter repeat transactions. The 
Enter Repeat Transaction's Entry Screen has the same format as the Ledger Transaction 
screen and would be used for normal entries . The Enter Repeat Journals would be used 
to enter your repeat transactions in journal entry format. 
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Once you have entered the repeat transactions using the appropriate entry format or using both 
formats, you can then list them using the List Repeat Transactions option or enter them into any 
desired period by creating them with the Create Repeat Entries option. Note: Repeating entries 
are not automatically duplicated each month as in the PC Software Accounting DOS System 
because there is no single closing to signal the system that these entries should be generated. 
The Create Repeat Entries must be selected to add them into a period. When Enter Repeat 
Transactions is selected, the following screen will display: 

iii Repeat Transactions 1-1[QJ~ 
Transaction: I, Journal code: 

" kist I Date: J01/31105 ~ Status: I New 

AlXlDurrt: I List I I Amount:I 

Description : I Reference: I Day: I~ 

I 
til ~d new 

I~ ClJITent period only I OJhxiate 

Vendor 10: J Li!1 I Vendor NamE: I 

II 1U!~er:se PriDII Entry I Debits: I0.00 Credits: 1 0.00 Balance: I0 .00 I 
Transaction IJournal 1AIXlDLII1t i Date I Amourd i Desaiption JReference I 

Qk I ~ancel I tlelp 
I 

Qelete I Print 
I 

CI~ I ,tournai notes I pa~OII I I~ 
Create Automatic Balancing Cash Entry I 

The Repeat Transaction Entry Screen has the same format as the General Ledger Entry Screen. 
However, the transactions entered on this screen are kept in a special location, totally separate 
from the normal ledger transactions until you run the Create Repeating Entries option. Enter your 
repeat transactions as you would any other transactions, remembering to use different journal 
codes for each different repeating cycle. The next entry option in the repeat transactions sub 
menu allows you to enter transactions in the Journal Entry format although in most cases, this 
option will never be used as all repeating transactions are usually entered with the ledger format 
described above. 
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This screen has the same format as the Journal Entry Screen. Any repeating entries made 
here will also be kept separate from other journal entries made. These entries may be 
listed or used to create new entries into any period you desire. The List Repeat 
Transactions options lists the repeating transactions in the same manner as ledger 
transactions are listed. The option Create Repeat Entries actually places the repeating 
entries you have entered into any particular period that you wish. When this option is 
chosen, the following screen will display: 

.:"i Create Repeat Entries i-J(QIL8J 

00 Repeat ALL Journals 


Select Joumals to Repeat 


00 Ado To Existing Repeat Entries 


a Replace Existing Repeat Entries 


Date Range of Transactions 

From: I01/01/05 


To:I01/31/05 


tl~p CI~ 

This screen provides the flexibility to place any repeat transactions into any period, with 
the default being the Current Period. You may Repeat All Journals or Select Journals to 
Repeat by journal code, Add to Existing Repeat Entries in a period or Replace Existing 
Repeat Entries for that period. You may also add the repeat entries to any period you 
select. Repeat entries will always be created with the date of the reporting period. The 
Date Range of Transactions function is to identify transactions that need to be deleted if 
you choose the Replace option. After you have made the desired selections, you may 
generate the entries using the OK button. 
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Modify Groups of Transactions 

This option allows the quick modification of transactions when an error has been made. When this 
option is selected, the following screen will display: 

:. Modify A Group of Transactions ~~lLEJ 
General Ledger Transaction Range 

IIIStarting GI Transaction Number: 

I I : 
List GL Trans i 

Endi\g GL Transaction Number I 
I 

Change Date I 

ChangeOate Change Journal Code I 
I 

I 
J r Month: r Journal Code i 
Ir Day I I I 
! 

l.jst J 

I 
ir Year: I 
I 

Qk I ~anoel I I !:ielp I CIo}e I 
The General Ledger Transaction Range section of the screen allow you to enter a single 
transaction number of a group of numbers to modify. The Change Date section allows the date 
and journal code to be changed for a group of transactions at the same time. Once the 
transaction numbers to be corrected are verified, enter the information and accept the screen with 
the OK button. The best way to get the affected transaction numbers is to access Reports, File 
Listings, Ledger Transactions, and print the transactions in transaction number order which is 
done by using the first option on the screen entitled "List General Ledger Transactions" which is 
the default entry when you enter this option. The key to modifying transactions is to get ranges of 
numbers from this report that are continuous so you can make accurate changes quickly. 
Although this option can be a great timesaver, it can also cause loss of data if you enter wrong 
starting and ending transaction numbers so be very careful! 
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Trial Balance Entry 

This option allows transaction entry from a trial balance and is designed to be used when 
the accountant is given a trial balance as input. It should also be used to enter historical 
balances for comparative statements. Historical comparative balances should be entered 
this way and the Setup Initial Balance Entry Screen should not be used at all for clients 
with this situation . The Trial Balance Entry Screen displays an existing trial balance of the 
client and allows the user to override figures . When the user completes their entry, the 
program calculates net change transactions and enters them into the system. This is an 
efficient method of initial entry for end-of-year processing or for beginning new clients from 
a trial balance starting point. When this option is selected, a "transaction preparation" 
screen that allows any existing transactions to be posted might display depending on the 
status of the client's existing data. Choose to complete the transaction preparation. The 
following screen will then display: 

Joumal Ently Date: 101(31/05 

QK .1 ~t File I ClOl!& 

Once the OK button is accepted, the screen on the following page will display: 
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:"II Trial Balance Entry i-1R51lR] 

IAccount description
I-~~----- ...-.. 
Cash in Checking 

Cash in Savings 

Accounts Receivable 

Prepaid Expen~~~~_ .. _ 
Automobile 

Computer 

Furniture 

Less: Accum. DepreciaUon 

Accounts Payable 

Account 

110 

120 
130 

140 

160 

180 
190 
195 
220 

Debits I Credits ~
2,044711 &J!m 
3,000_00 0 00 

2.42500 000 


.300_00 000 
14,559.65 0_00 

3250.00 000 
4..242 on 0.00 

000 6,235.14 
0_00 1,875 .34 
a_on 234.30222£':~Il~al w~ Payab!! __ 

~- _I1=1r..A T~y P~v::.hICl n nn 1~n~r;? 'n 

Totals 32,880'1 32,880; 
Ditrerence 00 

k---ClO~e ~an- I tf~~---;::::;;;;;;;;;;;;;;;;;::::;=----"';'-z..J.e-ro-~-1-8--I- Q- --'----ce--- a c-es---";'~ 

This screen shows the current trial balance for the active client. A new trial balance may now be 
entered. After the entries are made and the OK button is accepted, the system will generate net 
change entries based on the old and new trial balances. The system will make these entries with 
a TBEjournal code. You might have to enter the TBEjournal code into your system using the 
Setup pull-down menu then System, and Journal Codes if you had the system before this feature 
was added. 

Transaction Utilities 

This option will display the following sub-menu: 

Ledger Transactions 

Journal Entries 

Alternate GL Transaction Entry 

Payroll Transactions 

Split Transactions by Center 

Bank ReCDndliation 

Debit-<:redit Check 

Check an ACCDunt Balance 

Delete a Group of Transactions 

Copy Transactions ITom Floppy 

Repeat Entries 

Modify a 9rOUP ofTransactions 

Remove Duplicate Transactions 

Compress GL Transactions 

Renumber Transactions 

FICA;lv1edicare Diagnostic 

Mise GL Trans Utili ties 

Delete A Group OfTrans f--istory 

Add Missing Vendor 1O's 

Assign Vendor ID to Gl Transaction{s) 

SearchJl>rint GL Transactions 

The options on this menu provide a wide variety of utility programs hat will occasionally be very 
helpful to the user. 
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http:14,559.65
http:6,235.14


These options are fully explained in chapter 8, entitled the Utility Menu beginning 
on page 8.2. 

This concludes the discussion of the Transaction pull down menu. 
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