
Chapter 7 
The Reports Pull-Down Menu 

The Reports pull-down menu allows the various reports of the system to be printed. When 
this option is taken, the following menu will display: 

Finandal Reporting ~ 


Payroll Reporting ~ 


File listings ~ 


Process Report Groups 


Accounting Basis 


Transaction Preparation F2 


Wage History ~ 


Bank Report 


The Report sub-options and a brief description of their functi !'m follows: 

Financial Reporting: This sub menu option allows the Financial Reports of the 
system to be selected and printed. 

Payroll Reporting: This sub menu option allows the Payroll Reports of the 
system to be selected and printed. 

File Listings: This sub menu option permits various other reports and listings to 
be selected and printed . 

Process Report Groups: This sub menu option allows reports to be set up in 
groups for efficient printing. 

Accounting Basis: This option allows the accounting basis to be selected . 

Transaction Preparation: This option makes the necessary calculations for any 
information that has been entered into the system so that it will be included in all 
reports (including payroll information). 

Wage History: This option allows the wage history of any employee to be 
reviewed. 

Bank Report: This option prints an important report of the Computer Checkbook 
System that allows you to examine a bank account in numerous ways. 
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Financial Reporting 

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

Flnanoal Reportlng , 


Payron Reporting ~ 


File Listings ~ 


Process Report Groups 


Accounting Basis 


Transaction Preparation F2 


Wage History ~ 


Bank Report 


Trial Balances 

General Ledgers 

Statements and Schedules 

Disdaimer Letters 

Footnotes 

Cash Report 

Graphs 


Statement and Schedules (Old Version) 


Print Excel File (Use with Report Groups) 


Reset Page Number 


When any option on this sub menu is chosen, and a Transaction Preparation is 
needed (which will be the case if any initial balances or existing transactions have 
been changed, or if any new transactions have been entered, etc.), a Transaction 
Preparation Options Screen will appear, as shown below: 

=- Transaction Preparation ~J[Q]~ 

r. Normal Transaction Preparation 

r No Transaction Preparation Needad This Period 

P' Prooess Payroll Transactions 

r Prooess ALlIomatic InvelTkJly IL:: : ::: : :::::g~::::::::::::::::1 

This screen gives you the option to activate or de-activate the processing of payroll 
transactions during the procedure. If you have set up the Automatic Inventory and 
Corporate Tax Calculation features in the system, you will also have options to 
activate or de-activate the processing of these types of transactions. You also 
have the option to skip the entire transaction preparation. This is especially useful 
if you need to go back to prior periods to correct errors, because de-activating 
each feature leaves in place the previously calculated GL transactions. 
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The sub-options on the Financial Reporting pull down menu are listed as follows: 

Trial Balances: Print or view the various Trial Balances. 

General Ledgers: Print or view the various General Ledgers. 

Statements and Schedules: Print or view the various Balance Sheets, Income 
Statements, Cash Flow Statements, or other statements tha have been setup, and also 

accesses all schedules produced by the system. 


Disclaimer Letters: This option accesses and prints disclaimer letters. 


Footnotes: This option allows you to print the footnote report. 


Cash Report: This option allows access to the Cash Account(s) Report. 


Graphs: This option allows access to any graphs that you have setup. 


Statement and schedules (Old Version ): This option accesses the earlier statement 

and scheduling option window for those who prefer it. 


Print Excel File (use with Report Groups): This allows excel files to be printed with the 
Report Group Feature 

Trial Balances 

When this option is selected, and the transaction preparation choices have been made, the 
following screen will display: 

~ Plint Trial BalancE'S ~[Q)~ 
..•....._._---_ ... _-

~ Standard 

Q Working Trial Balance - Landscape 

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

o Working Trial Balance - Manual Type 

a Trial Balance -Initial Bal l DR I CR IEnding Bal 

a Working Trial Balance - Manual Type With PlL Columns 

II l!i SUjpress Zero Balances 

l 
I 

Pr t Zero Balances 

..---. -.----.------.---.----~ 

.._! 

~View Pr;"t PDF File r Use Ale"l181e Account Numbers 
P: Print + PDF File Number of Copies: r 

~ Sub Total For Balance Sheet 

t.===========--. ----...-.- ...- -.-..-..-.-.~.-...- .- ... ..- -_._...._._._-......._ ._...._-j 

The user may select a variety of trial balance reports, and choose to view or print them and also 
indicate how many copies to print. 
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A Working Trial Balance will print all entries that have special adjusting journal 
codes. What codes to include are entered under the Setup pull-down menu then 
Reporting, and the Accounting Basis option. The screen for entering adjusting 
journal codes is displayed as follows: 

!ii Accounting Basis Maintl"nance i-llC1lixl 
I 

Accounting Basis Names-

Default Name: IDefault Accounting Basis 


Alternate Name: IAlternate Accounting Basis 


I· i 
Mernate Bases of Accountmg 

r Use basis description as the last line of the statement title? 

Basts Description Adjusting Journals 

ilDefault Accounting Basis JAJ2 AJ3 I 
Excluded Journals 

V\iternate Accounting Basis JruI-, I11 1111 
" II· 

Qk ~aocel !:ielp Clo~e 

Any entry made with an adjusting journal code will print on the working trial 
balance. In the example, AJ2 and AJ3 are journal codes that will be listed on the 
default accounting basis working trial balance. TX1 is the only journal code that will 
be listed on the alternate accounting basis working trial balance. 

A Manual Working Trial Balance prints with room for the accountant to make 
adjusting entries. The adjusting entries are then keyed into the system using this 
report. If the alternate account number feature is selected, the trial balance will 
print using the alternate account numbers set up in the chart of accounts. 
Alternate account numbers are discussed further on page 5-49 of the Setup 
chapter. 
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General Ledgers 


When the General Ledger option is selected, and the transaction preparation choices have 
been made, the following screen will display: 

:. Print General Ledgers 	 1-1r51~1 

Print only transactions with dolar amounts greater tllan: I0.00il!~~:~:~~~~:~~~~] 
Y ear-T o-Oate 	 Print al accounts: W r Use ilernale Account Numbers 

Q AI Transactions 	 r Print Running Totals r Print Consolidllted Totals 


r Exclude Transactions w~h assigned Vendor D's 


r Enllanced Print 


ti\ View PDF File 


n Print + PDF File 
 iW' . n icc 
Number of Copes: ~ I 

r--- r: Using generic text printer driver? I[
I 
r !Ije~v pclge E8C 

I
o:.c,'JriICenter Type: 

A general ledger may be printed for the current period or for the entire year-to-date period. 
There is also an option allowing all transactions in the system to be printed. (Note: This 
report could span years if the client has been processed for many years on the system.) If 
the Print All Accounts Option is de-selected (the "X" removed), the options on the lower 
right part of the screen will be activated. They allow a general ledger to be printed for an 
individual, group, or range of accounts. The generic text printer option allows the general 
ledger to be printed on a high speed dot matrix printer. The user should set up the 
"generic text printer" and select that printer regardless of which dot matrix printer will be 
used. This will allow a dot matrix printer to print at full speed If the Use Alternate Account 
Numbers Option is selected, the general ledger will be produced based on alternate 
account numbers that have been entered into the chart of accounts. There are other check 
box options that allow consolidated totals for consolidated accounts to print, running totals 
for the accout balances to print and an option that will exclude transactions with assigned 
vendor 10's which is sometimes helpful in auditing 1099 transactions. 
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Statements and Schedules 


When Statements and Schedules is selected, and the transaction preparation 
choices have been made, the following will display: 

:. Print St~'el1"l e nt 5 e ll Lllrxl 

Cos! Center Groups; 

q Income Statements 

:a Statement or Retainetl Earnings 

Ii! Balance Sheets 

Center Type: 

Report:"Cash Flow statements 

Q Cost ol'Saies SChedules IVe.aJ-To-Dale 

Q Break Even Statements I 
Balance Problems? I'---_________---',' "r Use AJtemateAccounlNumbers 51 Fiexible Reports " 

til View P Edit 0. Pm ! 

Number of Copies: ~ _ Sla eme O du _,--I~. _ _t_ _ nts____Sch_ e_ _les" _---'I 0 PDF File 0 Print + PDF FIeI 

GI tl~ I ~e l 

This option offers you a variety of financial reports. Select the desired report by 
enabling the appropriate radio button. Under the Report Type Drop List, Year-to
Date is displayed, which is the default for a balance sheet. To access other 
balance sheet options, click on the down arrow to the right of the Year-to-Date 
prompt. The following options will display: 

Report 

The user would then highlight the desired report type and click OK to produce it. 
Note: Each report has its own set of available reports. 

If the user has setup the Custom Report Option, a choice for Custom reports will 
display on the screen between the Statement of Retained Earnings and the Cash 
Flow Statement. The same concept applies for Cost Centers, if you have set up 
cost centers for a client then an additional field will appear under Center Type. 
This field is similar to the Report Type Drop List. 

The Edit option allows balances and descriptions to be changed on a screen 
before printing. These changes are only for the printout that follows immediately 
and will not be permanently retained . 

The Balance Problems button is really a special help screen to assist you if the 
system displayed an "out-of-balance" warning as you attempted to print reports. 
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Disclaimer Letter 


This option will print the disclaimer letters that have been setup under the Setup pull-down 
menu then Reporting, and Disclaimer Letters. The user should refer to Chapter 16 for 
questions about this option: Special Topics - Disclaimer Letters, beginning on page 16.1. 

Footnotes 

This option allows the printing of the special footnotes setup using the Reports pull-down 
menu then Financial Reporting, and the Footnotes option. 

: • P, inl r vol notes 1-11 LlIiX'1 

~\le 

Befresh 

@View o Print 

Number of COllies: r 

To select a footnote to print click in the Include column, which will place and "X" in the 
column. To remove the footnote from printing click in the In ude column again to remove 
the "X". To control the sequence of the footnotes, change the Sequence number. All other 
sequence numbers will be changed to accommodate. To get a better view of what you 
have selected, click the Refresh button . This will adjust the isplay to show the footnotes 
you have selected at the top of the list, in sequence number order. 

Cash Report 

This option will print a Cash Report for each Cash Account etup using the Setup pull
down menu then Account, and the Cash Accounts option. Cash Accounts are discussed 
in detail in Chapter 10: Bank Reconciliation, beginning on page 10.1. 

Graphs 

This option allows you to print the graphs that you have setup in the system. Please refer 
to Chapter 18, Other Special Reporting Features for information on this option. 
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Payroll Reporting 

Payroll reporting is accessed from the Reports menu as follows: 

Process Report Groups 

Acrountinll Basis 

Transaction Preparation F2 

Wa<;Jf! History 

Bank Report 

Payroll Uability Lists 

Payroll Summary 

Payroll to Ledger Posting Summary (N) 

Laser 941 

Unemployrrent Quarter6es And WH Reports • 

941A 

Tips ~port 

check Register (Payrol Only) 

Payroll Joumal DelaY 

Federal Uabmty Report 

State Withholding Liabiity Summary 

FICA Wages Ust 

W~sBYQtrList 

EFTI'S Worksheet 

The chart below lists the most commonly used payroll reports and how to access them. 

-
Report Menul Sub - Menu Option 

Payroll Transaction 

Payroll Summary 

941 

AL, AR, CA, FL, GA, lA, IL, KS, LA, 
MA, MI, MO, MS, NC, NE, NJ, NM, 
NY, OH, PA, SC, TN, TX, UT, VA, 
WA 

940 

940EZ 

943 

W2's (Copies A,B,C,D, 1,2,2 up & 
inst., Inst, 4 up) 

W3's 

1099's (B,D,I,M,S) 

1096's 

Magnetic Media (You must have 
purchased optional magnetic media 
program.) 

File Listings / Payroll Transactions 

Payroll Reporting I Payroll 
Summary 

Payroll Reporting / Laser 941 

Payroll Reporting / Unemployment 
Quarterly Report 

Payroll Reporting / W2 and 1099 / 
940 

Payroll Reporting / W2 and 1099/ 
940EZ 

Payroll Reporting / W2 and 1099/ 
943 

Payroll Reporting / W2 and 1099 

Payroll Reporting / W2 and 1099 

Payroll Reporting / W2 and 1099 

Payroll Reporting I W2 and 1099 

Payroll Reporting / W2 and 1099 

Table 4-11: This table lists reports used under options from the Report pull-down menu. 
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There are a number of internal payroll reports (not sent to government agencies) that are 
provided to assist you in determining how the numbers that appear on the above reports were 
calculated. They are accessed from the Payroll Reporting option and further accessed by the 
Payroll Liability Lists option. When this option is chosen the following sUb-options display: 

!Ii Pavroll liability lists 1- 1[9:1[8] I 

r. 9401941 RetlOrt 


r 940ISiate liability C819ulation 


r 940 Liability 'Detail List 
'Select state 

r S!at~LiIIl>iiIy Detail' List 3 
r 941lillbiflly Summary 

I 
 Clirrent Year; rc:s-
r 941 Lia~ OetaH list 


CLlfrent otr ~ 


HelP It Ci!JsIti=Ok ·1 

The options and their functions are described as follows: 

940/941 Report: This report is a good document to place in the client's file. It tells you what the 
941, 940 and state unemployment liabilities are in a consolidated report. 

940/State Liability Calculation: This report shows you by quarter what the federal and state 
unemployment liabilities are. It shows the complete calculations and how the amounts were 
determined in these calculations. 

940 Liability Detail List: This report is grouped by employee and shows payroll transactions, item 
by item, and what was subject to unemployment on each item. 

State Liability Detail List: This report requires the selection of a state code from the drop-down list 
to the right of this field. It is grouped by employee and shows payroll transactions, item by item, 
and what was subject to unemployment on each item. 

941 Liability Summary: This report is by date and allows the user to see how the 941 liability was 
determined. It shows a quarterly period, daily, with Medicare, FICA, and federal liabilities by date 
with totals. 

941 Liability Detail List: This report shows the same total information as the 941 Liability summary 
report described above but adds the transaction detail as to what employees and pay checks 
contributed to that liability. 
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Payroll to Posting Summary 


This is a very helpful report that provides the transaction by transaction detail as to 
how after-the-fact payroll transactions were allocated to accounts in the general 
ledger. OTHER PAYROLL REPORTING OPTIONS - The other payroll reporting 
options that are shown in this menu allow access to the special payroll reports 
listed. 

File Listings 

When this option is selected, the following menu will display: 

Finandal Reporting ~ 

Payroll Reporting ~ ,->-_______....::.....-_ _ --. 

File Listings ~ 

Process Report Groups 

Accounting Basis 

Transaction Preparation F2 

Wage History ~ 

Bank Report 

Chart of Accounts 

Employees 

Employee Detail 

Ledger Transactions 

Payroll Transactions 

Cost Centers (N) 

Initial Balances 

List Carry Forwards 

Vendor List 

List Automatic GL Transactions 

Print Client List 

Print Transaction Count 

This option allows you to print the general listings of the system and there is 
usually a specialized listing for almost any conceivable purpose. Many of these 
listings are also available from the data entry screens, typically via a Print Button. 
Many of these options have various listing choices. (i.e.: When the Chart of 
Accounts option is selected, the following listing choices are available as shown on 
the following page) 
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~ List Chart of Accounts GJ[g]~ 

Stalemeni Fonnatting List 

Suppression list 

a Divisor List 

D. Misoela.neous list 

A ftemate Account list 

Tax Interface List 

Q Numeric list for Cooing 

D. Alpnabetlc list for Cooing 

D Cash Flow List 

~. Tax Reverse Sign lisl 

Qk 

@View Print Q PDF Fill " Print + PDF FII, I 

r left Justify Account Descriptions 


r SUppress Consolidated accounts (Print onsoiOam g accounts) 


These lists are very helpful for tracking information in the system. The name of the listing 
gives its general function. The Employees Listing Screen is displayed as follows: 

,:Ii List Employee Info! Illation G]fQJ[KJ 

!,iJ [~~~".L.~~i·.iiY.·".i.l5.j 
Employee l isting by N"lIme 


. Employee Listing by SSN 


D Numeric Coding list 
 r 
Alphabetic Coding Ust 


a Nft' Hire Repon 
 p 
Date of Sin (Monthly) by Month, Day 

pVendor Activity List 

:=============:;-' pIi!View [) Print 

pI0' PDF File Print + PDF File, 

CfC¥ I 

Indude Only reoords with ir>oompIetef Name'AddressiSSN 

Include Terminllted Employees 

Indude only recxxds with. oomtnt ;ear earnings 

Indude Employees 

Indude 1099 Recipients r Exdude 1099's Under S600 

Indude VendOfS List Only FOf Cotl Center r ~ 
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Notice, that once again there are additional report options to chose from including , sorting 
method and whom to include" There are many variations on the ledger and payroll 
transaction listings also" These reports are also date selective" The Ledger Transaction 
Listing Screen is displayed as follows: 

l~_ Print General Ledger Transactions [~][Q]L8J 

t!i.[Cist"Ge"ii"e"r"ai""Ceci"ge:r··fr·an·s·i3di·on·s·i 
'Ust General ledger Transactions With Account 0 
.Iowml Report 

• Joumal lReport With Account Descs ~ PDF FileQ Print Joum:al To~ls (To Find Out-of Balance Jo..nal) 

0' Simple Chedc Register 
a Complete Check Register 
 Transaciion Number Range 

a Journal Report wlPR Breakdown 


D: Posting Summary f o DBfCRJNet Cllange r Cutoff D5!saiption (Better Page Fit) 

r Use A lternate Account NumbeR r Suppte55 Transaction Number 

- Oate Range 

[J Full Da te ~nge 


Account selection------------- - -, 
 End : 101 /31105 

List Only For Account: 

Begfrming aaDunt of range: , 

Ending aaJOlInt ofra.nge: ,.----- 

~Ip 

Note that Transactions can be printed for your selection of certain accounts, certain 
transaction numbers or for a range of account numbers. 

Start: IC End: I0 
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The Payroll Transaction Listing Screen is displayed below: 


:II Print Payroll T. anstlCtion, ,-1[QlrxJ 


Include options I 
j)(:Employees 
Iii 1099 redpients J 
1-_. 

I Current period 
o Full Date Range 

Start I01101105 

.!:! Ip Cloj!e 

® Standard List 

o Custom List 
~ Include Net 

/J Totals Only 

... Employees 1099 Recipients to Include ---, 

o Report Only for Emp ID's 

Sequence By 
til Employee ID 

End-1 01131105 [ Transaction Number 

Print 

Q Print + PDF File 

r All Cost Centers 

Cost Center II List Urremployment State I ~ 
~----.---.--.. 

List Only Transactions without Cost Center o Print FIC Medicare in separate columns 

The Payroll Listing features are flexible, allowing date ranges as well as the selection of 
individuals or groups of employees. A great feature of this listing is the ability to customize it by 
indicating on the Setup pull-down menu then Payroll, and Payroll Item, the information (particular 
items) you want to include on the report. If you have used this option, then the Custom List will 
only print the payroll items selected. (The Setup pull-down menu then Payroll, and Custom 
Payroll Item Selection option has even greater customized listing capabilities . Not only can you 
select just the items you want on the report but in what order to list them). 

The other listings are pretty straightforward. The All Cost Center Listing prints all the centers that 
have been setup (Setup, Cost Center Dept.). You can also print any individual cost center or only 
transactions with no cost center. The Initial Balance Listing allows the user to print three different 
initial balances (Initial Setup, Current Period, and Current Fiscal Year) for either accounting basis. 
There is also an initial balance worksheet which is very helpful if you are entering initial balances 

for the first time. The List Carry Forwards Listing prints carry forward entries for bank 
reconciliation. The Vendor Listing prints the history by vendor or account. The List Automatic GL 
Transactions prints a listing of the automatic GL transactions that h ve been setup. (Setup, 
Automatic General Ledger Transaction). The Print Client List does just that. It prints a list of all 
clients in client number order and includes the current period the client is set to. The Print 
Transactions Count Provides a listing of the number of transactions in the current period which is 
used by some firms as an aid to client billing. 

Process Report Groups 

This sub-option allows the setup and printing of a group of reports at one time and the setup may 
be reused each period. A number of report groups can be setup to insure the right reports are 
produced when required and not produced when editing or corrections are taking place. This 
option is discussed in Chapter 3: The Practice Set - page 3-41. 
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Accounting Basis 


When the Accounting Basis option is selected, the following screen will display: 

:'iii Accounting Basis GJf6lfXl 

r. rq.~i~.~.lf.A.~·~·.~.~~6ii:~~·~I~ 

r Alternate Accounting Basis 

This option allows the user to select which accounting basis the selected reports 
should use. The accounting basis will remain the same until changed again with 
this option. The journals for the accounting basis are setup under the Setup 
pulldown menu then Reporting, and Accounting Basis. This is discussed in the 
Setup chapter, beginning on page 5-26. 

Transaction Preparation 

The Transaction Preparation does the necessary calculations to make sure that all 
transaction information that has been entered is included on any reports that are 
printed or viewed. This feature is automatically called when necessary and is only 
on the menu for use in very unusual situations. 

Wage History 

When the wage history option is selected, the following screen will display: 

~I ICllrx l 
--"

~ \'\lug!' Hlstorv 

~li Emp. ;. 

Emp. or1099 10: I Name: I - 0 1099 Hl 
status: II ..:J 

Additions/Deductions 1 NotlltionsJEmployeePaid Items J \, Net 

Addition Name 3rd Quarter 4th Quarter Year In Date1st auarterl 2nd Quarter ~I 

..~----- - . J.+
I 

tI I 

4111 au~ Year In Dale------,-,-_...--' ~: 
-~ II 

I. 

Oedudion Name i 1st auarter 2nd Quarter! 3rd Quarter.......-- 1~_..._ _ 
--~ ...--.--

I 
I I 

I ~ancel I erinl I !:JloJil I Clo2e I I, 

Ii 
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To use this option, select an employee by clicking on the List Button and highlighting the desired 
employee. The screen will then display the employee's wage history. There is no print feature for 
this display. A printing of similar information can be produced by the Payroll Summary Report 
which is accessed using Reports, Payroll Reporting, and Payroll Summary. 

Bank Report 

This option prints an important report of the Computer Checkbook System that allows you to 
examine a bank account in numerous ways 
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Chapter 8 
The Utility Pull-Down Menu 

The Utility pull-down menu accesses a number of miscellaneous options that are used for 
a wide variety of functions. In general the utility options do such things as make the 
system flow smoother. accomplish housecleaning tasks. fix problems and even repair 
damaged data. When this pull-down menu is accessed. the following options display: 

en Window Help 

Locate Setup Errors 

Transaction Utilities • 
Compact Fdes 

Rebuild Fde List 
Version Control 

Find Out-of-Balance Reporting Periods 
Choose New Date for Initial Balances 
Delete Tables from Active Client 
Copy Client Selectively 

Employee!Vendor utility 

Repair Data 
Initial Balance Adjustments 

System Information 

System Utilities • 
Print Out-Of-Period Transactions 

Alternate Rebuild Fde List - Mark Errors 
Tax Form Count utility 

Refresh Demo Data 
Alternate Version Control 

Email Helper 

Allow 5-Year Stmnts for Newer Clients 

Locate Setup Errors 

The purpose of this option is to provide a "computer supervisor" to help you with 
your work. This option activates a program that checks your entire system for 
oversights. omissions and incorrect choices. It shows diagnostic information about 
any setup errors on the screen or you can also print this information if desired. For 
example. it checks each transaction to insure that it has a valid account number, 
journal code, and that the dates are within the range of the system setup 
parameters. It checks the setup of the chart of accounts to insure that it follows 
basic rules and has no obvious errors that will prevent the automatic printing of 
correct financial reports. It performs these checks for each major file in the 
system. This option should be used whenever a new client is setup or whenever 
any difficulty with the system is encountered. This option has a special function of 
adding the unemployment state to all payroll transaction records if they are left 
blank (perhaps due to importing of the data from another system) provided the 
employee is coded to a valid state. There are other special correction functions 
that automatically correct obviously incorrect data when you select this option. 
Therefore. if your problem disappears after running it, you can assume that one of 
these special correction functions was responsible 
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Transaction Utilities 

When the Transactions Utilities is selected, the following screen will appear: 

Locate Setup Errors 

Compact Files 
Rebuid File List 

Version Control 

Find Out-of-Balance Reporting Periods 
Choose New Date for Initial Balances 

Delete Tables from Active client 
Copy Chent Selectively 

Emp!oyeej\lendor Utility 

Repair Data 
Initial Balance Adjustments 
System Information 
System utilities ~ 

Print Out-Of-Period Transactions 
Alternate RebUild File List - Mark Errors 

Tax Form Count utility 

Refresh Demo Data 
Alternate Version Control 

Email Helper 
Ahow 5-Vear Stmnts for Newer Clients 

Remove Duplicate Transactions 

Remove Duphcate TrllOSactions 

Compress GL Transactions 
Renumber Transactions 

FICA;Mechcare Diagnostic 

Misc GI. Trans Utilities 
Delete A Group Of Trans History 

Add Missing Vendor 10'5 

This option provides the capability to print or delete duplicate transactions that may 
have been entered or inadvertently copied into the system. The user should first 
verify that such a condition exists by viewing or printing the duplicate transactions 
using the print sub-option. If the problem does exist, they may be deleted as a 
group by selecting the delete sub-option. 

Compress GL Transactions 

This sub-option allows the summarization of transaction information into a 
summary record for each account within each journal for each month (period). For 
example, if there were 20 disbursement transactions to account number 620 for a 
month in the CD journal and this option were run, then there would only be one 
remaining transaction to account 620 in the CD journal for this month and it would 
be for the total of the 20 transactions. This feature allows the transaction 'file to be 
greatly reduced in space without losing the capability of producing comparative 
statements. It does not summarize the transactions by debits and credits so if you 
are producing comparative cash flow reports you should m)t use this feature for the 
immediately preceding fiscal year. 
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Renumber Transactions 


This option provides another housecleaning procedure. The System numbers each 
"ledger" and "payroll" transaction and increases the number by one with each new 
transaction. After a long period of time, especially if transactions are erased from previous 
periods or summarized for past years, then this option should be taken. Doing this will 
give the user a more workable transaction number. This option is activated by selecting 
the OK button. When this option is selected, the following screen will display: 

FICA/Medicare Diagnostic 

This sub-option provides a report which will only show checks with a discrepancy between 
the withheld tax and the calculated liability. In other words if there are no discrepancies 
there will be no report! This report is very helpful if incorrect amounts of FICA or medicare 
have been withheld and they must be corrected. 

Misc. GL Trans Utilities 

This sub-option has three miscellaneous transaction utilities that are sometimes needed or 
nice to have. They are accessed by different TABS and are described below: 

1. Modify GL Descriptions - This utility program allows the description of the general 
ledger transactions to be changed to all capital letters from a mix of upper and lower case 
or to upper and lower case (First letter of each word capitalized) if they are in all capital 
letters. 

2. Fix Date Too Early - This utility program is primarily used on data that has been 
converted from other systems and has transaction dates that are of an earlier date than 
they should be. This occasionally happens when data is converted from a DOS system 
that closed and the date on the transaction did not matter; only the period that it was 
entered in did. This typically happens in January, when the transactions are entered with a 
date for the previous year. This program has the capability to move them in mass to the 
correct year. 

3. Delete AR2 Journal- This utility program allows the automatically generated AR2 
journal to be deleted for a current reporting period. This is occasionally needed if some 
AR1's have been entered in a previous month but not completed and the next month has 
been accessed to do something like payroll reports. It allows the user to delete the AR2's 
which were automatically generated for the second month so that when the user returns to 
the first month and completes the AR1 entries they will be able to automatically regenerate 
the correct AR2 entries for the second month when they again return to that period. 
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Delete a Group of Trans History 


This sub-option records when the option to "delete a group of transactions" is used 
so that if transactions are missing, it will be clear that they were deleted. 

Add Vendor ID's to Transactions 

This sub-option adds vendor 10's to transactions whose description exactly 
matches the vendor name and the vendor is indicated to receive a 1099. This can 
be very helpful in correcting records for 1099 purposes. 

Compact Files 

This option compacts the space that a particular client is taking on the hard disk. It 
does this by eliminating previously used, but deleted inforrnation and reorganizes 
the good information as efficiently as possible. It should be noted that this is not a 
data compression routine such as those used by Pkzip or Winzip which would 
require your data to be "unzipped" before you could process it. Rather it is a 
housecleaning option that will keep the data organized and require less disk space. 
This option is activated via the OK button after it presents a warning that data 
should be backed up before attempting it. There is no requirement to ever select 
this option but it would be prudent to select it at each period end or year end. 

Rebuild File List 

This option rebuilds the list of clients that are active on a particular workstation 
based on the clients in that workstation's selected data directory. If clients have 
been copied to that directory and not created by the systern, they will not appear in 
the selected data directory unless this option is chosen. This rebuilt file list is the 
same list that prints when the user chooses to activate, delete or relocate clients. If 
you believe you have a client on your workstation and the Glient is not visible on the 
activated client list, then this option should be selected. This option will also 
update the name of any client from "NEW CLIENT XXX" to the actual client 
name. 
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Version Control 


This option adjusts the client data to the program version that is currently installed on the 
machine. The data and program version always appear in the status box. When the data 
version differs from the program version, a message will prompt the user to run version 
control to bring the data into "sync" with the program. If the data and the program are not 
in "sync," the program will look for different data in different places. Consequently, the 
results of a particular option may not be correct. When selected, the following screen will 
display: 

It is important to correctly answer the above question. The usual answer would be to 
choose "Let Version Control process only the Active Client." This will allow the program to 
update data for the currently active client, and then return to the Home screen. If you 
choose to let the program process "All Clients in the current path", it can be quite time 
consuming. Choosing this should only be selected when you will not otherwise be using 
your machine. The option will return you to the Home screen when it finishes its 
processing. 

Find Out-of ..Balance Reporting Periods 

This option, (activated by selecting the OK button) presents the user with a summary 
debit-credit total of all periods. The first period will reflect the initial balances. This allows 
the user to quickly determine if any period needs to be examined and corrected. 

Choose New Date for Initial Balances 

This is another housecleaning option that allows the user to eliminate transactions that are 
no longer needed. For example, suppose a client has been running a number of years on 
this system and the firm very rarely reruns any financials that are older than one year. In 
this case, this option could be selected and all transactions prior to the selected date will 
be summarized and placed into new beginning balances with the selected new date for 
initial balances. This will save disk space and increase the period processing speed. A 
backup of the data prior to taking this option will allow the occasional financials that are 
required from a period of many years ago to be produced if necessary. When this option is 
selected, a new initial balance date will be requested. All transactions previous to that 
date will be summarized and no longer available in detail. If you are running 
comparative statements do not run this option for any year that you need 
comparative data. Payroll transactions will be summarized up until the end of the closest 
calendar year prior to a new initial balance date. After this option is run, it is a good idea 
to "renumber transactions," which is another utility option that is described below. 
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Delete Tables from Active Client 

This option allows selective files of an active client to be deleted for various 
reasons such as incorrect entries, damaged files, or medici malfunctions. This 
option will delete the existing files (tables) and create blank ones that can then be 
re-entered if necessary. This option will usually be taken only on the advice of 
support personnel to correct unusual problems. 

Copy Client Data Selectively 

This option provides a great degree of flexibility in setting up new clients and is 
very helpful in a myriad of other situations. This option allows the user to copy files 
from any client on the system to the currently active client. When this option is 
selected, the following screen will display: 

Local' 
Hulei Company Consolidaeion 
Payroll Ie""", 
Payroll Seeup 
Payroll Transaee10ns 
Permi88ion~ 

Ratio Account Group~ 
Rae10 Det1n1e1ons 
ReconCllietion Carry Forvard 
Repeat1ng GL Transactione 
Report. Group~ 
Statement Setup 
Statement Title OVerr1de5 
State8 
Temp GL Tran8act1on~ 
Temp Payroll Tran.actione 

To use this option select the company that you wish to copy from once you are in 
the company you wish to copy to. You may highlight any fille that you wish to copy 
and when the OK button is pressed the files will copy and replace the files in the 
active company. 
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Employee Utilities 

This is an extremely powerful and flexible payroll utility option that allows the user to 
quickly and correctly accomplish what would otherwise be a set of tedious and time
consuming tasks. This option is designed to add, change or delete selected payroll data 
for one, a selected group or all employees at the direction of the user. When the Employee 
Utility option is selected, the following screen will display: 

This screen reflects the 10 maintenance tab and allows an employee 10 to be changed to 
a new number. Changing this ID will change all transactions that are associated with this 
employee on a historical basis. There is also a capability to renumber all employees. If 
renumbering employees is chosen, the first employee will be numbered 1 and the second 
employee will be numbered 2, etc. The employee numbers in all historical transactions 
would also be renumbered by this option. Explanations for the five other tabs on this 
screen follow beginning with Deduction Order. When this tab is activated, the following 
screen will display: 
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This option allows changing the order of the deductions as they appear on the 
payroll master and transaction entry screens. The left-hand window shows the 
current order and the right-hand window shows how they will be ordered after OK 
is selected. The Add, Remove and Remove All buttons alk)w the order to be 
varied. The user highlights an item and adds or removes it from one side to the 
other until it is as desired. Then the OK button is selected which will change all 
master and transaction records and their balances to the new order. The next tab 
is the Substitute Payroll Items which will display a screen similar to the one that 
follows: 

This screen allows only one payroll item to be substituted for another at a time. In 
the previous screen, Thomas Jones has been selected to have his 99GR payroll 
item changed to FLGROS. The amounts in his 99GR item will now be transferred 
to FLGROS and all his transactions will be changed in this way since no date 
range was selected. Payroll items have to be substituted one by one if there are 
multiple substitutions. Payroll items from additions, Deductions, Notations or 
Employer Paid Items will display depending on the radio button selected. The next 
tab is Payroll Item Maintenance. This screen allows different functions which are 
independent and activated by selecting the appropriate button. 
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1) Combine Duplicate Payroll Items for Each Employee: This option combines any duplicate 
payroll items for an employee into one item and combines the amounts. 

2) Remove Zero Amount Payroll Items (All or Individual): This option removes any payroll 
items from an individual if the amounts are zero. 

3) Capitalize all Item Codes: This option places all item codes in capital letters which is a 
requirement for the system. (Note: Lowercase letters may be introduced by data conversions.) 

4) Miscellaneous Payroll Record Delete: 

a) Delete Transactions with Invalid Employees: This sub"option will delete all 
transactions that do not have associated employees. 

b) Delete Employees with zero earnings followed by a year prompt: This 
option will delete employees with zero earnings in the year indicated. 

The next tab is Change Unemployment States. When this option is taken, the following screen will 
display: 

This screen will allow the Unemployment States to be changed for all selected employees for the 
Date Range specified. The final tab is Jurisdiction Maintenance. When this tab is selected, the 
following screen will display: 
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This screen allows a tedious task to be accomplished quickly. The user should 
select the Payroll item they want to add to a particular jurisdiction. For example, 
select Additions. The user should choose List in the lower left corner to display and 
move the actual payroll item code, (to add to a certain jurisdiction), into the Code 
box. GAGROS, for example. The user should then select the employees or select 
all employees. Finally, select the jurisdiction that should bE~ added, for example 
Georgia. When all these selections are made, (in any order), then select OK to 
make the chosen payroll items appear in the chosen jurisdiction. 

Repair Data 

The purpose of this option is to repair client data that is damaged in some way on 
the disk. When this option is selected, the following screen will display: 

Figure 8 • 1 The "repair data" utility entry screen. 

To repair data, highlight a client clicking on it. Clients are indicated by the letter 0 
followed by the client number and then followed by a period and MOB. Thus, client 
61 would be 0061.MOB. You should also click on Repair Data Structure. You 
should leave the Access XP button marked regardless of whether or not you are 
using XP or you are using an earlier operating system like .2000 or 98. Once the 
client is highlighted, click on Repair and the system will attBmpt to repair the data. 
If it cannot be repaired with this option, contact technical SliPPOrt personnel. 
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Initial Balance Adjustments 

This is an option that allows the correction of initial balance data that was entered 
in error for various reasons. This option should only be used at the direction of 
technical support personnel. 

System Information 

This option will activate the System Information status screen that is normally 
displayed in the lower right hand corner of the client write up system. To do this, 
you just select this option and the system information screen will appear. (If the 
system information status screen is already displayed when you select this option, 
then this option will have no effect as it will leave that screen displayed as it was.) 

System Utilities 

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

Repair System Data 

The first sub-option is Repair System Data. This option can be very helpful in 
repairing the system data that might somehow get damaged. The system data 
consists of a file named system. mdb and it contains your user preference items 
such as how you want financial statements formatted, etc. When the option is 
selected, all you have to do to run the repair utility is click on the OK button. 

Copy System Data 

This sub-option allows the copying of the system data from the application 
directory to the default data directory vice versa. It also allows the copying of 
system information from the workstation to the file server. 
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Process System Data Update 

When an update to the P.C. Software Client Write Up System is loaded, it will 
normally also update the system data as needed. In some circumstances, this will 
not occur. If this happens, this sub-option will cause the system data to be 
updated. To activate it, all you have to do is select the sub-option. 

Print out of Period Transactions 

This option will print out-of-period transactions. What is an "out-of-period 
transaction?" An "out-of-period transaction" is any transaction that has been 
entered since the current period has been selected that is not dated in the current 
period. In other words, if you enter a transaction for February of last year while you 
are in June of this year, the February of last year transaction would be considered 
an "out-of-period transaction." If transactions from other pE~riods are transferred in 
using DOS or Windows Computer Checkbook or DOS payables or DOS payroll, 
they will not be considered "out-of-period transactions." The purpose of this utility is 
to allow you to see what "out-of-period transactions" you have entered. 

Alternate Rebuild File List 

This option is identical to the Rebuild File List option found in the top portion of the 
Utility menu with the exception that it will indicate that errors have occurred with 
certain clients so that they can be individually examined and corrected. It is only 
needed if there are problems with the normal Rebuild File List option. 

Tax Form Count Utility 

This option will count the numbers of W2 and 1099 individuals for all clients in the 
system as an aid to forms ordering. 

Refresh Demo Data 

This option will restore the sample clients that are providecl with the system to their 
original state. This is helpful if practice transactions have been made to the demo 
data or the demo data was used for other practice exercises and now some one 
else wants to use it as it was originally. 
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Chapter 9 
The Window Pull-Down Menu 

The Window pull-down menu shows you a list of all open screens. If you activate this pull
down menu, you can select the window that you wish to access and that window will be 
brought to the foreground so you can work with it. (This works even if the window you 
wish to access is invisible because other windows have hidden it from view.) The list will 
usually show at least a single item entitled System Information, unless you have closed 
that window. The System Information referred to is the Stat s Box that automatically 
displays in the lower right portion of the Windows Client Write Up System. We 
recommend that you never close this window. It will always be in the background and not 
interfere with anything you are working on and it is valuable m informing you about the 
current system information 

=- Systelll IlIfo! million ~I 
---STATUS 

Transaction preparation was successful 

i~Report Date- ~ DiSK Space Free ! I I01/31/2005 I 9,388.9 MB I 
; !

I Printer; ~\Pcsaiserver\Hp laserJet 4050 Series Pel6 

I ! vers i~~~~--I 6.10 Program: I·6 .1~~1 [I - ~~~~~~~~-II 
____________________~I II 

The Help Pull-Down Menu 

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

Contents 

Practice Set Help 

Help on Help 

Tutorial 

System Overview 

Obtaining Technical Support 

PC Software Information 

About Client Write-Up 

WhatsNew? 

A brief overview of the menu options follows. They are more fully explained after the 
overview. 
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Contents: This option provides an overall Table of Contents of the system 

documentation. It also contains the Search system documentation option. 


Practice Set Help: This option provides system guidance for the Practice Set. 


Help on Help: This option instructs the user in the use of the Help system itself. 


Tutorial: This option is designed to guide a potential user of he system through 

the Practice Set. 


System Overview: This option provides a overview of thEI system's major 

features. 


Obtaining Technical Support: This option provides guidance on technical 

support. 


About Client Write Up: This option provides Information on the products that were 
used to develop the Client Write Up System. 

Contents 

When the Contents option is selected, the following screen will display with 
underlined topics. This allows the user to reference any Help option by clicking on 
it. 

../ Client Write Up ~1[QlrxlI 
Ftle Edit Bookmark Options He4J 

iHelp IopicsI B~k. I Erint I ( ' I ~> I .GlossaJY I 
T able of Contents il 

Click any subiect below to see ,elated help: 

Table of Contents: 
Overview File Menu 
Client Wlite-U~ T utolial Setu~ Menu 
.<'Ictiv-3tinq a Client Traosagtio(, Menu 

Othel Proglams Menu 
Cleating a New Client ReQolts Menu 
Set U!;! '; Ne'N Client Utilities Menu 
Status Infolmation DisQlal' l:{indow .~' Iv1 enu 
Technical S U~Olt HelQ Menu 
TooI8.'lf 
PassV'oJord Screen 

ChaIt 0; Accounts Develo~ment Data Convelsion 
Minim'.lm Function ChaIt 
H edium F unction ChaIt Tax '",/ise lntelface 
FuJI Function ChaIt 
Changing !'..n tI.ccoun t Balance IQUir~Oks InterlaceS( FI \ '... 
How Do I... 

-Tf . ( T Set UQ a t··Jew Client C. ( . ( 
.. 

[ 
P,ocess Clients with PaYloJi 
Plocess Clients without PaYIOJi 
Develo~ a ChaIt 0; Accounts 

I' 
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When Search is selected by clicking on the HELP TOPICS TAB in the upper left corner of the 
Table of Contents screen shown above, the following screen will display: 

Help Topics: CliE'nt Write-Up [l:rRJ 
Index IAnd I 

1 Type the fnt few letleIS of the word you're Iookng for. 

2 Ode the index entry you wart. and then dick Display. 

940/941 Reporl ~ 
941a 
943 Allachmenl 
Account 
Account by Account 
Accounl Level 
Accounl Number 
Account 10 Close 10 al Fiscal Year End 
Account Type 
Accounting Basis 
Add Cosl Cenlers 
Addilional GIL D escriplions 
Aflgn lexl lell 
A~gn lexlrighl 
Align TolalAssels with Tolal Liabihlies/EQu~ ies on 2Page BS 
Allernale Account Number 

This screen allows the user to find and highlight an item from the listing of topics or enter a search 
word for appropriate help: 

Practice Set Help 

When Practice Set Help is selected, the following screen will display: 

This practice sellutorial will step you through 
the normal now of setting up and prC)cesslng 
a sample clienl. 

We recommend you read Ihe following topics 
before startin!) the practice set 

~ and t~a>~(J;rtl!lg the Practlw Sel 

You should have available the source 
documents (Chart of Accounts Listing, lritilll 
Balances lind checII stubs lind deposit slip) 
included with the Demo or pages included in 
the Practice Set D()QJmentalion. 

To start the actual practice se~ dick on: 

•

HM>' 


'" This ICON will pres ent a list of all the 
step windows in the Practice Set Help_ From 
that window you can jump to any step 
window. 
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Help on Help 

When the Help on Help option is selected, the following screen will appear: 

Hdp TopIcs : Huw It' llsl' Hel!, r"? 1(8"1 

ad< a book, and then click Open, Or click another tab. such as Index, 

Prir'" Dw1cet 

Simply click on the icons to obtain general instructions on using Help: 

Tutorial 

The Tutorial option contains both a System Overview and I=>ractice Set Help 
options. It also contains a "quick" way to do the Practice Sl~t. 

System Overview 

When the System Overview option is selected, the following screen will display. 
The user may find a topic and highlight it or key in a search or "lookup" word to 
locate a topic. 

PC Software ,A,ccounbng IS an experi'enced provider of accol1llUng software for the CPAlAccOLmtanl marlrJ$laceo, OUr early IBM'" small system pmgrams 
were teaders in the field, Our DOS small systems programs were leaders in the field, and now our WIndows ~rograms are leaders in the field, To 
provide this Windows product. our sial! has tllended 20 years of marketplace el(llerlence with outstanding WinlloWS® jlfogramming expertise 

This combinahon has produced a state olthe art Clifmt Write-Up System that is fasl sophisbcated, ea!, to u and productive, 

The Client Write-Up Syslem is a totally new 32 Bit Natlvelolade Technology tlased program written Willi Visual Basic 5.0, 

If you would tike to review some of the many system features, dick on " Features Ust" which will present~u 'MIll a list offeatures and allow you to chaose 
topics of interest 10 you 

.J F,."tums List 
If you would like to step through a quick demonstration of It!e system, click on: 

.J QUick Demo 

if you would like to learn the basics of the system by actually setting up a small dient from start to finish, ick 011 the "Step-Oy-Step Pradice Set" below 

.J PractIce set 
If you would like to examine more advanced Client Write-Up features than thos·e illustrated by the Practice Set and actually perform those functions in the 
system with provided sample data. dick on.: 

.J Advanced features 

9-4 WINDOW PULL-DoWN MENU 



About Client Write-Up 

When the About Client Write Up option is selected, the following brief message will 
display: 

~ ~~:y~:~:~::,,;~::~gs~::,~~I;~~:n~::;:'~":5" '0' ~' "',"dow, 

TillS product was developed uSIng MIcrosoft Visual BasIc \'erSlon 6'O~~ I~ 
and Microsoft Access XP. I' 

~-:- ----- ~--- - ~~ 

Clicking on OK will remove it from the screen. 
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Chapter 10 

Bank Reconciliation 

Bank Reconciliation Introduction, Overview and 
General Recommended Approach 
Bank reconciliations of today are more complicated than those of years past because of the great 
increase in the number of electronic transactions. Because of this certain approaches to bank 
reconciliation seem to save time and hassle. After having worked w·th many individuals and many 
bank reconciliations, we would like to recommend some general reconciliation procedures. 

1. If you are doing the first reconciliation of a bank statement for a ew client to the Client Write
Up System, be aware that you will have to gather and enter any outstanding checks or deposits in 
transit from previous accounting periods as carry forward items. Later when all transactions are 
entered on the system, checks or deposits that do not clear will automatically show up in future 
periods as un-cleared items. 

2. The key to doing an efficient bank reconciliation is to enter detailed transactions in the Client 
Write Up System with clear reference numbers that can easily reconciled to corresponding 
detailed entries on the bank statement. Transactions should be entered in detail rather than 
summarized because summarized transactions can not be easily reconciled to individual line 
items on the bank statement. 

3. Our recommendation is to enter all physical checks (non electronic) with their corresponding 
check number. Our recommendation is to also enter all physical de osits (non electronic) with 
reference numbers that will allow them to be matched up to specific deposits on the bank 
statement. Typically, you would start with reference number 1 for t e first deposit of the month. 
If there were five checks from customers that made up the first deposit of the month, then these 
five checks would all have the reference number 1. This would ins re that the total of this deposit 
would match the total of the same deposit on the bank statement. In the same manner, the 
second deposit of the month would have the reference number of 2. If there were ten customer 
checks that made up that second deposit of the month, then they would all have the reference 
number 2. Likewise for the remainder of the physical deposits. 

4. Our recommendation is to enter all electronic disbursements such as transactions from debit 
cards as individual detailed transactions. We recommend that the first debit memo of the month 
be referenced with DM1 as its reference number. In the same manner, we recommend that the 
second debit memo would be referenced with DM2. Each additional debit memo would increase 
by 1 yielding DM1, DM2, DM3, DM4 etc. until all the individualized debit memos were entered. 
To help you do this, if you enter DM1 as a reference number in the Client Write Up System, the 
next transaction reference number will automatically default to DM2, etc. Once the individualized 
debit memos are entered, they can then be matched up with the corresponding individualized 
debit memo entries on the bank statement. Often the best way to make these debit memos into 
the Client Write Up System is to refer to the bank statement that shows them when entering them 
in the Client Write Up System. The reason for this is that most customers do not keep good 
records of these types of transactions and it is generally easier to figure them out while looking at 
the bank statement. 
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Summarizing these debit memo entries and trying to reconcile thE!m with individualized 
entries on the bank statement makes the reconciliation more complicated and makes 
things very difficult to re-reconcile especially if you have to make changes to the 
reconciliation a few months later. 

5. In the same manner, we recommend that the first credit memo of the month, such as a 
receipt of a credit card sale, be referenced with CM1 as its reference number. In the same 
manner, we recommend that the second credit memo be referenced with CM2 etc. Once 
again, we recommend individual entries rather than summarized entrIes because of the 
difficulty in reconciling summarized transactions against individual entries as they show on 
the bank statement. Note that the system will also automatically increment credit memo 
reference numbers if you use CM1 as a starting point. The next reference number would 
then automatically be CM2 etc. 

6. Entries like bank service charges can be entered as service c arges in the Client 
Write-Up System or they can be entered as debit memos. 

7. Once all the individualized entries are entered in the Client Write Up System, then we 
recommend that you check your individualized entries with the corresponding entries on 
the bank statement and indicate all cleared items by marking them cleared in the bank 
reconciliation sub system. 

8. While you are clearing items, you should note any items that do not clear for the same 
amounts, and any missing items from the Client Write Up System that appear on the bank 
statement. You should also note items that appear on the Client Write-Up System that 
have not cleared . These may be valid entries but they might also be incorrect entries or 
entries that should have been voided. Do not mark any of these kinds of items cleared. 
Instead go back into the Client Write-Up System and correct the items that cleared for a 
different amount and enter the items that were inadvertently left out i transaction entry but 
were obviously transactions since they were cleared. Double check tliat entries in the 
Client Write-Up System that were made and have not cleared are valid entries. 

9. Now go back into the bank reconciliation system and clear the corrected items and the 
previously missing items from the Client Write-Up System that appeared on the bank 
statement. 

10. Once you have cleared all the items from the bank statement, you should print the 
reconciliation worksheet and see if your total cleared debits and total cleared credits 
match the total cleared debits and credits from the bank statement. If they do not, you 
should see why and work at correcting entries or adding transactions to the Client Write 
Up System until the total cleared debits and credits on the bank reconciliation worksheet 
exactly match to the total cleared debits and credits on the bank statement. Many people 
find that it is easier to do this, if they first concentrate on the total cleared credits and get 
that number correct since that number is usually easier to reconcile. Once they have 
reconciled the total cleared credits, then they turn their attention to the total cleared debits. 
Most of the times when you get the total cleared debits and credits on the bank 
reconciliation worksheet to match the total cleared debits and credits on the bank 
statement, you will find that you are reconciled. Working towards these totals is often very 
helpful, especially in the later stages as the exact difference is often the amount of a 
particular transaction. 
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11. If the total cleared debits and credits on the bank reconciliation worksheet and the bank 
statement match, and you are still not reconciled, then the problem is almost always in the initial 
bank balance. This usually happens the first time you are reconciling a bank statement for a client 
on the Client Write-Up System and might indicate that the reconciled balance you thought was 
correct from previous reconciliations is not valid . If this is the case, you should closely investigate 
the numbers (i.e. double check all carry forwards, all outstanding checks etc., etc.) and if you are 
sure the initial balance is wrong, you can adjust it on the system as n initial balance. We have 
occasionally seen bank statements whose beginning balance for th month is not the same as the 
bank statement's ending balance from the previous month's statem nts. This was caused by 
transaction corrections, additions or deletions to the previous statement after the printing of the 
previous statement. This is worth checking. If this is the problem, then the corrections, additions 
or deletions to the previous period must be made to the Client Write-Up System and the Client 
Write Up System re-reconciled for the previous month until the ending balance matches with the 
corrected ending balance of the bank statement for the previous month. 

12. Once the bank reconciliation worksheet and/or bank reconciliation report have been 
reconciled, you should print a permanent copy for your records. These permanent copies will be 
very helpful to you, if you have to go back at some later time and reconcile the same period for 
some reason. 

13. Once you are reconciled and have printed the desired bank reconciliation reports for your 
permanent record, it is recommended that you create the carry forward file at this time. THIS 
PUTS YOU IN TOTAL CONTROL OF CREATING THE CARRY FORWARD FILE AND WILL 
AVOID ANY PROBLEMS WITH GOING BACK AND FORTH BETWEEN VARIOUS PERIODS 
AND RECREATING AN INCORRECT CARRY FORWARD FILE BY MISTAKE. This is done by 
selecting the View or Print Worksheet option from the bank reconcil ation system after you are 
completely reconciled and marking the box, "Update the Carry Forward File" and then clicking on 
the okay button. This will create the correct carry forward file. Now all you have to do is whenever 
the system asks you if you have completed the Bank Reconciliation for the previous period is to 
always answer NO. What this means is that the Carry Forward File hat you approved and created 
when you were finished with the reconciliation will remain the Carry Forward File until you create 
a new one when you are reconciled for the next month. (By the way this option may be repeated if 
it needs to be for various reasons- as long as the Carry Forward File is correct on the report just 
before you create it, you are fine. It will always create to match the current report!) 
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Set Up of the Bank Reconciliation on this 
System 

Bank reconciliation work sheets and reports for all cash accounts are avaifable 
from the system via an integrated bank reconciliation feature. In order to use this 
feature for a client, it is necessary to setup the client for bank reconciliation and to 
process the bank statements as a part of the regular monthly processing . To 
illustrate the' concept and operation of the bank reconciliation feature, The Sample 
Company, Inc. of the Practice Set as of January 31, 2006 will be setup for 
reconciliation, reconciled, and discussed in this section. (There is no need to do 
this, as reading this text should be fine, but if you want to follow along on your 
machine as you read these instructions and actually make the same entries that 
are discussed, you can do so by activating Client #950, The Sample Company, 
Inc., which is automatically shipped with the system .) Client 950 reflects the 
Sample Company, Inc that was generated in the chapter 21 practice set for January 
of 2006. It was not reconciled as part of the Practice Set. (Note if you or someone 
else has changed the data in Client 950 from its original state, you can restore it to 
its original practice set condition using the Utilities pull down menu and the refresh 
demo data sub option.) 

Initial Setup 
To setup The Sample Company, Inc. or any company for bank reconciliation it is 
first necessary to enter information on the Cash Accounts screen for any bank 
account that will be reconciled. To enter this information click on the Setup pull
down menu, Account, and then Cash Accounts. A Cash Accounts screen will 
display: 

~ Cash Accounts i-1[Q1(8:1 
CtiIlAccount: I StIt\I5: I~ 

I 

ChI< ~ritino ~ & Mrs. Override I 
Recon. Etc. I Ok-Writing Bank 0at.iJ I Check-Writing logos I Change Emp Net Ace! I NACl~ Setup I 

II 
RICI.-~ r R8COOCie this cash accoIIIII: 

~ jcurrqI oade: I :=J 
R~ journal code: II :=J I 

; 

r P- p:1IIIIg dICftlCll IO CiiIIIftII ~ 

QanoeI t!eIP Qllele r=~ I I I I~~ 
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Enter each cash account that you want to reconcile with its respecti e disbursements and receipts 
journal codes. (It is critical to note that each cash account must have unique journal codes. In 
other words if one cash account has journal codes CD1 and CR1, no other cash account can 
have the same journal codes.) The following screen shows the correct entries for the Practice Set 
cash account of 110 with a cash disbursement journal code of CO and a cash receipt's journal 
code of CR. Note that it is also very important that the journal codes that you select for a specific 
cash account must be the same journal codes that you use in transaction entry for any 
disbursements or receipts that relate to that cash account. In the pr ctice set CD was used for 
the journal code for cash disbursements and CR was used for the jou rnal code for cash receipts 
and that is why they are shown on this screen. Note that the check ox is checked to select this 
cash account as one to be reconciled. 

:; Cash Accounts ~1[Q:11xl 
CGh Account: 1uo Status: II\Vjve 

~I ~~'------------------~~----------~~~~~

Chi< ~"riI 1lIQ Name &-Mrs. Overri* I 
Recon, Elc. 1 Ctc:-WnhnQ Bantk [);ata 1 CJIee -writmg L.ogos 1Cbange Emp NeI Acel 1NACHA Setup 1 

r--------------------~~~------~--~------~ 

~ts jolJmAl ."..: leo C6hdisbwseme Is iJ 
~ts~~: ~lc-R-cu--h-T---u------------------iJ~~ . 

Qk 

If you fill out the screen as above, you will have answered all the necessary questions and the 
information for the first cash account will still be displayed. Accept the entire screen with the OK 
button. After this screen is entered and accepted for the first cash account, the same screen will 
again appear with no entered information. If there were other cash accounts, the next cash 
account would now be entered with its respective disbursements and receipts journals. Since 
there were no other cash accounts in the Practice Set, click on Close to return to the home 
screen. This is the procedure you will use to set up the system for whatever cash accounts you 
have designated for reconciliation . If new cash accounts are added that you desire to 
reconcile, they will need to be added using this option at that t ime. Our recommendation is 
not to use CD and CR as the journal codes for a company unless they only have a single cash 
account and you are pretty confident they will not add a second cash account. For all other 
companies, we recommend that you use C01 for the disbursements for the first cash account and 
CR 1 for deposits for the first cash account. The second account should be C02 and CR2, the 
third account should be C03 and CR3 etc .. Using these journal codes is logical and organized 
and will help you in the reconciliation process. 

After setting up your cash accounts, it is also necessary to set up the bank reconciliation feature 
itself. To do this, select the Transactions pull down menu, then select Bank Reconciliation, 
then Reconciliation Setup. The screen shown on the following page will display: 
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~ Bank Reconciliation Setup 	 1_ I(QI~ 

Ii"fUse~Ba'r"k"Rec'o'iicTiiaiion" F'eaiiJ"re~ 
:................... ....-.. ,...................." .....~.......................................-.........) 


Ok 
r Consolidate Direct Deposit PR Checks By Date 

Clo§e 
Reconcile Receipts Journals Using Entries To: 	 0 Cash Accounts 

@ Revenue Accounts 

Make sure that there is an OX" in the check box following "Use Bank 
Reconciliation Feature". This activates the bank reconciliation feature . Now you 
need determine how you typically make your journal entries for receipts 
transactions and mark either Cash Accounts or Revenue Accounts. Notice that the 
default is set to Revenue Accounts, and this is the correct setting for the Practice 
Set client. Revenue Accounts are preselected because, based on the entries 
made by most accounting firms, the revenue accounts will generally show the 
detailed receipt transactions on the reconciliation report, whereas a single entry to 
cash for all revenue will not. If, however, each deposit to the bank gets its own 
debit transaction to the cash account, then you should sell~ct ·Cash Accounts." 
Click the Ok button to record these settings. 

Revenue Accounts Example 
If you had typical transactions as shown in the table below for the CR entries, you 
would choose to reconcile reports using "Revenue Accounts" These CR entries 
mean that there were deposits of 25, 37,100, and 505 dollars to revenue accounts 
405,406,405, and 410 respectively. Note there was a commOIjl entry to cash 
account 105 for the total of 667 dollars. 

Jnl Code Reference Account Amount 

CD 234 605 300.00 

CD 235 634 271.43 

CD 235 681 100.00 

CD CKS 105 671.43

CR 3/1 405 25.00

CR 3/1 406 37.00

CR 3/2 405 100.00

CR 3/3 410 505.00

CR DEP 105 667.00 

Table 5-1: This table illustrates entries of receipts to 
Individual Revenue Accounts 
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Note that transactions with "DEP" or "CKS" in the reference field wi ll be ignored in bank 
reconciliation. The table on the previous page shows an example of the proper use of CKS and 
DEP in disbursement and receipts transactions. Summary entries to the cash account, 105, are 
indicated with a DEP or a CKS in the reference field. 

Notice that the summary entry for the credit to cash for the checks has a reference of "CKS." This 
means that the bank reconciliation will ignore this transaction. The summary entry for the debit to 
cash for the receipts journal (CR) has a reference of "DEP". This transaction will also be ignored, 
whereas the individual detailed transactions made to the revenue a counts will be shown. This is 
how the system works whenever you choose "Revenue Accounts" in the setup . 

Cash Accounts Example 
If you had typical transactions as shown in the table below, you would choose to reconcile reports 
using "Cash Accounts". 

Jnl Code Reference Account Amount 

CD 234 605 300.00 

CD 235 634 271.43 

CD 235 681 100.00 

CD CKS 105 671.43

CR 3/1 405 25.00

CR 3/1 406 37.00

CR 3/1 105 62.00 

CR 3/2 405 100.00

CR 3/2 105 100.00 

CR 3/3 410 505.00

CR 3/3 105 505.00 

Table 5-2: This table shows the difference In the CR Journal. 

Notice the difference in the CR journal transactions compared to how they were entered in the 
revenue accounts example. There is an entry to the cash account 105 for the deposit of each day. 
(I.e . $62 on 3/1, $100 on 3/2 and $505 on 3/3) This is an example of the appropriate way to key 
the receipts when you have chosen the "Cash Accounts" option. In this case the bank 
reconciliation will look for CR transactions to the bank account when reconciling the CR journal. 
"DEP" should never be used in the reference on the receipts journal if you have chosen the "Cash 
Accounts" option. 
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Monthly Processing 
First Task 

Adding outstanding checks on newly setup clients 
The first question that arises is, how do you get the outstanding check from last 
month into the system since this new client has never been processed on the 
system? (If the client had been processed on the computer last month, then the 
outstanding checks would automatically be carried forward to the current month.) 
To enter the outstanding checks, select the Transactions pull-down menu, then 
choose Bank Reconciliation. The following additional menu will display: 

Ledger Transactions 

Journal Entries 

Alternate GL Transaction Entry 

Payroll Transactions 

Split Transactions by Center 

Bank Reconohation • 

Debit-Credit Check 

Check an Account Balance 

Delete a Group ofTransactions 

Copy Transactions from Floppy 

Repeat Entries • 

Modify a group ofTransactions 

Trial Balance Entry 

Recondliation Setup 

Bank Recondliation 

Edit Carry Forwards 

Force Unique References 

List carry Forwards 

Reeon Adjustments 

Print Recon Adjustments 

List Cleared Items 

You should select Edit Carry Forwards to enter the outstanding check from last 
month. The following screen will display: 

~ Rpconciliation Carry rOfward Records ~IrLl !(R1 
Journal: Status: 

Amount: 

Description: 


Date: I I I 


I... 
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The outstanding checks must be entered on the screen shown below one by one. First 
select the journal code and then enter the check number, amount, description, and date. 
For this example, there is only one outstanding check from last month. It is check 3641 
written to ABC Electric for $307.22 on 12/29/05. 

Slatus, ~.-.-•• -Joum.'" ICD :3 
Chedl~ 1_' 

13()722"""""" 
o..aipticm. IABCEI.miC 

0_ 1'2I2MI~ 

'*-, -C,..,. 

Once this entry is made, select OK to accept it and then clo e to return to the home 
screen. This is the method used to enter outstanding checks or deposits in transit 
on companies that you begin processing that are not br nd-new companies. Once 
you start normal processing, any checks that you enter into he system that are not 
cleared will automatically generate a carry forward entry in the next period. 

Monthly Processing 

Second Task 


Clearing the Checks and Deposits 

~ Now enter the reconciliation system using the Icon shown to the left and choose CD as the 
I~ journal. The following screen will appear: 

., Ild"" Reconc ,h .. tton I.. IrqlL8:1 
-I - - Recon Iton Method--'-- ------ --Journal: CD DIS!) Fcr 11r. (I!Yl!f' ~~"''''lln~ ~, Toggle CII ring 

o Key Amount 
End or Period Bank Balance: I0.00 J 0 Key Ck Num >.nd Amount 

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

1_ 

Cbedr: No Amount j Oes~:c.:........__--l-Clea, red 

--=l64-:",:1t-_-.:3-:-:07:::.22t ABC EIe""'ctric;=-__-l-__ 
)644 52.00 ~Cour 

1 

3645 100,00 Jan.a !in'ih 
red lenB 

Mark AI · Cleared" 

Mart< AI "'IIot Cleared" 

Add LedgPr Transandions 
~I 

Vew Of Pml Worksheet 

Vew or Pml ~cIaIion Report
Qk .cancel cJoteI I 

GLBII.241336 Blnk Bal.671 .58 Otflerence: -t S4 t .78 
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Notice that the previously outstanding check 3641 appears on the check display. The next 
step in the reconciliation is to enter the ending bank balance from the actual bank 
statement in the End of Period Bank Balance field. In this example this amount is 
$3209.88 which reflects the actual checkbook balance of $2413.36 plus the two uncleared 
checks from this month (3654-148.32 and 3655-$660.70) minus the service charge of 
$12.50 which was not entered in the Practice Set exercise.) Enter the amount of $3209.88 
in the end of period bank balance field if you have not already done so. 

The next step is to mark the checks cleared on the bank reconciliation that actually 
cleared at the bank. For the purpose of this exercise the following table shows the checks 
that have cleared in January. 

Check Number Check Description Amount Bank Statement 

3641 ABC Electric 307.22 Cleared** 

3644 Exxon Corp 52.00 Cleared 

3645 James Smith 
I 

100.00 Cleared 
I 

3646 ABC Supplies I 14.00 Cleared 

3647 General Telephone 86.48 Cleared 

3648 Fla Power & Light 63.00 Cleared 

3649 Thomas Realty ~ 300.00 Cleared 
I 

3650 James Smith I 660.70 Cleared 

3651 Pelican Restaurant 94.00 I Cleared 

3652 Fred's Office 392.00 Cleared I 

Furniture 

3653 James Smith 250.00 Cleared 

3654 General Motors 148.32 Uncleared 
Credit 

3655 James Smith 660.70 Uncleared 
-

** Check 3641, reflects an outstanding check from December 29 of 2005 that 
cleared this month. It is not showing on the screen since it had not been 
entered into the system during the practice set, which started on January 1, 
2006. 

Table 5-3: This table shows which checks are cleared or uncleared. 

For the purpose of this exercise, assume that the single deposit for the month has 
also cleared ($4000.00, dated 1/16/06). 

There are a number of ways to mark checks cleared but the most common way is 
to use the toggle feature which is marked as a default. With the toggle feature 
active, you can position the cursor to the cleared column to the right of each check 
and click for each cleared check. This is somewhat tedious but allows you to 
check the cleared amount for each individual check and make sure it is the same 
as the transaction amount entered in the Client Write-Up system. 
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(You could also mark all checks cleared and unmark the checks that have not cleared in high 
volume situations . If you do this make sure you check the actual cle red amounts on the bank 
statement in some other way against the original transaction amoun s that were entered in the 
Client Write-Up system.) 

Now we will clear the checks. The screen shown on the bottom of p ge 10-9 should still be 
showing. If not click on the drop down arrow next the Journal Field and choose the CD journal. 
Make sure the End of the Period Bank Balance of $3209.88 is entered. Mark the checks that have 
cleared after you have done this click on the OK button. It is very important that you click on the 
OK button after you enter the End of Period Bank Balance and clear checks otherwise you 
entries will not be saved. Now click on the drop down arrow next to he Journal field again and 
choose CD. You screen should appear as below, including an upda ed difference of $3987.50. 

'f" Bank Reconciliation 1-l(QJ~1 

Journal: C.C Dish For 11 0 Cash In C.llt'lc);mg 

End or Period Bank Balllnce: 13,209.88 

Check No Amount Description 

36-41 307.22 ABC Electric 

J6.44 52.00 Exxon Corp 

3645 100.00 James Smith 

3646 
r--"-

14.00 ABC Supply 

3647 86 48 VeriZon 

3&48 63. 00 FPl 
3649 300.00 Thomas Really 

3650 660.70 Smith, James IA . 

3651 94.00 Pelican Restllurant 

3652 ! 392.00 Fred's Orfice Furniure 

Qk !;.ancel I 

Cleared ~I 

t 
X .
X --
X 

X
1---

I
X 

X 
-X 

;-----
X 

X 

X ~I 

1-'---Reconciiation Method 

I @. To gle Clearing 

1 

0 K Amount 

~ Ck NumAnd Amount 

o S ppress Cleared Items 
o S w Only Cleared tems 
@, S w An.ems 

-----.... ,-----, 
MlII"k A I "Cleared" 

Mark AI "Not Cleared" 

Add Ledger Transanctions 

View or Print Worksheet 

Vie w or Print Reconciiation Report 

GL Bal a 241l.36 Bank Bal: 6400.86 Difference: 3987.5 

The next step is to reconcile the deposits. Position the mouse pointer to the journal code box 
again and select the CR journal. The single deposit of $4000 will di play. Mark this item cleared 
using the mouse pointer. Click on OK to accept this screen. Now click on the drop down arrow 
and choose the CR journal again. The screen shown on the following page will display showing 
an updated difference of $12.50. 
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...., Bank Reconciliation G][QI[E] 

Journal: 
,-----Reconciliation Method - - - I 

@ Toggle Cleartng 
o Key Amount 

End of Period Bank BaIIInce: 13,209.88 o Key Ck Hum And Amount 

I-----=.:.;..::..::c..:.N-'-1 -"==-c.:t~Cription ClearedCheck 0I--_-'-Amoun I· 

1 4,000.001 Summary Depo"Sils for the X o Suppress Cleared Items 
o Show Only Cleared lema 

<!' Show AI ~ems 

Mark AI "Cleared" 

Mllrt All "Not Cleared" 

Add Ledger Transanctions 

View OJ Print Worksheet 

Qk ~ncel I CIo!e t5.... l ===iew=or Pri""t=Reco = = lio" = = =I ........__= V = = = = = =nciIia = Report==-I 

Gl Bat = 2413.36 BlInk Bal- 2400.&6 Difference: -125 

In this case the only deposit of $4000 showed on the screen as expected. If a 
deposit to a revenue account does not display, it means that it has DEP in the 
reference code. Only the debit to cash should have DEP in the reference code not 
the credit to the revenue accounts. If your deposits do not show, go back to the 
ledger transactions and change the reference code to something other than DEP 
which is reserved for the summary entries to cash for the month. 

Monthly Processing 
Task Three 

Entering New Transactions or Changing Incorrect 
Transactions 

The next job is to enter new transactions or change transactions that were 
incorrectly entered in the Client Write-Up system. In this case ell the transactions 
were correct and cleared for the same amounts as they were entered on the Client 
Write-Up system. If there had been transactions that cleared that were not entered 
in the Client Write-Up system or transactions that were cleared for different 
amounts then were in the Client Write-Up system, than the next step would be to 
go back to the Client Write-Up system and change and correct these transactions. 
Then you would return to the Bank Reconciliation subsystem and clear the 
previously un-entered transactions and the transactions that could not be cleared 
because their amounts were different. In this case the only missing transaction is a 
service charge for $12.50. This transaction could be entered in the Client Write-Up 
system under the CD journal and given a reference number of DM1 or some other 
appropriate reference number. 
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There is also a feature in the system that allows the special entry of service charges so 
that they will show specifically as service charges. (This feature is discussed on pages 10
16 and 10-17 of this chapter.) Also transactions like this can be entered directly from the 
bank reconciliation sub option as a convenience. In this case we will add the service 
charge in that way. Click on the Add Ledger Transactions button from the Bank 
Reconciliation screen and a screen similar to the one shown below will appear except no 
values will be in the fields. (If the add ledger transaction button is grayed out, just choose 
a journal code like CD and press Enter, this will activate the Add Ledger Transaction 
button.) 

... General Ledger Transactions 1- IfElllRl 

J o\JmaJ IJE' ~ ~~~ l 01l31/U6 ~ 

Accoijn!: 635 ~ fessiGnal Services 

Description: IBank Char,ges 

Referel'lce: Isvc Amount: 112.50 

To make the entry above, and record it specifically as a "Service Charge," first replace the 
default CD or CR journal code with a non CD or CR journal code. In this example, we are 
using JE for the adjustments journal code. To replace the CD, place the mouse cursor in 
the beginning of the Journal Code field and while pressing he left click, drag the mouse 
to the right. This will highlight the CD. Release the mouse lick. Now enter the JE and the 
CD will disappear. Enter the remainder of the screen and u. e the OK button to accept the 
information. 

Now make the credit entry for the service charge which is shown below. Then click "OK" to 
accept it. Then click on the close button for General Ledger Transactions, you will still be 
on the bank reconciliation screen . 

... General Ledger TraflSdCLions GJf5I~1 

Joumal r 
Accoullt 1110 

Descriptio!¥. IBank Ch:arges 

Reference: Isvc 

.Qk Glncel 

() te: I[t1131/06 ~ 

Amount: 1-12.SG 

lielp CI~ 
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Now click on the drop down arrow next to the Journal Field and select the CD 
journal. You will notice that the difference is now zero and you are reconciled as 
shown below: 

...~ Bank Reconciliation ~I I LlIr8:1 
Reconciilltion Method 

Journal: @ Toggle Clearing 

EIKI pf Period Bank Balance: 1 3,209.88 
r. Key Amount 

o Key Ck Hum And Amount 

Check No AtIKlIIlIt Description Cleared ~ I 
3641 307.22 AB C Electric X o Suppress Cleared Items 
3644 52.00 Exxon Corp X Co Show Only Cleared lems 

3645 100.00 James Smith X @ Show AI Items 

3646 14.DO ABC Supply X -
3647 86.48 Verizoo X "'a.11I AU "Cleared" 
3648 63.00 FPL X 

I~ : 
3649 300.00 Thomas Really X Mark AI "'Not Clellrecf' 

3650 66(1.70 Smrth, James M. X 

3651 94.00 Pelican Restaurant X 
'r-

Add Ledger Transanctions 
36S2 392.00 Fred's Office Furniture X ~ 

VieW l)f Prill Worfcsheet 

~~ 

Qk G\ncel I !:! 
View or Print Recon cialion Report 

GL Bal" 2400 .86 Blink Sal" 2400.86 Difference: D 
, ~, 

I 
I 
I 
I 
I 

Many people prefer to just enter service charges as other Debit Memos in the 
disbursements journal for the bank account they apply too. In ,that case the service 
charge entries would be cleared just like a regular check or debit memo. 

Run Reports 
At this point, you are ready to run the reports, make sure you have an active 
journal selected (either CD or CR for the Practice exercise). Click on "View or 
Print Worksheets n and print it. Then click on "View or Print Reconciliation 
Report" and print it. You may check your reports with the printed ones found at 
the end of this chapter. 

Creating the Carry Forward File 
As discussed in the Bank Reconciliation Introduction, Overview and 
Recommended Approaches section that began this chapter, it is recommended 
that you create the Carry Forward File once you are reconciled for a period and 
have printed a copy of the bank reconciliation worksheet or bank reconciliation 
report for your permanent records. To do this, select a journal and display the 
reconciliation screen. The reconciled Practice Set screen that was just completed 
is shown on the following page: 
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--

.... r Bilnk neconcil idtion GJ~lrxl 

Joumel: IS.ia - ,.'1.13#,11,••&1".1. 
End 01 Period Bank Balance: 13,209.88 

Check No Amount iDescriJtiofl IC-;ed 
3641 307.221 ABC flectric 

52.00 ' Exxon Corp 3644 
James Smlh3645 ----~1--------

14.00 ABC Supply3646 

3647 86.43 Verizon 
1----' 

3648 FPL63.00 

300.00 ThlIITIII8 Really3649 

3650 660.70 iSmith, James M. 

94.00 Pelican Restaurant 3651 

X 
X 

X 

X 

X 

X 

X 

X 
392.oo j Fred's Office Fum~ure I X3652 

Qk ~ancel I 

~I 

1;1 

~) 

·-~-·- Reconciliation Method- 

<! Toggle Clearing 

r Key Amount 
Key Ck Num An,d Amount 

C Suppress Cleared lIems 

(' Show Only Cleared terns 


(i Show AI lems 


- --..--- ----
Mark AI-Cleared" 

Mark AII · Not Cleared" 

Add Ledger T raR5andions ! 

Wew or Print Worksheet 

View or Print Reconciation Report 

GL Bal = 2400.86 Bank Bal ~ 2400.86 Difference: 0 

Now click on the View or Print Worksheet and the following screen will appear: 

.. ReulI1 View/Plinl 1~lfQlLRI 

I 

r Update CaITY FDfwlIrd File 10 
Match WorkSheet 

('\ Print 0 PDf file 

Number of CQPies£j 

Note that if the line, "Update Carry Forward File to Match Worksheet," does not appear on your 
screen for some reason, just get out of the Bank Reconciliation apr on and get back into it and 
repeat the above procedure 

Once you have the screen above and have made sure you have already printed permanent 
copies of the bank reconciliation worksheet and or the bank reconc liation report mark the box 
"Update Carry Forward File to Match Worksheet" and click on the OK button. This will create the 
exact Carry Forward File that is currently on your report. Now just remember to always answer 
any question about, "Are you finished with the Bank Reconciliation for this period?" that you 
are asked when switching reporting periods with the answer NO. T en the Carry Forward File that 
you last updated will remain the Carry Forward File in the system. his completes the hands-on 
part of this exercise on the Bank Reconciliation. The remainder of is chapter discusses various 
reconciliation topics in more detail. 
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Making Adjustments 

Now that you have just made two correct entries to reflect a bank service charge, 
and printed your reports thus finishing this exercise, we want to tell you that there 
are other entries that will work for other adjustments. By "correct" entries or 
other entries that will "work," is meant that these adjustments will be 
recognized and noted by the bank reconciliation program in the category that 
you designate them. (I.E. as specific types of adjustments such as service 
charges, bank drafts, or interest earned). 

There are some important rules about non-check and non-deposit transactions that 
must be followed in order for the bank reconciliation program to properly categorize 
them. First of all, in this system, any transaction to cash that is not a check or 
deposit falls under the general category of an adjustment. There are many kinds of 
adjustments such as service charges, bank drafts, interest earned, etc. 

Both the Reconciliation Work Sheet and the Reconciliation Report can 
categorize these adjustments for what they are if you follow the general rules 
below: 

1) All adjustments should be entered as General Ledger transactions posted to 
the cash account that they affect. Individual adjustments will only show up on the 
reconciliations of the cash accounts that they affect. 

2) All adjustments should have a journal code that is not a disbursement or receipt 
journal code for any cash account. In the example above, a journal code of JE was 
used. (If the system will not accept the journal code that you enter, you may enter 
it using the Setup pull-down menu System, and Journal Code, which allows you 
to enter new journal codes into the system). 

3) The reference field for adjustments may not be "CKS" or "DEP" which are 
reserved for summary entries. 

There are four different categories of adjustments that the reconciliation program 
will distinguish on its reports. These four categories are Bank Drafts, Interest 
Income, Service Charges, and Other Adjustments. The reconciliation program can 
categorize these adjustments by either the description or reference field that you 
enter. If you want the bank reconciliation program to recognize one of these 
adjustments as that type of adjustment, then you must enter the adjustment with 
one of the accepted codes that are shown below for either the description or 
reference field. The listings below show the description fields that will identify 
transactions into each category. It is important to note that the description fields 
must match the samples exactly to be recognized by the program. 
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Recognized Description Fields 

Bank Drafts Interest Income 

Draft Interest 
DRAFT INTEREST 
Bank Draft Interest Income 
BANK DRAFT INTEREST INCOME 

Service Charges 

Service Charge Bank Charges 
SERVICE CHARGE BANK CHARGES 
Service Charges Bank Charge 
SERVICE CHARGES BANK CHARGE 

Note that there are no descriptions listed for the category Other Adjustments. This is a 
catch-all category. If a transaction is made to the cash account and is not a disbursement, 
or a receipt or does not fall into one of the three categories shown above, than for 
purposes of the bank reconciliation program it will be placed in the category of Other 
Adjustments. The listings that follow show the reference fields that will identify 
transactions into each category. Note that the reference fields must exactly match the 
samples to be recognizable to the computer program. 

Recognized Reference Fields 
Bank Drafts Interest Income 

Draft Int 
DRAFT INT 

Service Charges 

S/CHG, S/Chg, SVCHG, Svchg, SVC 

Remember that matching entries in either the description or reference field will result in 
adjustments being placed in the above-mentioned categories. 

Now that you have entered the service charge with correct terminology in the description 
or reference number field, it will appear on the reconciliation reports. There is no need to 
mark an item that is coded this way as cleared. You may now print the reconciliation 
worksheet and reconciliation report. These reports are printed for the practice set and 
found at the end of this section. 

In this exercise, you found that you had to enter an outstanding check using the Edit 
Carry Forwards option. If you had to do this with all outstanding checks or deposits in 
transit, it would be to time consuming. You do not have to do this once you have entered 
the initial carry forwards. 

As long as you proceed forward in the expected manner, from period to period, the 
program will maintain the carry forward file for you. It will remove those carry forwards that 
have cleared, and add receipts and deposits that did not clear. 
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If Carry Forwards are Wrong 

Occasionally problems may arise when you choose to return to previous periods 
and reconcile. This makes it much more difficult for the progr~m to know what to 
do with the carry forward records, and there will be times when the carry forwards 
may not be accurate. Here is what you can do to correct the ~arry forwards if they 
are incorrect: If the problem involves just a few records, then it would be easy to 
make these changes using the Edit Carry Forwards main screen (described in 
detail on page 10-8 and 10-9, the same one you used to enter the outstanding 
check from 12/29/05). If there are many problems, it may be more efficient to use 
the screen that you can call up with the Create New Carry Forward Records 
button. This allows the system to regenerate carry forward entries for selected date 
ranges. 

To use this option, you must not have any carry forward entries left from the first 
time initial setup and processing of the client. (In other words, if you processed a 
client for the first time in June of 2006, and you had several outstanding checks 
from May of 2006, you could not use the Create Carry Forward Records option 
until those checks from May of 2006 have cleared. Since they would most likely all 
clear in June, you could use the Create New Carry Forward Feature in July if that 
were necessary.) 

Using the Create Carry ForwarCts Option 
To use the Create Carry Forward Records option to correct any incorrect carry 
forward records you should select the Transactions pull-down menu and then 
Bank Reconciliation. Choose the Edit Carry Forwards option and the following 
screen will display: 

:; Reconciliation Carry Forward Records G]IQj~1 
JtldNIl: 

Ched: Number: 

Amount: 

Desaiption: 

Date: I ; I 

~_~_cel ---'I-+ Create New Cany Fonvard Reoords 

Status: 

When you previously entered the outstanding check in the Practice Set exercise 
(check 3641), you entered the journal code, check number, amount and the 
description. You then pressed the OK button and were done. In this case, you will 
not enter anything on this screen just select the Create New Carry Forward 
Records button shown on the bottom of this screen. When you do this, the screen 
on the following page will display: 
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.:; Reconciliation Carry Forward Rpcords ~l~lrxl 
Oat.. Ra~ Fer Ca!ry FONIard Cleation 

J OUJn.81 Code 

Beginning Df Range 11 2101104 

Ending of Range I12!31104 

OK CanClOI 

This is NOT a reoommended pnIOedUle. II will remove all cany fooward records fDl' a given jouma oode and regenerate reCXlIds based 
upon what is found not cleared within the specified date range. There is a significant chenoe the your Carry Forward file will end up 
ir>a<llU'ate aOO wi ll need to be manually adjldled. 

Now you would select the Journal Code for the outstanding check from the drop list and select 
the range of dates for which there are outstanding checks. (The default is the period before the 
current period .) Do not do this now if you are processing the Practice Set data, but if you ever 
have to do this you would then select OK. If this were done, the correct outstanding checks would 
automatically be placed into the reconciliation system for this period and any incorrect Carry 
Forward entries would be eliminated. If there were deposits in trans t, you would have to select 
the journal code for the deposits and the date range again. If there were multiple cash accounts, 
you would repeat this process for each cash account. 

Other Bank Reconciliation Options 
There are some other reconciliation options that might be useful to you. To access them select 
Transactions, Bank Reconciliation and they will display. 

They are Force Unique References, List Carry Forwards, Reconcili tion Adjustments, and Print 
Reconciliation. Adjustments 
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Force Unique References 
When this option is selected, the following screen will display: 

~ Force Unique References on Transactions to Bank Account I-lfC5liKI 

Journal Code 

Beginning of Range I01/01t05 

Ending of Range I01/31105 

OK 

This option addresses a problem that may occur when you are reconciling the 
receipts journal by using debits to the cash account. In this case, it is common to 
have multiple debits to cash that have the same reference (or all debits to cash 
with the same reference). This will result in difficulties in marking these items 
cleared in the reconciliation. Running this option will force all such references to 
be unique. It will create references that start with the month of the transaction date, 
and add a sequence number after this . For example, the refer~nces for October 
would start out as such: 10/001, 10/002, 10/003, etc. 

List Carry Forwards 
This option is very straight forward, it allows you to view or print the Carry Forward 
Tra nsactions. 
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Reconciliation Adjustments 

This option is not a necessary option, but you might want to use it. The purpose of this option is to 
notify a client what corrections you made to reconcile their bank statement. All this option does is 
allows you to professionally notify the client what you did to reconcile their bank statement. For 
example suppose your client said that their bank balance was $5000.00, and you found that the 
client did not record a wire transfer into their account for $250.00 and did not record a service 
charge or $35.50. You would make these entries on this screen. 

:t Bank Reconciliation Check Book Adjustment G.::IIQ][RI 
Cash Account: 11H1 1iSt 

lcash in Clleckilg 

Total Amount: I 5,214.50 

Qk Delete Qne reeD rd CIo!e 

Qelete aM records 

After you review your entries click OK to save them. Then go to Pri t Reconciliation Adjustments 
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Print Reconciliation AdjustmeRts 
When you take this option you will get a screen that asks for the cash account and the 
statement date. Enter them and chose to print the report. For the sample data entered, on the 
previous page, the report would appear as follows: 

The Sample Company, Inc. 

Bank Reconciliation Transm ittal 
Account: 110 Cash in Checking 

statement Date: 01/31/06 

~I 

January 31 , 2006 Client No: 100 

Checkbook Adjustment 

Balance in your records for January 31 , 2006 

Wire Transfer from ABC Company'-nol recorded 

Bank Service Charge from January 31 , 2006 

The corrected enolng balance is: 

Adjust your checkbook balance by : 

Page 1 

5,000.00 

25D.00 

-35.50 

5,214.50 

214.50 

This report is only useful if the client is trying to keep their bank balance, and has supporting 
documentation. For example if they are using the P.C. Software Computer Checkbook, it is 
easy for you to prepare it, and it is nice for them to receive it. 
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Summarized Steps for Bank Reconciliation 

1. 	 If the company has never been set up for bank reconciliation, do so by using the Setup 
pull-down menu, Accounts, and Cash Accounts. Detailed instructions for this begin 
on page 10-4 of this chapter. If there are any new cash accounts that have been added 
this period, add them using this same option. 

2. 	 If you are just beginning to process the client for the first time, see adding outstanding 
checks on newly setup clients beginning on page 10-8 of this chapter. If you are 
continuing with a client that you have processed before, the system will automatically 
generate the carry forward entries. Occasionally you might have to regenerate the 
carry forward records as described on page 10-18. 

3. 	 Enter the Bank Reconciliation screen using the Bank Reconciliation icon or the 
Transactions pull-down menu and choose Bank Reconciliation. Choose the correct 
journal, enter the bank balance from the bank statement, and mark the items that have 
cleared. Make sure the disbursements and the deposits are marked clear. You will 
have to change journal codes to do this. Accept your entries with OK, otherwise, they 
will not take. If you want other adjustments (such as service charges) to show that way 
on the reports, follow the instructions on pages 10-16 and 10-17 of this chapter. 

4. 	 Run the bank reconciliation worksheet and report to be certain that the company is 
reconciled. These reports are run from the Reconciliation screen. Repeat 
summarized steps 2-4, above until the company is recon iled and the reports are 
correct. If the reports are not coming out as they should, make sure that you have done 
the following: 

a. 	 You have correct carry forward items as per step 2. 

b. 	 You have entered the cash amount from the bank statement into the Bank 
Reconciliation screen. You have used the OK button once the items were 
marked as cleared as per step three. 

c. 	 From the Reports pull-down menu, you should select File Listings, Ledger 
Transactions, and Journal Reports. Your journ I reports must be in balance 
with the correct journal codes assigned to each transaction. 

d. 	 Your adjustment transactions must be in accordance with the rules of pages 10
16 and 10-17 of this chapter. 
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-----

-----

January 31 J 2006 
110 Cash in Checking 

Bank Reconciliation Worksheet 

---- Genera ILedger --

1,234.56 Beginning GL Balance 
4,00D.00 Cash Receipts 
2,82120 Cash Disbursements 

-12.50 Service Charges 

2,400.86 Ending GL Balance 

----- Bank -----

3,209.88 Ending Bank Stmnt Balance 

Add Outstanding Receipts 

0.00 Total Outstanding Receipts 

Less Outstanding Checks 

148.32 3654 GL GeneralMotors 
560.70 3655 PR Smith, James M. 

809.02 Tot~1 Outstanding Checks 

2,400.86 Adjusted Bank Balance 

2,319.40 Total Cleared Deb[s 
4,000.00 Total Cleared Credits 
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110 

The Sample Company, Inc. 

Bank Reconciliation Report 


January 31 , 2006 CirBnt N0: 950 Page 1 
Cash in Checking 

Bank Statement 

Bank Statement Ending Balance 3,209.88 

Outstanding Receipts 000 

Outstanding Checks -809.02 

Adjusted Bank Balance 2,400 86 

General Ledger 

Beginning GL Bank Balance 1,234.56 

Cash Receipts 4,00-0.00 

Payroll Disbursements -1 ,321.40 
Other Disbursements -1.499.80 

Total Cash Disbursements -2,82120 

Service Charges -12 50 

Ending GL Balance 2,40086 

Bank Reconciliation Report Page 1 

BANK RECONCILIATION 10-25 


http:1,234.56
http:1.499.80
http:4,00-0.00
http:3,209.88


The Sample Company, Inc. ii 
Bank Reconciliation Report 

January 31,2000 Clfent N0: 950 Page 2 
110 Cash in Checking 

.Amount Ref From Date Description 

Outstanding Receipts II 

0.00 Total Outstanding Recerpts 

Outstanding Checks 

148.32 3654 GL 01/28106 General Motors 
660.70 3655 PR 01/30/06 Smnh, James M . 
809.02 Total 0utstanding Checks 

Service Charges 

-12.50 SVC GL 01/31/06 Bank Charges 

2,319.40 Total Cleared Debits 

4,000.00 Total Cleared Credits 
I; 

Bank Reconciliation Report Page 2 

I; 
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Chapter 11 
Cost Centers 

Introduction 
The Client Write-Up System is designed to make the preparation of financial 
reports for cost centers simple in both concept and operation. Consolidated 
financial statements are available as are statements for each individual cost 
center. There is also a capability to allow a report for groupings of various cost 
centers. 

This section contains an exercise which will demonstrate and explain the basic 
concepts and operation of cost center processing. Starting with the completed 
Practice Set data for The Sample Company, Inc. (as of January 31,2006), we will 
further develop this data to produce cost center statements for the same period. (If 
you want to follow along, you can activate the compl ted Practice Set Client #100, 
if you have completed the Practice Set exercise. If you have not prepared client 
#100, you can activate Sample Client #950 which is the completed Practice Set. 
You could also just follow along by activating sample client #952 which reflects the 
Practice Set Client after completion of this exercise.) (Note if you or someone else 
has changed the data in Client 950 from its original state, you can restore it to its 
original practice set condition using the Utilities pull down menu and the refresh 
demo data sub option.) 

For the sake of this exercise, let us assume that The Sample Company Inc., has 
shown promise and that a second location is scheduled to open in February 2006. 
The owner wants to be able to evaluate the profitability of each location very 
closely. The accountant realizes that cost center accounting is desirable. 

By examining the chart of accounts for The Sample Company, Inc. (see page 
3-12), the challenge of converting the company to cost center accounting becomes 
more clear. The existing account numbers in the chart of accounts have three 
digits and have no ties or links to locations or center. In addition, all the initial 
balances and existing transactions reference the account numbers from the 
existing chart of accounts. In essence, no provisions were made for the possibility 
of a second location when the chart of accounts was initially set up. The 
accountant might well ask: 

"What is the best approach to convert this company 0 cost center accounting?" 

"Should the existing accounts be deleted and new accounts with cost centers 
keyed in?" 

"Would it be easier to just set up the client again?" 

"How should the existing initial balances and transactions be handled?" 

COST CENTERS 11-1 




Fortunately, all of these questions and concerns are quickly resolved without labor
intensive steps. With this system, the initial conversion to fTl ultiple cost centers is 
simple and understandable, as are subsequent operations like adding or deleting a 
cost center. In this section, you will learn how to guide the computer in the 
performance of all the tedious work, with a minimum of time and effort on your part. 

Converting to Cost Center Accounting 
The conversion from normal to cost center accounting consists of a three-step 
process. First, the system is switched to cost center accounting by setting a check 
box in Company Data. Next, each center is assigned a name and number. Finally, 
the chart of accounts is expanded to include accounts for each cost center. As 
part of this process, the original expense accounts are converted to consolidated 
accounts, which allow the system to produce statements for the entire company as 
well as for individual centers. 

1) The first step in converting the Sample Company, Inc. to cost center accounting 
is to specify in the company data that the company will now be using the cost 
center feature. Click on the Setup pull-down menu and select the Company option 
to display the Company File Maintenance screen. Then click on the Options tab 
to display the screen shown: 

.----Prtll ~G.t.~ . 0lIl:--

o~.~· ====~ 
Tdal BilJnOt 

JI:UrI;IIi 

r NJD arJl OII 

o SMPDF1It~"'PDFll'IeaIIIllI) 

~. 'f~'~'~'l 
: ·Eil..;1iRi······-Aitt m Gt 
I 0cUIII SIao!T 
! DM5OI5 

Notice the check box labeled Using Cost Center/Departments. If this box is 
empty, the system is configured to use non-cost-center accounting . Click on this 
box and an "x" will appear as shown on the screen above. Click OK to save the 
information and return to the Home screen. 

2) The next step is to assign a name and number to each cost center. The center 
name can be up to 31 characters in length. Center numbers can be any number 
from 10 to 98. For the purpose of this exercise, we will arbitrarily assign the 
numbers "10" and "20" to the two cost centers. 
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To enter this information, click on Setup and highlight the Cost Center 
(Department) option. Then click on Cost Center to display the Cost Center 
Maintenance screen, shown as follows: 

:s Cost Center Maintenance G][Ql~ 
I 

Cost Center Number: (10 1ist I s atus: IN.W~ 
Cost Center Name: IFirst Locationl 

Cents Suppression T Payroll Overrides 1I C_ Su,,,esslon "";.stment Attoonl 

.!!alance Sheet Account: I List I 
I 

I Qk I 9tncel I !:ielp I Print Centers I Qelete I C~ I 
This screen allows you to enter the cost center name and number for each center 
that you want to establish. Enter the first center name and number as shown 
above, and click on OK to save the information. Enter the information for the 
second location (center 20), using the same technique. Click OK to save the 
information for the second location and then click close to return to the home 
screen. (Note: The fields for Cents Suppression Adjustment Accounts are used in 
situations where whole dollar financial statements are desired. In such cases, the 
accounts entered here would provide a means to keep track of rounded amounts 
so that there would be no discrepancies in totaling the columns. In this exercise, 
simply leave these fields blank.) 

3) The final step in the conversion to cost center ac ounting is to expand the chart 
of accounts for the new centers. The system has specially-designed options to 
allow you to do this quickly and easily; the same applies to the removal of the chart 
of accounts for certain centers when cost centers ar deleted, i.e. when stores are 
sold etc. 

The system identifies an account as belonging to a cost center if an established 
center number has been appended to the base account number. For example, in 
the chart of accounts on page 3-12, the base account number for rent expenses is 
account 620. To keep track of rent expenses for two locations, we need to 
establish two additional expense accounts for rent, one for each center. In this 
exercise, when the chart of accounts is expanded, the two new rent accounts will 
be 620.10 and 620.20. Also, the base account wi" be converted to a consolidated 
account to allow production of consolidated statements for the entire company. 
The consolidated account is not a real account. It just tells the system to total 
620.10 and 620.20 for the purpose of producing a consolidated statement. 
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The only user action that is required is to tell the computer which base accounts 
need to have the center numbers appended; the computer does the tedious work 
of duplicating accounts for the new centers, appending the center numbers, and 
modifying the base accounts for proper consolidation. 

To actually expand the chart of accounts, click Setup on the main menu bar. 
Highlight the Cost Center (Department) option , then highlight Expand/Shrink 
Chart for Cost Center. Click on Add Cost Centers to display the screen shown 
as follows: 

~ Add Cost Cent('r s 

Account Range 


Beginning Account~ 
 ~ 
Ending Account1 ~ 

Model Cost Center (Optional): I 
Transfer Orphaned Balances and I 

Transactions to: 

I 
Ok ~ancef Help

I I I 
I 

[~I~lrxl 

Cost Centers to Add--

Ilnl l l l 
Ilnllll 

Il rr l l l 
II~III 
IIIIII 

~ II 

1 

CIo~eI I 
J 

There are three separate sections on this screen. Each section is discussed with 
specific reference to the conversion of The Sample Company to cost center 
accounting. 

Account Range: These fields allow you to enter a range of accounts to be 
converted to cost center accounts. For example, suppose you want to evaluate the 
two individual locations separately via separate income statements, but only want a 
single balance sheet for the entire company. (This example reflects the most 
common case. A single balance sheet for the entity but separate income 
statements for location or profit centers.) To do this, expand ONLY the income and 
expense accounts for cost center accounting; enter 400 (the first sales account) as 
the beginning account and enter 650 (the last expense account) as the ending 
account. The model cost center should be left blank since you are not adding a 
new cost center with the same basic accounts as in those of an existing "model" 
center. Center 10 should be entered in the Transfer Orphaned Balances box. 
This means that the initial balances in the Practice Set for the income and expense 
accounts will be transferred to the center 10 cost center accounts and that the 
income and expense account transactions for the Practice Set will be converted to 
the new income and expense accounts for center 10. The final entries for this 
screen are the cost center numbers to be created. Enter 10 and 20 only as the two 
centers desired. The correctly entered screen to convert the P actice Set data will 
display 
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Accept these entries using the OK button. The system will process this and then return to the 
home screen . When you view or print the Chart of Accounts (REPORTS, FILE LISTINGS CHART 
OF ACCOUNTS) and select standard list, the new chart of accounts will display as follows: 

Assets 100 1 1 

Current Assets 105 2 1 


Cash in Checking 110 5 1 

Cash In Savings 12{) 5 1 


Accounts Receivable 130 5 1 

Prepaid Expense 140 5 1 


Fixed Assets 150 2 1 

Automobile 16{) 5 1 


Computer 18-0 5 1 

Furniture 190 5 1 


Less: Accum. Depreciation 195 5 1 

Liabil~ies 200 1 2 


Accounts Payable 220 5 2 

Fecieral WIH Payable 222 5 2 


FICA, Tax Payable 223 5 2 

Notes Payable 23{) 5 2 


Equity 300 1 3 

Capital Stock 310 5 3 


Retained Earnings 315 5 3 

Profit and Loss 320 5 3 


Income 400 1 4 

Sales 440.10 5 4 

Sal es 440.20 5 4 


Sales Returns 445.10 5 4 

Sales Returns 445.20 5 4 


Ex penses 450 1 6 

Sales Commission 460.10 5 6 

Sales Commission 450.20 5 6 


Salaries 465.10 5 6 

Salaries 465.20 5 6 


Travel 600.10 5 6 

Travel &00.2{) 5 6 


Insurance 5{)510 5 6 

Insurance 505.20 5 6 


Taxes 610 .10 5 6 

Taxes 610.20 5 6 


Depreciation 515.10 5 5 

Depreciation 615.20 5 6 


Office Rent 620.10 5 6 

Office Rent 620.20 5 6 


Postage/Shipping 625.10 5 6 

Postage/Shipping 625.20 5 6 


Office Supplies 630.10 5 6 

Office Suoolies 630.20 5 6 


Professional Serv ices 635.10 5 6 

Professional Services 635.20 5 6 


Telephone Expense 640.10 5 6 

Telephone Expense 640.20 5 5 


Utiliites Expense 650.10 5 6 

Utilntes Expense 650.20 5 6 


Total Post able Accounts: 19,149.20 

Total All Accounts: 2{),854.20 
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Notice that the original accounts are now consolidated accounts and that two new 
income and expense accounts have been added for each original income and 
expense account. (The consolidated accounts are not "postable" and only provide 
a mechanism to allow a consolidated statement to be produced.) The balances for 
the original accounts are now all transferred to the new accounts for cost center 10 
and the existing transactions are also corrected to reflect the new account 
numbers. Income and expense accounts have been added for each original 
income and expense account. (The consolidated accounts are not "postable" and 
only provide a mechanism to allow a consolidated statement to be produced.) The 
balances for the original accounts are now all transferred to the new accounts for 
cost center 10 and the existing transactions are also corrected to reflect the new 
account numbers. 

The Sample Company, Inc. is now a cost center client. Locations' one and two will 
each produce separate income statements when their respective transactions are 
entered to centers 10 and 20 respectively. In addition, the "consolidated" accounts 
which are not really accounts but are only entered for formatting will produce a 
consolidated financial statement for both locations. The accountant has provided 
the correct accounting solution and the client will be able to closely monitor the 
profitability of each location as he desires. 

For the purposes of checking or understanding the methodology, the adjusted 
transaction listings are shown at the end of this chapter. These transaction listings 
are obtained by selecting REPORTS, FILE LISTINGS, LEDGER 
TRANSACTIONS, and choosing ALL COST CENTERS & CONSOLIDATION. 
This completes the Cost Center exercise, but there are a few other cost center 
topics that will be covered in the next few pages. 

Pro-Rating Transactions: 

Automatically pro-rating transactions by cost center can save a significant amount 
of time. The system has the capability to automatically pro-rate transactions. 
There is an option on the TRANSACTIONS pull-down menu that allows this. The 
name of this option is "Split Transactions by Center." 

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 on pages 
11-2 to 11-4 of this chapter. 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. When this option is taken a 
screen similar to the shown on the following page will display: 
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:. Split Transactions By Cost Center ~II LlI[Rj 
Percentage Total 0.00 

Qk Qancel tl81p Clo~e 

The centers you have setup will be displayed. (Le. Centers 10,20,30 and 40). Enter the pro-ration 
percentage desired. The following screen displays a 50% split for each center: 

:I Split Transactions By Cost Center I-llQll8::1 
Percentage Total 100.00 

Qk Qancel .t:!elp 

You should enter the percentages as whole numbers (Le., 50 for 50%.) 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. 
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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 . 

Note: You might have more than one set of percentages needed for a company. 
The way you do this is 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 and enter the first set of percentages. 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 . 

Reporting on Groups Of Centers 

The system automatically provides the capability to report on individual centers or 
the consolidated entity. There is another system capability that might be helpful in 
some cases. It is the capability to report on selected groups of centers. In other 
words, say there were five centers representing five stores. The system 
automatically produces reports for each individual store and the consolidation of 
the five stores, but suppose you needed a report for one of the owners who only 
owned a part of three of the stores. You can use this capability of the system to 
produce a report for only those three stores. To do this, select SETUPI COST 
CENTER (DEPARTMENT) and then select GROUP. The following screen will 
appear: 

:a Cost Center Groups ~[Q)~ 

Group description: I ::oJ Status: 

Center Description 

Qk Qancel !::!.elp Qelete 
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Enter a group description that will be meaningful in distinguishing a report that will include a 
certain group of centers. For example, your might enter Mr. Smith's Stores for the report on the 
three stores that Mr. Smith owns or has part ownership in. Then you would enter the center 
designations for those three stores in the lower portion of the screen. Then click on OK to save 
this information. Now when you run income statements, you will also be able to run a report 
entitled, "Mr. Smith's Stores" which will only report on the three stores that you have designated. 

How to Setup Balance Sheets By Cost Center 

The most common situation is that there is only one balance sheet for an entity but different 
income statements to reflect the different cost centers. In that case center accounts should not be 
generated for any balance sheet accounts! However, sometimes th re is a requirement for 
separate balance sheets for each center. If this is the case, then there must also be cost centers 
setup in the balance sheet. They would be setup in the same way a cost centers are setup in the 
income statement, that is, in the fifth and sixth digit of the account number. If this is done, it 
should also be done with the profit and loss account and the retained earnings account. In other 
words, if there were five cost centers and the normal profit and loss account was account 320, 
then the center profit accounts might be 320.10, 320.20, 320.30, 320.40 and 320.50. In the same 
manner, the retained earnings account would have to be split into five retained earnings accounts 
by cost center. When you enter the company information profit and retained earnings account, 
you would select SETUPI COMPANYI OPTIONS and enter only the first profit centers account in 
the profit and retained earnings fields as shown below: 

Options ~ 

.-----------Equity Account Information - ---------1 
ErofitAoooUn1; 1320 ,10 ~ 

Print Additional GJL Desaipicn Lines On; 

r G!nel'al Ledger Tran'§8aion Li~ting
r ' Cunent Period General Ledger 

r Year-To-Date Gefle{al Ledger 

r Wodcing Trial Balance 

r Journal~ 

r Auto Cents On 

Retained Earningll Aooouni; 1315,1 0 

r !!sing Auto-lnventOf)t 

r Using Corporate Tax Calw lion 
IXflbir;Q'~"&;:~t~,:~~]
r'Exclude AR1 and AR2 on 'I TO ~'L 
r Double Space Trial Balance 

r Using DiviSOlS 

r Manually Save PDF file (DissbleAu1o PDF Location) 

Qlnoel tlel,p CI~ 
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If you are doing balance sheet center statements and you also wish to produce 
whole dollar statements (cent suppression), then you also have to provide a 
balance sheet account for the placement of any rounding error. This is done by 
selecting, SETUP! REPORTING! STATEMENT! GENERAL and choosing the 
SUPPRESSION tab. The following screen will appear: 

Cents SuppteSlion 

~A"""'~"l"" 
Balance Sheet I 

Roundilg 

til:None 

p Whole 0011815 

O liundnlds 

~ . 

I 

~ncel 

~ I 

.-------------~--------------J 

o Level One Zero TDtais an. Consolidated Statemen.ts 

o lI!Yel One Zero Tota~ Center Sialemenls 

~ Zero Balance Accounts 

o Percentages 

I 
Print 0 nly 00 r Amount For 

C Total Assets 0 Total Liabililies and ~uily 

I 

I 0 Pert:enl · PeJ"cent'" calum heading ~p:ad 

00: Use "Pet" wilen 'Percent dou IlOl frt 

You should enter the balance sheet account that you wish to reflect any cent 
suppression adjustment in the upper left hand portion of this SCreen. 

How to Setup Payroll Overrides by Cost Center 

Suppose you have employees that frequently work in different cost centers and 
you want to record their expenses and even their company liabilities by cost center. 
You should set up their most frequent cost center in the their standard check using 
SETUP! PAYROLU EMPLOYEE VENDOR and choose the STANDARD CHECK 
radio button once you have brought up the employee. When you want to change a 
payroll check to a different center for some paychecks, just put the center number 
in on that payroll transaction into the CENTER NUMBER field. This will change all 
the accounts to the new center for this paycheck. 
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Chapter 12 
Statement Setup and Formatting 

The Basics 

This system is designed to automatically produce a wide array of financial 
statements as a product of setting up a straightforward chart of accounts. The 
system automatically does this by producing financia reports based on heading 
and posting accounts that the user sets up in the chart of accounts. The major 
benefit of this approach is speed, ease-of-use, and accuracy. An additional benefit 
of this methodology is that when new posting accounts are added at a later time, 
they are automatically included in the financial state ents. 

What are "heading and posting accounts? A heading account is only used to 
produce a heading and a total on the financial statements. A heading account is 
not a real account in that it will never have a balance and in that it may never have 
a transaction assigned to it. A posting account is a real account, which means that 
it actually has an initial balance and that transactions are assigned to it. The details 
on how to place heading and posting accounts into the chart of accounts are 
discussed in the following paragraphs. 

Heading accounts cause the posting accounts that follow them numerically to be 
grouped with the particular heading associated with that heading account. Thus the 
asset heading account must be followed in numerical order by all the asset posting 
accounts. The system also uses these heading accounts to indicate how and when 
to total the posting accounts on the financial statements. As previously mentioned, 
a heading account is an account that is only used for a heading on the financial 
statements and it will never have any associated balances. A heading account 
must have a level of 1,2,3 or 4 in this system. As previously mentioned, a posting 
account is a real account which means that it actually has an initial balance and 
that transactions are written to it. A posting account must have a level 5 in this 
system. Most companies will only require level 1 and level 2 heading accounts. 
Level 1 heading accounts are main headings of the fi ancial statements. The 
standard level 1 heading accounts are: 

Account Level 

Assets 

Liabilities 

Equity 

Income 

Cost of Goods Sold 

Expenses 

Other Income 
-

Level 

1 

1 

1 

1 

1 

1 

1 
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Account Level Level 

Other Expenses 1 

Provision for Taxes 1 

Table 12-1: Standard level 1 heading accounts. 

The names given to these heading accounts in the chart of accounts will be the 
same names that are used on the financial statements. Thus for the equity section, 
one would usually have a heading account of say Owner's Equity or Stockholder's 
Equity instead of just Equity. If certain classes of headings are not used on the 
financial statements of a particular company, then that heading is left out. For 
example, in the Practice Set, the only Level 1 heading accounts that are used are: 

Account Level 
, 

Assets 1 

Liabilities 1 

Equity 1 

Income 1 

Expenses 1 

Table 12-2: Practice Set Level 1 heading accounts. 

If there are further breakdowns within a Level 1 heading, then Level 2 headings are 
used in addition to the Level 1 headings. For example, you may have Current 
Liabilities and Long Term Liabilities within Liabilities. In this case, you would have 
two additional heading accounts. They would be Current Liabilities with a Level 2 
and Long Term Liabilities with a Level 2. The current liabilities Level 2 heading 
account would follow the Liabilities Level 1 heading account and be followed itself 
by all the current liabilities posting accounts. The long term liabilities Level 2 
heading account would follow the current liabilities posting accounts and precede 
the long term liabilities posting accounts. 

To summarize, the appropriate posting accounts must be grouped under the 
appropriate heading. For example, all assets must follow the Level 1 assets 
heading account and must not come after the Level 1 liability heading account. All 
posting accounts will print in the section that they are located (by account number) 
in the chart of accounts. For example, if Cash in Bank is number 110 and Accounts 
Receivable is number 115 then Accounts Receivable will follow Cash in Bank in 
the asset section of the balance sheet. The Practice Set chart of accounts 
illustrates this principle. A section of the Practice Set chart of accounts follows with 
heading accounts shown in bold print. Note that heading accounts and posting 
accounts are positioned by their account numbers. 
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Account Name level 

100 Assets 1 

105 Current Assets 2 

110 Cash in Checking 5 

120 Cash in Saving 5 
-

130 Accounts 
Receivable 

5 

140 Prepaid 
Expenses 

5 

150 Fixed Assets 2 

160 Automobile 5 

170 Accum. 
Depreciation 

5 

180 Computer 5 

190 Furniture 5 
-

200 Liabilities 1 

Table 12-3: Heading accounts are shown In bold pnnt. 

It is also possible to group the balances of related accounts into one balance. For 
example, if you wanted to total cash in checking and cash in saving as one line on 
the balance sheet and call it Cash, you can setup wh t is called a consolidated 
account. This type of account is a special purpose at count that does not have a 
balance of its own. It will immediately precede the accounts that it will total and 
indicates the last account it will include. To illustrate, using the Practice Set 
accounts above, a consolidated cash account of 109 could be setup as follows: 
(Consolidated accounts are also level 5 accounts since a balance appears next to 
them on the financial statements. Consolidated acco nts, however, do not have an 
initial balance nor may transactions be made to them). 

Account 
No. 

Name Level Consolidation To 

109 Cash 5 120 

110 Cash in 5 
Checking 

120 Cashin 5 
Saving 

Table 12-4: A consolidated cash account of 109 set up. 

Notice that it must have a Consolidation To account which indicates the last 
account that will be included in its totaling 
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In this illustration, Cash would appear as a line on the balance sheet and would 
have a balance equal to the total of the balance of Cash in Checking and Cash in 
Saving. The individual accounts would not appear on the balance sheet but they 
would appear in the trial balance and general ledger as individual line numbers 
with their own balances. All transactions for Cash would be either to account 
number 110, Cash in Checking or account number 120, Cash in Saving. No 
transactions would ever be made to account number 109 since it is the 
"consolidated account. There is one more item that must be entered in the chart of 
accounts for proper formatting to occur. Each account must be assigned a type. 
The type of account is straightforward. Account types are based on the following 
rules: 

Accounts that are: Have this type: 

Assets 1 

Liabilities 2 

Equities 3 

Incomes 4 

Cost of Goods Sold 5 

Expenses 6 

Other Incomes 7 

Other Expenses 8 

Provisions for Taxes 9 

Table 12-5: This table shows accounts types. 

Account numbers, names, levels, types and consolidating accounts, are all entered 
on the main Chart of Accounts entry screen shown below: 

~ [!lnrl of ACt ounts Mallllen<lncl' 1- iioifX"1 

Aax>untMumbef: r-~ 	 Status; I --T I~ 
,-------:LJI~ 


Main I~F"""at] Mi_lIaneous] Iaxlntwfaat] 	 Jjetp I 
Qelele I 

Oesaiplion: -IT I 
___________~IIII~ frint 

I Cl,. I 
T~' I 

Change ADa. I 
Conool idalion To: 'I 

Combine AacI I 

I 	 L.lC8MDeots I 
wc- o..a. I 

I 	
! I 

It!otxI ADa. 

II 

!I :i 
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Note that type is entered by entering the first letter of the appropriate type such as 
A for assets, L for liabilities, etc. In most cases, level and type automatically 
duplicate the previous entry. In cases where they do not, they will be set to the 
most likely entry, (i.e., the first account of any type that is entered will be 
designated a Level 1 account). To summarize, the u er may follow simple rules in 
the entry of the chart of accounts and this will automatically format a wide array of 
financial statements. 

Multiple Line Description 

If you wish to have multiple lines of description for an account in the chart of 
accounts when it prints on the financial statements (i.e a capital account), you may 
accomplish this in chart of accounts entry in the description field . As you are 
entering the description for a particular account, decide where you would like one 
line to end and another to begin. At that point, hold down the shift key and the 6 
key on the regular keyboard. This will produce the A ymbol in your description. 
This tells the system to start a new line when financials are being printed. (Note 
that if you return to this account in chart of accounts entry, you will no longer see 
the A symbol that you entered. It will have been replaced by a symbol that looks 
like two empty picture frames side by side. That is the machine code for beginning 
a new line. This machine code may be deleted if different spacing is desired and 
the A symbol may be used to mark the new spacing that you desire. 

Important note for new users 

The rest of this chapter covers an array of Setup and Report Formatting Topics 
most of which not usually used by most accounting firms. They are included in this 
chapter because occasionally they are, however the sections that almost all 
accounting firms will use are shown below. If you are a new user, you should read 
these sections before you attempt to change the "look" of your financial 
statements. 

1) The Introduction to advanced Statement formatting which is the first paragraph 
on page 12-6. 

2) STATEMENT OPTIONS are discussed from page 12-9 to page 12-12. The 
statement options provide you with ways to handle many common statement 
situations. 

3) COLUMN WIDTH AND FONT AND THE RELATED TOPICS-FONT AND 
AUTOMATIC TOTALS are discussed from page 12-25 to page 12- 28. These 
options are heavily used to change the "look of your tatements. 
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More Advanced Statement Formatting 

The first five pages of this chapter explain that if you include your heading and 
posting accounts in your chart of accounts, the system will automatically generate 
financial statements without any further effort. As the Practice Set illustrates, this 
capability is easy-to-use, fast and accurate. However, sometimes you might wish to 
further format and enhance your financial statements. This advanced formatting is 
accomplished by answering questions or choosing alternative options to the 
financial statements that have been automatically produced. The following sections 
will discuss these advanced capabilities and provide instructions on how to 
implement them . 

Individual Account Options 

The first set of advanced capabilities are related to individual accounts. These 
options are not commonly used and you may wish to skip this discussion if you are 
setting up your clients for the first time and proceed to STATEMENT OPTIONS on 
page 12.9. If you desire to use individual Account Options they are accessed by 
tabs from the Account screen. Select Setup from the pull-down menu, Account, 
Chart of Accounts, and the tab for Report Format and the screen will display: 

~ Chart of Accounts Maintl?nance ~[gJ[~] 

Status:Account~ I ~I--------------------------------------------~~----~I ~I 

Main !!e~ Format I~isoellaneou~ 1 lax Interlace I 
OW~y~.~·~.!~~] r Print BlaN: Line Before o ~es:s Un6erIirM! r Suppr_ Printing {Statemen 

o Force UJMieI'Iine Afu!f r Suppress Printing (Consolidated Sd'led) 

C Foree Nft< Page on Statements r Suppr_ PrinUng (Cost Cen:ter SchI!d) 

o Force New Page on Schedules r Print Percen~es Only 

o Suppress Headings (Levels 1-4 Only) 0 Revene Bradeting (Statemen. ) 

C Suppress Subtotals [LeIl'els 1-4 Only) 0 Revene Bracketing (ScnedLII 

o SLJPP"!5S the Word ·Total~ on the Total Line (Levels 1-4 Only) 

o Genera1e Statement Subtotals (Level 2 Only. Types 4 and Abow! Only) 

o Foroe InMnl 0 [}.o Not Imlent 

D. 00 Not Add To Totals 

Sch.edule Heading: I 
Subtotal DesD'iption: Ir--------------~---

tletp 

Qelete 

frint 

Combine Aa::t 

~Aa::t. 

This screen provides format choices with a series of check boxes. If a check box 
is checked for an active account, 
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If you want an account that was not underlined automatically on the financial 
statements (by the standard formatting discussed in Basics in the previous section) 
to be underlined, then check the box labeled Force Underline and it will be 
underlined on all financial statements until you remove the check. If you want an 
account (or a subtotal generated by that account) to not be underlined that is 
currently underlined by the standard formatting, then you would check the box 
labeled, Suppress Underline. If checked, the Force New Page on Statement box 
will place this account on the next page for all financial statements (except 
Schedules) on which it appears . If the Force New Page on Schedules box is 
checked this account will be placed on the next page of financial schedules (not 
statements). 

The 'Suppress Headings and Subtotals for Level 1-4 accounts only suppresses the 
printing of the heading or the subtotal that is associa ed with the heading or 
subtotal of the active account. You may also suppress the printing of the word total 
but allow the remainder of the subtotal by checking the box labeled, Suppress the 
word total for on the total line. (Levels 1-4 only). 

The next check box labeled, Generate Statement Subtotals (Level 2 Only, Type 4 
and above Only) is not as straightforward in function as the previous check boxes. 
First of all, this box refers only to Income Statements since it only takes effect on 
types 4 and above. (Income and Expense accounts) Second, this box only refers to 
Level 2 totals. Checking this box accomplishes the printing of an extra Level 2 
total. This Level 2 total differs from a normal Level 2 otal in that it is a running 
total. In other words, it will be a running total printed at Level 2 time that includes 
the running totals of income and expense to that point. 

The next check box labeled, Print a blank line before will cause a blank line to print 
before the active account. The next three check boxes labeled Suppress printing 
for statements, consolidated statements and schedules allows you to selectively 
not print a particular account on a particular report. 

The next check box labeled, Print Percentages Only s used to primarily produce a 
Collection Percentage type of statement that is typically used for medical practices. 

The last two check boxes labeled, Reverse Bracketing, for statements and 
schedules will cause the amounts for a particular account to be reverse bracketed 
on the reports . There is also a capability to enter a description for a subtotal on the 
bottom of this screen. If the account that is active generates a subtotal (i.e a Level 
1 thru 4 account), then the subtotal you enter here will override the subtotal name 
generated by the system. 
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The second set of formatting capabilities are also related to accounts. They are 
accessed by selecting the Miscellaneous tab from the account screen. (Setup pull
down menu, Account, Chart of Accounts, Miscellaneou Tab). When the 
Miscellaneous tab is selected, the following screen will display: 

=Chart of Accounts IAaintenance G][QILRI 

Acoount Murnbe: I Status 

~in I !!ePOO Fonnat !!!iscellaneousl lax Interlace I !jelp 

Allef'nate Account NUfTlbef": \1 
Qelete 

Allef'nate Account Desc: I Erin! 

Account to Close to at Fiscal Year Er:1d: 1 ClO!I! 

Flexible Report to 1..---
:----===--Divisor Name (Consolidated Stmntsj I 

List Change Acct 1# 

CombineAod 
Divisor Name {Cost Cenler Stmms) '-1--------~-

Divisor Name (Schedules) I 
Divisor Name (For Amount Columns) ~I---------

t:fext Acct. 

The first two fields refer to an Alternate Account Number and ~n Alternate Account 
Description. Alternate account numbers are used to consolidate the balances of 
different accounts into the same line item. The alternate description is used instead 
of the normal description setup for the account. The functions of both of these 
fields are discussed in detail at the end of chapter 5, Setup Menu beginning on 
page 5-42. 

The next field is the Account to Close to at Fiscal Year End. The most common use 
for this field it to allow a partners draw account to be closed to a capital account at 
year end. By entering an equity account number here, the system will close this 
account's balance to the requested equity account. 

The next four fields refer to Divisors. Divisors are used with a variety of options 
such as cost of sales schedules and automatic inventory and are explained starting 
on page 5-21 in conjunction with their use in cost of sales schedules. 
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There are four special function buttons on this screen. The first button is Change Acct. #. 
This button allows the current account number to be changed to a different account 
number. All associated historical balances for the original account will also be changed to 
the new account. The second button allows you to combine accounts. For example you 
could combine accounts number 180 and 190 into account 180. This means that all 
balances and historical transactions for account number 190 would then be in account 
number 180. To do this first call up the account you want to keep (in this case 180) and 
then click on combine account. Enter the account that you went to combine with account 
number 180 into the COMBINE ACCOUNT NUMBER field, In this case 190). Then click 
okay, account number 190 will no longer exist and its balan es and transactions will now 
be changed to account number 180. The third button is LlCase Description. This button 
will change a Chart of Accounts that has been entered in all capital letters to one that is in 
upper and lowercase letters. The fourth button is U case de cription; this button will 
change a chart of accounts that is in upper and lower case I tters to a chart of accounts of 
all upper case letters. 

The Tax Interface Tab allows you to enter Tax Interface Codes provided by your tax 
program. The tax program may require a coordinating code between accounts in the Chart 
of Accounts and their program. This allows a specific interface between the tax program 
and the Client Write Up System. This coordinating technique used to be common in the 
past, but today most tax programs accept a generic tax interface written to an ASCII file. 
This option is discussed in the File pull-down section on page 4-9. 

Statement Options 

The next set of capabilities for formatting is related to the sta ements themselves. They 
will be discussed as they occur on the Setup pull-down menu. From the Setup pull-down 
menu select Reporting and the following menu will display: 

Statement 

Cost Center (Department) ~ 

Reporting ~ 

Font 

Automatic Inventory Automatic otal Description 

Corporate Tax Table Disclaimer L tter 

Automatic General Ledger Transaction Cash Flow 

Cost of Sal~s Schedule 
System 

Report Gro...lp 

Printer Footnote 

Divisor 

Setup Graphs 

Accounting Basis 

~Date 

~Account 

Company 

Payroll ~ 
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The options under the Reporting window include three that are very important in formatting 
financial statements. They are Statement, Font, and Automatic Total Description. These 
options provide additional flexibility in formatting statements. Each of these has sub
options focusing on particular requirements. If Statement is selected, the following sub
options will be shown: 

Date 

Account 

Company 

Payroll 

Repo.bng ~ 

Cost Cenber (Department) 

Automatic Invenbory 

Corporate Tax Table 

AUbomatic General Ledger Transaction 

Sysb!'m 

Stdtement • 

Font 

Aubomabc Total Description 

Disdaimer Leiber 

Cash Flow 

Cost of Sales Schedule 

Report Group 

Footnote 

Divisor 

Setup Graphs 

Accounting Basis 

General 

Custom Stl\!:emerIt 

Cash Flo..... 

Column width <WId Font 

Statement TitJe 

Retained Earnings 

Break Ellen Statement 

Flexible RtpOrt SebJp 

Flexible R~t Names 

Ust Flexible Report Specs 

If General is selected, the following screen will display: 

P_Layout 

Spacl>g AI\er5WemMti 
Ollie (1-7)~ /1~ 

I n Use Page NumberinO 

Reset to Paoe N\Id)er~ 

CurrentPage~~ 

I 
f 

r 


n 1 CQI BalDnce Sheet C 3 Col Blliance Sheet 

C New ~ lnaHne ~ Schedules 

IJ CenterSla_t ConooIiclati<>n5 

C PrinlAccount ~ wlth Oeoaiphon on Slaiemem. 

C T...,..p_ Balance Sheet 

C Print BIa... Line _ .. S_nl Tilloa 

C Uppef-C~ inaccesble statementhead/nvs 

C Undetine Cokum Hea<mgs on sta/ISched 
o Consolld__ Aoooimfs On SdW!d,,* 

C Align Tot AMets With Tot L;.tWEq on 2_ as 

C 1M s.-t _ Una On statements 

C 00 Nol i_ T_OnS~1es 

There are four tabs on this screen . The Layout and Options tab screen is currently 
displayed. The left side of the screen allows additional spacing after the statement date. It 
also allows page numbering to be used when printing multiple financial statements using 
the Report Group option. This page numbering will number each page of financial 
statements so that the whole package will be numbered and can be presented as a 
package. The right side of the screen allows variations in financial statements. The only 
option that is not self explanatory is Upper Case Inaccessible statement headings. Upper 
Case Inaccessible statement headings really means column headings since the user can 
not directly access column headings. If this box is checked, the column headings on the 
financial statements will be capitalized. This option would be used if all the other headings 
on the financial statements are capitalized and the user also wants to capitalize the 
column headings. 
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If Consolidate Nested Accounts On Schedules is checked you can consolidate nested accounts 
on schedules. Here is an example of a Nested Consolidation : 

Account 

600 

605 

607 

608 

609 

611 

612 

613 

615 

617 

627 

Description 

Expenses 

Maintenance 
Expenses 

Spare Parts 

Oil 

Other lubricants 

Carpentry Repairs 

Lumber 

Lumber hardware 

Carpenter Labor 

Plumbing repairs 

Sand and Gravel 

I 

Consolidated 
Through 

~ 

I 

627 

I 

615 

Table 12-6: Example of a nested consolidation. 

You can see that 605 consolidates through 627. In the production 0 the normal income statement 
schedules, the 611 account would be ignored, because it attempted to start a consolidation in the 
middle of another consolidation. This would result in Lumber, Lumber Hardware, and Carpenter 
Labor all having their own line on the schedules. However, if you wanted to produce a schedule 
that showed 612, 613, and 615 all consolidated into one line with a description of Carpentry 
Repairs, then you should check this box. 
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The second tab of the General Statement Setup screen is Suppression. When this tab is 
accessed, the following screen displays: 

I o Total Assets 0 Total Lia -and EquityI. P Hundreds ••Pw""nl" column _ing ould read 

o Percent P Pet 

I!l' Use 'Pet' when 'Percenr does not litI 
I ~ ------

~ncel I__!!e!p_..J ___ -_..JCJose

The left side of this screen provides (by means of a radio button) the capability to present 
statements with whole dollars (cents suppressed) or statements rounded to hundreds of 
dollars. The right side allows zero balance accounts and zero balance totals to be 
suppressed for printing. It also provides additional miscellaneous statement formatting 
options. If rounding is selected, a balance sheet account should be selected in which the 
system may place the rounded amount (excess or shortage) when the financials are 
printed. The suppress options on the right side of the screen allow the user the ability (via 
check boxes) to suppress totals of zero of consolidated and center statements, to 
suppress zero balance accounts, and to suppress percentage columns if desired. The 
right section of the screen also allows the user to print only dollar amounts for total Assets 
and Total Liabilities and Equity which is a statement option desired by some firms. The 
final flexibility provided on this screen is to have percentage column 'headings as either 
percent or pct. 

Cenl5 Suppeosion 

~Accoonts to Adjust---I 
Balance Sheet: I J.isI I 

RoundinlJ 
00 None 


~ Whole Ooilllns 


SIIppi'e5S ---- .-.

C Level One Zero Totals 0/1 COllSOid8led Stat_nls 

C Level One Zero Totals on Center Statements 

Ii' Zero Balance Accounts 

o Percentages 

Prin! Only Oollar Arne",,! FOf 
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The third tab of the General Statement Setup screen is entitled Miscellaneous. When this tab is 
selected, the following screen appears which is used to enter the Disclaimer Message for financial 
statements. 

~======_D~_.i_~~ f_~~_ _ in.n_ci.I' __ _ ofF_ ____~~ 

T~Ma1gin 1« SIal1lnlent • . nd Scheel , iin Twip!i) 10 , Decimal PlaDll5 Peroen1agoo5,---.

I 1 ® 2 
Line spadnll I~ . talerlWnIsIsdledul_ l5e-.100) ...fault i> 85, 'rae-


I Dale-Time Stamp On Statement> r Dale-Time Stamp On Repom 


Ledgel Options
r Calculate OR,CR lor Flexible Rep:>ri5 

Left Margin For Ledger (Defalll! is 1440) ~ 

r Use Plenary Format 

Qk £ancel CIOJ!e 

There is also a capability to override top margin settings on this scre.en and a very useful option 
that allows the space between the lines on a report to be varied. For example, if you had a report 
that only had a single line on the last page, you could change the line spacing to a smaller 
number than 85 and have the report fit nicely on one less page. 

Custom Statements 

The next item is Custom Statements which are setup by selecting the Setup pull-down menu and 
then choosing Reports and Statements. Custom Statements are not commonly used. If you are 
setting up your clients for the first time you might want to proceed to page 12-25 Column Width 
and Font which is commonly used and which allows you to change the look of your financial 
statements. Then read through the top of page 12-28. If you do need to use the Custom 
Statement option, the Custom Statement/Schedules Setup screen i shown as follows: 

:0 (u,tom Sldle[flents/SchE'dute;, Setup [~: [Q'I (8J 
sr.tus: I 

r T T Iccounto 

o.'.T~: IDateTypo 

FIOld N~: I 
CQIImn __ i-j -----  n l-" 

I 
........·'_:1 
Percen' HucIe, 1;..- - -- 

r For "-,,,,"toge:r Use _ cabm to CftOOe 

I 
0.... _, 

8y_ 
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There are four tabs on the Custom Statements/Schedules Setup screen. They are 
Columns and Headings, Page Layout, Titles, and Accounts. To begin a new 
custom statement or to access an existing one, put your statement name in 
Custom Statement or access it using the drop list arrow. The status of this custom 
statement will show in the status box. 

Custom Statements work the same way as regular statements as far as the 
headings, the accounts that appear on the financial statements and the totaling 
procedures. Where the Custom Statements differ is that they allow the user to 
change what columns appear on the statement (in other words, Custom 
statements allow the user to determine left to right flexibility but not top-to-bottom 
flexibility or flexibility in totaling). The top-to-bottom lines and the totaling will 
automatically be done as per the normal statement capabilities discussed in the 
Basics section. Once you have setup a custom statement. you will get a new line 
for custom statements when you choose reports from the pull-down menu and 
select the financial statements option. 

Custom Statements are setup on a column by column basis. The Column Count is 
entered by the user to indicate how many amount columns will appear in the 
statement. When you enter a number into Column, you are setting up a new 
column or accessing a particular previously setup column. Column Count 
increases by one for each column that you select. It is important to note that the 
Column Count counts a column and its associated percentage column if there is 
one, as a single column. Once you have selected a number for Column, the focus 
will then shift to the Field Name. The field name you select will determine what 
information will print in this column. Fields are available for current and prior 
periods, YTO and prior YTO periods, budgeted amounts, variance, the two different 
accounting basis, etc etc. A full display of the available fields can be accessed with 
the drop down arrow. 
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Next enter in the Column Heading that you want and the Amount and Percent Header. (You only 
enter a percent header if you check the include percent box which you should check if this 
Column has a percentage that cost center will be in that column. The Date Type only gives the 
wording on top of the.) You may put a cost center number in Cost Center and only accounts from 
statement. (For example for the 1 month and 12 months then ended.) 

Since this is your custom statement, there are no defaults Widths and Margins. Anything that you 
do not fill in will either not print, or be illegible (for example, a statement without percentages 
could be created; in this case, you wouldn't need to enter anything in the Percentage Column 
Width field; however, if you left Percentage Column Width blank, and did require percentage 
columns, the percentages will not print). 

The second tab of the Custom Statement screen (Page Layout) is accessed by a tab on the left of 
screen called Page Layout. When this tab is selected the screen shown below will display: 

~ Lu~tOITi Stah'lll('nl~ l)c h('dul (,5 Setu~ ~1(Q1rxl 
S~:1 

Colln-RI Titles 

p. .---------WIdIiti. _
OrienOltion _._. 

Pan";'r 
Amounl c..-w_: 12000 ~T~-'-----'--."" -"" " '" ...... .... _ ..... , 
s-_ 0 1""""",5..-, Peroonl CoMnI\ WiCkb Ir.:::fi!)():;;---r 

Desorip Width, 13Wl 
Ceo WNIIII 95<>J--J";:;;1~

f' Dolor WidttI: 1350 
U Fonl sa. '-------...".,..-- 

Column 11 .00 

Accounl Hoadino I1l.00 

~ '--" . \2.00 
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Page orientation (portrait) indicates a normal page printed from top to bottom. Landscape 
orientation indicates a sideways printing of the information. Report type is either balance sheet or 
income statement. Statement or Schedule is either one or the other. The Font size must be 
selected for column headings, account headings and the individual balance lines. The widths and 
margins in twips allow you to adjust the margin, columns and description. The third tab, Title, 
allows you to enter the title for your custom report. When this tab is selected the following screen 
will display: 

,:ii (m!om S!dtf'fIlents/Schf'dulf'S S(' lup f- llolrxl 
Custom SatamMI: I .:J s_:1 

Col....... T P_l...iIyout T lt~~~) T Accounts 

r 
i I 

Tille 

I 
11 

J'I 

'-' I. 
I ~ 1. 

'" -
~ ! 

! ti 
I QK I £ I !!eIP I ~e I e.... I II ~ 1 

I ; ,I 

Enter the titles that you want to appear on your custom statements in the fields provided. The 
fourth tab allows accounts to be entered. This is only used for custom schedules. Click on the 
Accounts tab, and the following screen will display: 

,:ii Custom Stdteownts/Schedulf's Setup i-Iftj IrRl 
SUtl>S: I 

TitIKT T T 

Usl 0 1 Accounts i 
List 

Lsi 

J..!ot (10 add _ ) 

I 

If you mark the check-box titled Use List/Range of Accounts for Schedule, the accounts indicated 
on this screen will constitute a Custom Schedule. Only these accounts will be printed, and they 
will be listed in the order indicated here. 
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Cash Flow Statement 

When the option is selected for the Cash Flow Statement, (Setup, Reporting, Statement, and 
Cash Flow) the following screen will display: 

~ lash Flow Statement Setup ~I[QI[RI 
CDhflow~: I iJ ~ ~: I 

Properii... T Tobl, T Accou nts 

r Print 

r Bracket DIIbits 

r !.me is • Toqj li>e 

r Reverse s., to Total 

r Center Hulling 

r Forne Pri........... ..... zero ~ 

r Fo«oe  Page 

r Singll! Underline 1Ie'

r Double Underline After 

r Sianlc Line llel_ 

r Line is • HYdlnO 

r CenIS SuppMH. Line I<> Adjusl 

I).abla On ly 

ClecIit5 Only 

• A.II Activity 

I 

I QI< I ~ I ~ I CIo!e I 

This program is capable of producing an indirect method Cash Flow statement. The key to the 
Cash Flow statement is that it is totally pre-set and formatted. 

The Accounts tab is used to create schedules consisting of non-contiguous accounts. The result 
will be a single schedule. All the user has to do is enter the appropriate accounts per cash flow 
line. When the Accounts tab is selected, the following screen will di play: 

:. Cdsl1 Flow Sldt£'ment Setup GJIQI~I 

CDIt ElcM; Line: 

Description: 

p,~rtie. Toial.T T 

r- 
I I r Print One Acco "I Fe< Line 

I ...Ji1------------.-----------------
Rang! of AaclNnts 

SegIIiIa AccI RAnge I [E] 
EI!d"'ll Acel R.qe I cfu[ 

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

I 
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Access the Cash Flow Line with the drop list and select accounts that apply to it. 
Once all the cash flow lines and the respective accounts have been selected, 
return to the Properties tab which displays as follows: 

- llQ L I ,:Ii (ash Flow Statement Setup 1'
~sh flow LiM: iJ IDeiaiptiDn: I 

P~rtie. ToGols AI:counftI T 

r f'rlllt r Single Undedir>e Be, ..... C Debits Only 

r~t~ r Doable lJ.-b AIt@I , c..di1s Only 

r LiM is I Tol.II LiM r LineBef_ , All Activity 

r ~.- Sign to Total r LiM is • Huding 


r Center Hulling r c-ts StJppNu. Line 10 Adjust 

r Fo.O<:e f>mting even wilen ..., ~ 


r FomeNewP..,. 
 l 

I Qk !iooIP C:Io!eI ~ I I I 
r 11 

Using the right hand side of the Properties tab, access each line of the cash flow 
and verify whether only the debits, credits, or all activity for an account will be 
reflected in that line. Once the accounts have been entered with the accounts tab 
and the account activity verified with the properties tab, run the cash flow report 
from the Reports pull-down menu after selecting Statements and Schedules. The 
other options on the properties tab are pre-set. They are self explanatory and may 
be changed if desired. The other tab is the totals tab which is pre-set also and 
does not need any user intervention. 
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Statement of Cash Flows 

Cash Flow Account Description Ref No. 
Activity 
Type 

Cash Flows From Operating Activities 

Net Income (Loss) 9000 
Adjustments To Reconcile Net Income To 
Net Cash Provided: 
Provision For Losses on Accounts Receivable 9002 A 
Depreciation 9004 D 
Amortization-Debits to Income 9006 D 
Amortization-Credits to Income 9008 C 
Loss (Gain) On Sale of Fixed Assets 9010 A 
Loss (Gain) On Sale of Investments 9012 A 
Abandonment Losses 9014 D 
Dividends-Equity Investments 9016 C 
Journalized Equity Investment Income 9018 C 
Decrease (Increase) in Non-Current Rec 9020 A 
Increase (Decrease) in Deferred Taxes 9022 A 
Federal Income Tax Refund 9024 C 
Federal Income Tax Paid 9026 D 
Prior Year Pension Expense 9028 D 

Decrease (Increase) in Operating Assets: 
Tradecard Account 9034 A 
Accou nts Receivable 9037 A 
Notes Receivable-Trade 9041 A 
Unbilled Accounts Receivable 9044 A 
Inventory 9047 A 
Prepaid Expenses 9051 A 
Accrued Interest Receivable 9054 A 
Lease Contracts Receivable 9057 A 
Deferred Income Taxes 9060 A 
Cash Value Life Insurance 9062 A 
Other Operations-Related Assets 9063 A 

Increase (Decrease) in Operating Liabilities: 
Accounts Payable 9066 A 
Notes Payable-Trade 9069 A 
Unearned Interest 9072 A 
Employee Taxes Withheld 9075 A 
Accrued Payroll Taxes 9078 A 
Bonus Payable 9081 A 
Income Taxes Payable-Current 9084 A 
Income Taxes Payable-Deferred 9087 A 
Pension/Profit Sharing Plan Payable 9090 A 
Other Accrued Expenses 9093 A 
Taxes-Other 9096 A 
Deferred Income 9099 A 
Other Operations-Related Liabilities 91 02 A 
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Statement of Cash Flows 

Cash Flow Account Description Ref No. 
Activity 

o Type 

Total Adjustments 

Net Cash Flow from Operating Activities 

Statement of Cash Flows I 

Cash Flow Account Description 

l 

Ref I 
No. 

Activity 
Type 

Cash Flows From Investing Activities 

Inflows: 
Collection of Advances 9105 C 
Collection of Short-Term Notes Rec 9108 C 
Collection of Notes Receivable 9111 C 
Collection of Stockholder Advances 9114 C 
Collection of Partner Advances 9117 C 

Cost of Capital Asset Sold 9119 C 
Accumulated Depreciation of Asset Sold 9121 D 
Gain (Loss) on Investments Sold 
Proceeds from Sale of Investments 

9123 A 

Cost of Investments Sold 9125 C 
Gain (Loss) on Investments Sold 
Proceeds from Sale of Investments 

9127 A 

Reduction in other non-operating assets 
9129 C 

Outflows: 
Cash used in Advances 9132 D 
Increases in short-term notes Rec 9135 D 
Increases in Notes Receivable 9138 0 
Increases in Stockholder Advances 9141 0 
Increases in Partner Advances 9144 0 
Cost of Capital Assets Purchased 9146 0 
Loan Proceeds for Assets Purchased 
Acquisition of Capital Assets for Cash 

9148 C 

Purchase of Investments 9153 0 
Increases in other Non-operating Assets 

Net Cash from Investing Activities 

9159 0 

Table 12-9. Currently available field names for the Cash Flow Statement. 
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Statement of Cash Flows 

Cash Flow Account Description 
Ref 
No. 

Activity 
Type 

Cash Flows from Financing Activities 

Inflows: 
Increases in Misc Payable 9162 C 
Increases in Sales Tax Payable 9165 C 
Increases in Stockholder Loans 9168 C 
Increases in Partner Loans 9171 C 
Increases in Short Term Notes Payable 9174 C 
Increases in Current Portion L.T. Debt 9177 C 
Increases in Notes Payable 9180 C 
Common Stock Sold 9183 C 
Treasury Stock Sold 9186 C 
Additional Capital Invested 9189 C 
Increases in other Non-operating 9192 C 

Outflows: 
Decreases in Misc Payable 9195 D 
Decreases in Sales Tax Payable 9198 D 
Decreases in Stockholder Loans 9201 D 
Decreases in Partner Loans 9204 D 
Decreases in Short Term Notes Payable 9207 D 
Decreases in Current Portion L.T. Debt 
Decreases in Notes Payable 

9210 D 

Credit Adjustments to Notes Payable 9213 D 
Decreases in Notes Payable 
Dividends Paid 
Draws 

9214 C 

Decreases in other Non-operating 9216 D 
Liabilities Net Cash from Financing Activities 9219 D 

9222 D 

Net Increase (Decrease) in Cash & Equivalents 
Beginning Cash and Equivalents 

Ending Cash & Cash Equivalents 
9225 

Schedule of Non-Cash Investing and Financing Activities 

Acquisition of Capital Assets 
Cost of Capital Asset 
Loan Proceeds 
Cash Paid Out 

9230 
9233 

D 
C 

Disclosure of Accounting Policy: 
For purposes of the Statement of Cash Flows, the company considers all 
highly liquid debt instruments purchased with a maturity of three months or 
less to be cash equivalents. 

Table 12-10: Currentl y available field names for the Cash Flow Statement. 
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Statement Titles 

The next capability discussed is the flexibility in statement titles. There are two screens 
available. They are both accessible by first accessing the Setup pull-down menu, 
Reporting and Statements. The Statement Title Setup screen follows: 

Statement Name: 

For Statements of Retained Earnings Gr Income 
Statements with Statement of Retained Earnings at 
end, beginning and ending Retained Earnings are: 

Q 'Both Debits o Mixed 

Both Credits ® Does Not Matter 

a Center Statements 
CGr1solidatedStatements 

@ Stafement 
o Schedule, 

a Accounting Basis 1 
a Accounting Basis 2 
ti1 Either 

Status: I 

For Income Statements only, s tatement 
shows: 

Qk 

Help 

:Cancel 

Qelete 

Clo~ 

a Cost Center Group Statements Q Profit oLoss LGokUp 

[~~~:~@~:.~?: 
Statement Tltle--------- -----------'------"---

I 

This screen lets you set up a statement title that will vary with financial statements. Find 
the statement in the drop list. Set all the parameters as desired and then press [Look Up] 
to see if that condition already has a title. If it doesn't or you want to change it do so and 
press [OK]. 

Most users are accustomed to screens that have a single key field at the top of the screen. 
When the single field is entered the data is displayed on the screen, or if the record does 
not exist, then the status box will indicate New. This screen is similar with one exception: 
the key is the entire top two-thirds of the screen. It is only after all the options are chosen, 
and Look Up pressed that the program will search to see if any such title exists. There 
may also be overlapping conditions for multiple records for the same statement. In this 
case, the most restrictive record that still applies to the condition of the client's finances 
will be chosen for the title of the statement. 
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For example : A current periodlYTD statement is to be printed for a client that gets a Statement of 
Retained Earnings added to the end of the statement. There are two Title records. One Title 
specifies Both Credits and the other specifies Does Not Matter. If both beginning RlE and Ending 
RlE are credits, the title that specifies Both Credits will be chosen, even though Does Not Matter 
could logically qualify. If this screen is filled in, it is the nurnber one priority for statement titles. 
The second screen is the Statement Title Override screen. It provides the number two priority for 
statement title overrides and appears as follows: 

Override Balance Sheet IOverride Income Statement I Override Break Even Statement I 

TiUe 

I ~I---------------------~------I 
·-----Date 

,Qancel !::!elp 

These are override titles for statements. These titles will not take effect if the Statement Title 
Setup is setup for a specific statement. These overrides will be for a ll balance sheet and income 
statements that have not been specifically setup using the Stateme t Title Setup. 

Statement of Retained Earnings 

The next capability is the Statement of Retained Earnings which is ccessed by selecting the 
Setup pull- down menu, Reports and Statement option. The following screen will display: 

C Using Multiple P aftners' Capital and Retained Earnings Acc.ounts 
o Partners' Capital and Retained Earnings Split by Cost Center 

r- SpIH Net Income on Balance Sheet by percentage 


rf.i".iif.~~.i~}i!~..i!t~ri(L~~I'.19i!'li}'t'!1~~~~ij 
rUse Year·to·Date Column Only for Retained Earnings Continuation 

C Print Retained Earnings on Cost Center Statements 

r Subtotal After Retained Earnings Beginning Balance 


.-----------AcCDuntRangB'----------. 

n.Use Range of Additional Accounts 

Begtnning~ ].ist 

Ending: I bisl 

Qk 

,!;;ancel 

l::!elp 

Clo~e 
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If you have checked Using Multiple Partners Capital account, then normal retained earnings 
selected in company setup will not be used. To use this option select Setup pull- down menu, 
Account, and Partner's Capital Account. Enter these accounts to total 100%. They must be 
entered by fiscal year. This will print retained earnings on balance sheet by these splits but not 
actually put the balances into the accounts. The check boxes beginning with "Put Retained 
Earnings at End of Income Statement and ending with "subtotal after Retained Earnings 
Beginning Balance provide additional formatting capabilities for the Statement of Retained 
Earnings if checked. 

The second Retained Earnings screen allows you to enter variable titles and lines for the 
Retained Earnings Statement depending on the varying situations. There are two tabs on this 
screen, the first of which displays below: 

=- Stdt!"lflPllt uf R£'lalllE'd f arnlllg~ 1itlps nnel n"" I ipll0l15 1-:-1lQ.1Ixl 
Statement of Retailed Earnilgs Tolles IStat~ment of Retained Earnings bin~ Descriptions ,I 

Statement 0 f Reta.ined Earnings Hie: 

Statement of Retained Earnings and Accurrui8led OeflCilTile: 

1 

Statement of Accumul&1ed Deficit Tile: 

Qancel 

Titles entered here will be used depending on the retained earnings position indicated. The 
second tab of this screen provides a capability to change line descriptions for the Statement of 
Retained Earnings. When this tab is selected, options may be entered as desired on the following 
screen: 

=- Statement of Retained E.ill ning!. Titles and Descriptions ~1~1~1 

Statement of Retained Earnings IttJes Statement of Retained Earnings j.ne Oescr~tions I 

Retained 'Earnings Begmning Balance Description Line 1: I 
Line 1 Description if Defd: 11------ --

Retained Earnings Beginning Balance Desc~tion Line 2: 

Retained Earninga Ending Balance Description Line 1: I 
Line 1 Desc~tion if DefICit: 

Retained Earnings Ending Balance Description Line 2: \---------------

Description f(J( Retained Earn. Beginnilg Balance Sublotat '-1 ----- ----,--.;;;.;----

---

Qk 
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Column Widths and Fonts 

In Windows, typeface availability, point size availability, and how fonts stack up 
horizontally is not entirely predictable. There are also significant differences in the size of 
account descriptions, and dollar values from client-to-client. For these reasons, it is 
necessary to give the user control over the formatting the statements and schedules. This 
is where the most critical part of these formatting choices win be made. 

The typical problem in formatting a statement is that you want to make it as legible as 
possible (larger point sizes are easier to read) without running into problems with line 
wraps (because larger point sizes take up more horizontal space, and can exceed the 
amount of space allocated for their purpose). Here are some things you need to keep in 
mind while using this option: 

1) There are 1440 twips in an inch. If you want to make a visible difference in anything, 
you need to change it by at least 25 twips. 

2) The line on the statement will "stack up" from the left side of the page. If will start with 
the left margin, add the description, dollar sign , amount, percent (if applicable), and so on. 
The "right margin" is merely the consequence of how far things stack up. Therefore, if 

you add a significant number of twips to the Description Wid h without taking out a similar 
amount from somewhere else, the statement will no longer fi on the page, and it will be 
truncated on the right side. 

3) The typical problem is that not everything fits on the line without causing line wraps. 
This can be dealt with in several ways: 

a) Choose a lower point size for the "Balance Lines". These are the problem lines, 
most often. A smaller point size makes everything stack up smaller horizontally. 

b) Add some twips to the field that is wrapping. Remember that you probably 
need to subtract a similar amount of twips from somelNhere else or else your 
statement will no longer fit on the page. 

c) If the statement is being printed in portrait, consider printing it in landscape. 

4) If a field is blank or zero, it has no effect. 

5) There are several places where column widths and margin values are stored. It is 
important for you to know how each of them work. They are: 

Program defaults: Each statement has pre-set defaults. If they are not over-ridden by this 
option, this will be how the statement prints. 

System-Wide: There is a database named SYSTEM.MDB. It will be located on your C: 
drive in the directory where the program was installed (probably C:\PCSW). This 
database will contain these statement formatting instructions. They will apply to any client 
that is run on this computer. 

This Client Only: These formatting instructions are stored in the client's database (and 
therefore travel with the client). 
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6) The order of significance of these three sources is: 

Program defaults: Only matters if not overridden 
System Wide: Overrides Program defaults 
This Client Only: Overrides Program defaults AND System Wide 

If you are changing, for example, a System Wide setting for a statement, and the statement is not 
responding, it is possible that there is a This Client Only record that you are not aware of. 

Fonts (different styles of letters) and font sizes (different sizes of the letters) are defaulted 
automatically by the system to the Arial font and standard size letters. If you do not want to alter 
the fonts or the font sizes, the financial statements will reflect these pre-set system defaults. If 
you want to alter the font selection or sizes, use the Font option in conjunction with the Column 
Width and Font option to obtain the desired format. 

Font is selected from the Setup pull-down menu, Reporting, and Font. Column Width and Fonts 
is selected from the Setup pull-down menu, Reporting, Statement, and Column Width and 
Margins. When Font is selected the following screen will display: (This screen is used to set 
the fonts of the headings) 

~ f onl Selec lions r: II·Ll lrxl 

~------Typeface-------, 

Font SIze: I0.00 ~ 

I Font Size ~ Bold I Italic
Sample 

12.00 ~ 0 0 

II QK II !;ancel II Jjelp II c"""(Arial is the recommended typeface) 

Statements 


Usage I Font~iz.e 
 BClld I Italic I 
Ii' 0Company Name 13.8 1$ 

Cost Center Name n n12.0 -"IIE 
-~~ rJ r:Title 112.0 
-~Date Une 0 0i 10.0 

i9.60 -~IIEDisclaimer Message n r 
-~ -. ..Column Heading 09.60 
-~Account Heading 11 .52 0 C 

Ba'lance Lines 9.60 0 rJ 
-~AssetsfLiab Eq Header 12.0 0 0 

ResIZe IndiVidual Report Fonts--------< 

ITrial Balance 

The lower left corner of this screen shows a sample of the currently selected typeface and font 
size that is selected. In this screen, the font is Arial and the font size is 12.00. The left side of the 
screen allows you to change font sizes and to indicate bold or italic by type of line on the financial 
statement. Three items on the left side of the screen are ignored in all but very simple financials. 
They are Column Heading, Account Heading and Balance Lines. These are calculated by the 
program for the optimum presentation . Once you have changed the font or any other font sizes, 
your reports will reflect the changes you have made. 
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In conjunction with the Font option, you will also have to select the Column Widths and 
Fonts option to obtain the desired result on your financials. (This is because the column 
widths and fonts for the body of the financial reports (the line items) are set with 
this option.) The Column Widths and Fonts option allows you to set the column widths 
and font. When this is selected, you will be prompted as to whether you want the 
selections made to apply to all clients on the system or just 0 the active client. When the 
prompt is answered, the following screen will display: 

fI},Svslem-Wide 

Ct 111io CMrlt 0"", _.~ 
il Status: 

Pilnte, Orientation

I OPallJal1 ,,~ Wlllhs and Ins (in TWip s) . /"' I0 IlenN gil.usa·-·-~ Fonts~onl Sl-ze 9olO 

C<*IrmH_U 0.00 r AmoUMC....... ........ 10 I 
Accou t Headl" 0.00 r:: .....eer.. ColJmn • . I0 I 

___c:.:.S.'.c.-"-.Li'-' """,-,-r---,-,~.... ·_c..J 0.110 _ion iIII: 10 IL 
[}oIor SIgn V . I0 I 

~I tan~ II CkIp I I -.. 
Top '" . 10 

~ I CopySysIen>.WIleToThioCloen, '-----

First, select the report you are working with from the drop list on the top left of the screen. 
Once the report name displays with a status of active, all va ues that are entered will apply 
to this report only. 

The key to effectively using this option is understanding how the right side of this screen 
works. When entering the option, zero values will show for t e Left margin and all the 
column widths. The zeroes indicate that the default values calculated by the system will be 
used, not that the values are actually zero. To adjust the va es from the default values, 
do one of the following: Enter the values that you desire for the left margin and for each 
width in twips. Another method is to gage what you need a d then increase or decrease 
the defaults to see what you get. (For example you could enter 250 into the amount and a 
- in the sign column and each amount column would then b narrowed by 250 twips.) You 
could then print the financial and see if it is what you want. Important facts to remember 
about this screen pertaining to Widths and Margins are summarized as follows: 

If you have entered: It means: 

A number with no sign 
in the +/- column 

the amount of twips will be the value 
used 

A number with a + sign 
in the +/- column 

the default value will be increased by 
the number of twips after + 

A number with a -sign in 
the +/- column 

the default value will be decreased by 
the number of twips after 

Zero (or you left the 
original value at zero) 

the default setup by the system 

Table 5-13: This table lists important facts about Widths and Margins. 
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Note: One common problem to be overcome is the case where the dollar sign does not fit 
in the available space. When this occurs , the dollar sign is printed one-half to one full line 
below the proper location on the page. The solution is to allocate more space to the dollar 
sign column. Enter a dollar-sign width of 25, and a + in the +/- column. This adds 25 twips 
to the dollar sign column, which is usually enough. 

Automatic Total Descriptions 

The final capability discussed in this section is Automatic Total Descriptions. This feature 
gives the user the capability to override the descriptions that are used for totaling. This 
option is accessed by selecting the Setup pull-down menu, Reporting, and Automatic 
Total Descriptions. The following screen will display: 

:-. Automallc T01,,1 Dt'scriptlOns i-IILl lrxl 

~ .... Eqojty: II 
T_Uobities"""E~LMOne: 1-1--------------

TorM . *'" Eq<lity un. T_ I 
_Pro'- r-I------------~,- r r 

_ Rom Oporot....: I r r 
, r-I------------- r r1lef_Taxl_. 

~ 1- u.. One: INe' I...,.,..,. (u-)

Ho' I_LNT""" Jr---------- - - - --;:;- , 
r SU_ Priltingo' Iftl l_~ 1.......,.5_ 


r 5YppIess PrmiIg or 1ft, 1........ /cOS' ~1_.5_ 


Note that Liabilities and Equity is the automatic heading used for the Liabilities and Equity 
section. All other entries refer to automatic totals in the system. Any entries made in this 
screen will override the automatic totals that are produced by the standard system. 

12-28 CHAPTER: 12 




Break-Even Statement 

This statement provides the business owner with precise information about what is 
needed to be minimally profitable. It is very similar it its setup to the Cash Flow Statement. 
When this option is selected, the following screen will display: 

Si!cluenc.,. 
l.is! 

Status 

Lne Oescriplioo: 

~operlles IlOla. IAccounts I ::iariables I 
Ignore H..-,g Aner: 

r Pml 

r Bracket Oel>ts 

r Reverse Sign to TDIal 

r Center HelKling 

kancel 

r 5i1g1e Underi1e Berore 

r Double Underlne After 

r Btonk Line Berore 

r Line Is a Heading 

r Cenl$ Suppress Line to Adjust 

.• 

O OebbOrw 
o CrlMlils Only 

Q Normal Balance 

Change Sequence Number CIoJe I [" 
~I ------------------~ 

The Sequence field indicates where a particular line is plac d in the statement. This is 
also the key field, which allows you to call up an existing record. The Change Sequence 
Number button allows you to re-sequence specific lines. The text that you enter in the 
Line Description field will on the statement for the specified line. 

Click on the Totals tab, and the following screen will display. 

:t B'lc'd" Even Statt-n",nl S"lul' ~l l:l lrxl 

Sequence: StalusList 

Line Descr\ltion: 

~operties Iotals I~ccounts I~ario_ 1 
Add Balances Inlo Totals:-------, 

r 1 r 6 r 11 r 16 This Line prints Total NurnlM!r 

r 2 r 7 r 12 r 17 
[ r 3 r B r 13 r 1B 

r . r 9 r 14 r 19

Ir 5 r 10 r 15 r 20 

I I 

I ~ceIQk Delete Change Sequence Nu_ 

There are twenty totals available to the user in this statement. They are numbered 1-20. 
Whenever you mark one of the 1-20 check boxes, this means that the amounts calculated 
for this sequence number will be added to the indicated total number(s). The Reverse 
Sign To Total property on the Properties tab works with the totals fields. It allows you to 
add a credit (negative sign) as if it were a debit (positive number). 
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This Line Prints Total Number is the field that allows you to use the totals that you have stored. It 
indicates that the indicated total number is the source of your dollar amounts. 

The accounts screen is the place where the list of accounts is indicated whenever the source of 
the amounts of the current line is account balances. 

The Variables tab is what gives this statement flexibility. It gives the user the capability to take 
amounts that might be accumulated from account balances (for example). and store them as a 
specified variable name. Later in the statement, that variable will be available for any of these 
other computations. 

The columns in the statement are controlled by the format chosen on the Financial Statement! 
Statements and Schedules screen. Currently, only the Current Period and YTD format is working. 
It is intended to have three other formats available in the near future . Because the columns are 

controlled by the statement program, they do not have to be specified here, and the same 
specifications can be used for all of the different formats. 
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Chapter 13 
More About Payroll 

Introduction 

The task of calculating and keeping track of today's payrolls can be a real 
challenge especially in certain parts of the country and especially for accounting 
firms that must prepare or report on multiple payrolls. Not only must gross 
paychecks still be calculated but taxes, other deducti ns and other factors that 
affect the check must be considered. Different taxing entities must get their share 
according to their rules. Cafeteria Plans, 401 K's, Tips and "Employer Paid Items" 
must be correctly calculated and preserved for reportIng to the various taxing 
entities. Federal taxes now include multiple taxes, variable limits and varying rates. 
State taxes have similar complexity. Even local taxes must be calculated and 

saved for detailed reporting. Personal deductions are more complicated than ever 
before with all kinds of flexibility being demanded for everything from stock plans to 
garnishments. Laws are in effect that make pay subject to multiple state and 
multiple local jurisdictions based on rules that are not always logical. Laws are in 
effect that establish endless special case situations as far as types of pay and 
types of deductions. In addition to this, items that do ot even affect the paychecks 
are expected to be tracked by a payroll system. All 0 the transactions that are 
generated by any of these situations must be posted to the correct general ledger 
accounts. Doing all this and much more and still keeping it simple for the user is 
the challenge of payroll today. 

The PC Software Accounting Windows payroll system is designed to meet the 
challenge of today's payrolls. The following text examines the payroll system in 
much more detail than the Practice Set. The purpose of this text is to explain how 
the Payroll system is setup and how it works so that II can meet the challenge of 
today's payrolls without undue effort on the users part. The goal of the payroll 
section of this system is to facilitate accurate, compl te and timely processing of 
after-the-fact payroll. This text will examine "after-the fact" payroll considerations. 
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How Does the System Function? 

The PC Software Accounting Windows "after-the-fact" payroll system works by 
organizing general payroll information and by providing a clear and logical method 
for the input of payroll checks and the saving of the information of those checks for 
reporting purposes. The big picture of how this is done can be best explained by 
examining the different payroll related menu setup options on the Windows payroll 
system. The review of these options shows where the various necessary 
information is stored and also shows by examining payroll items how the system 
works. When you select the Setup pull-down menu, and Payroll, the following 
menu will display: 

Reporting 

Cost Center (Department) 

Automatic Inventory 

Corporate Tax Table 

Automatic General Ledger Transaction 

System 

Printer 

~ 

~ 

PayroU Setup 

State 

Payroll I tem 

Locality 

Employee/Vendor 

Change Emplpyee PR Items 

Employee Utilities 

Custom Payroll Item Selection 

Payron Accrual Overrides 

Tax Form Sca6ng Factors 

Employee Extras 

Record Taxes Paid 

There are five different basic payroll-related setup options: 

Payroll Setup 

State 

Payroll Item 

Locality 

EmployeeN endor 


Understanding the basic function of each of these Payroll Setup options will give 
you a good idea how the PC Software payroll system actually works which will 
assist you in handling different situations that may arise in after-the-fact payroll 
processing. Here are the functions of each of the five payroll-related setup options. 
They will be further illustrated by a display of typical system data that would relate 
to them. 
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Payroll Setup 

This option tells the computer that this client has an after-the-fact payroll and stores the 
general information about this client that the payroll system will need to do its job. Think of 
this option as the equivalent of manually starting a payroll file for a client that contains all 
the general information for this client and instructions on how this client's information 
should be handled. To access this option , select SETUP! PAYROLL and select 
PAYROLL SETUP. A screen similar to the following will display. (This one has sample 
data entered on it.) 

~ Payroll Setup I-I~I(RI 
Client: Itoo friIe ~mpIe COqlany. II\C. 

~neral T Optiofts and!aIl Stops T ~t P-ae T 
. Tran:saction F/Ilm Paymll For: -

~ W2 &oss IFederal 10 . I~2M56789 
o CR!;a1e GL ~taiI FOI 811ft Paycheck 

Iii Auto FICA Fix 

Qk 

This screen is used to enter the company's federal 10. Also hote that the options to 
summarize general ledger transactions resulting from W2 and 1099 entries into the after 
the payroll system are already marked. Checking these options will cause the system to 
make summary general ledger transactions for such things as the gross pay and the net 
amount of the checks. Also note that Auto FICA Fix and Correct YTO FICA on Payroll 
Transaction Entry are checked on the above screen. The Auto FICA Fix checkmark will 
cause the system to check the amount of FICA and Medicare withheld and if either figure 
is incorrect on an employee's check to correct it and adjust federal withholding 
accordingly. The Correct YTO FICA on Payroll Transaction Entry checkmark will cause 
the entire year of FICA to be checked and any necessary adjustment to be made on this 
check. (This is a nice feature, if you are taking over the processing of payroll from another 
source and they did not have FICA figured out correctly.) 
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Now click on the OPTIONS AND TAB STOPS tab. The following screen will appear: 

-

:. Payr all Setup GJIoI(gJ 
Client: IHIO . rn; Sample Company, Inc. 

General T ~_~::~:i~::~~~) T ~nempIoytfte!tt Page T Uise 

r Pre\/eftt PoIytoII Prepar.rtion Ii' Define ""' employees based on the employee: 


r On PR Trans Entry, Uo\le oClll"sor back to Cbeck Nu mber at "'0<' r Prepare PR TQftS ·By Uontb 


P' On PR TTiInS Entry, lhe Net Calculation 


r Seasonal Em,pIoyef 


r lYse Date Range 00 PR Preparation r SlIow Only Last 4 Digits of SSN 


DuriQg Tiansaction EnUy Fre\/ent 

The C IIfSOf From StoppiIIg on: r .DlIte IX Cost Center IX UMmPJoymertt State 

[:--FICA Debit AcooIInt 

AOCnIIt FoUIag AocXUG1 List I 
1 list I 

Crecllt Aooount 

C!edit AeOOllllI 

1 

I 
~ 

list I 
t.tecrlCare Debit Accoant I ~ CN!diI Acoounl I ~ 

I,I 
I Qk ~oeI ~ CIo!eI I I I 

I 

We recommend that at least two of these options be checked. They are On PR Trans 
Entry use Net Calculation and Define New Employees based on the Default Employee. 
The Pr Trans Entry Net Calculation checkmark will automatically calculate the net of your 
after-the-fact paycheck after the entry of the remainder of the information and will probably 
save you time. The Define New Employees checkmark will automatically setup the same 
payroll items for all employees after the first one you setup. This will save you tremendous 
time as you will see later in this chapter. Other common options that you will probably use 
include the capability to have the cursor bypass the date, the cost center number and the 
unemployment state on payroll transaction entry. If you have all your employees in one 
state for this client and if you are not using cost centers on this client, you definitely want 
to check unemployment state and cost center number which will skip these boxes on 
payroll check entry since they will already be correct. If you have a large number of 
employees getting checks on the same day, it is probably worth your while to also check 
the box for the date. 

If you wish the system to automatically accrue the company federal unemployment, FICA 
and Medicare amounts each pay period, you should enter account numbers in the 
appropriate fields . If you leave any of these fields blank, the system will not automatically 
make these accruals. 

The other options on this screen are typically only used in special situations. Here is what 
they do. 

Prevent Payroll Preparation : If this box is checked , general ledger transactions will not be 
automatically generated for payroll transactions , 
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On PR Trans Entry, Move Cursor back to Check Number at OK: If th.is box is checked, the cursor 
will not skip the check number but be placed in the check number box. This is appropriate if you 
are not entering checks in sequence and therefore using the automatic incrementing of the check 
number but instead you are just entering payroll checks and each check number is not in 
sequence and therefore you are ready to enter it each time. 

Prepare PR Trans by Month: If this box is checked, general ledger transactions will be 
summarized by month even if the client is set up for quarterly or annual processing. This option 
should definitely be checked if you are switching back and forth between processing the same 
client monthly and quarterly as it will avoid erasing payroll summary entries that are needed and 
not replacing them with complete entries. 

Use Date Range on PR Preparation - This checkbox would not normally be checked but in 
unusual by month even if the client is set up for quarterly or annual processing. This option 
should circumstances it can be used to allow general ledger payroll transactions to be generated 
for a specified date range. The payroll transactions will generate m()nthly journal entries. 

Seasonal Employer - If checked, this checkbox tells the system that this client is a seasonal 
employer so that information can be placed on the 941 and some st te reports as required. 

Show Only Last Four Digits of SSN - This option allows the firm to 0 Iy show the last four digits of 
the SSN on payroll reports and the payroll check stub. 

State 

This option tells the computer the state information for each state in which this client has payrolls. 
A state record must be setup for each state in which this client has payrolls. Think of this option 
as the equivalent of manually starting a state payroll file for a client nd placing state information 
for this client into that file. To select this option, select SETUPI PAYROLL and select STATE. 
When this option is selected, a screen similar to the following will display: (This one has sample 
data entered on it.) 

:0 SLlte Hie Maintenance G:]iol1X1 
State ~bbreviabon: ~~ Slate Name: IGeorgia Status: j New 

~ Stale ~me Tax wtIIholding [J Fed WH RedUalS SIT Ta""ble W_ 

[] Default State for New Employees 

Qk 

I,------------ ·Slate Unempioyment - ---- ------I 
91ncel 

, Beginning Dotes for Alemate Rates --- 
I) l!!1llnber: 19876543211 

Dates Rate 2nd Rate. 
Help

Rate 1 0- '  .00000 100J00J00 ooooo 
.OOGOO100J00J00 ,00000 2nd Rate 10 Qelete

1001OOJOO .00000 .00000 
NoIe: Now input upper IiIrit on 100J00J00 .GOODO .00000 ~ Clo2e 

[)ebil Account: r-~ Credit Account: r-~ 
~--------~~-----

SeluPlSvstem/Ca\e1ldar Years 

Wages State Withholding 


lem I): IGAGROS lem l): jGASTWH 


Account: 1630 Account: 1225 


You should enter the state abbreviation for the state you are using. (If you have multiple states 
for this client, you will have to enter each state on a separate screen just like you see this one 
done.) The sample above is setup for Georgia. 
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After you enter the state abbreviation, the state name will display and the check 
box for State Income Tax Withheld will be marked if the state has a state income 
tax. The cursor will be on the State Income Tax Withheld box, Press the enter key 
and the cursor will be in the income tax 10. After you enter the client's 10, the 
cursor will be in the Fed W/H reduces state income tax. Mark this appropriately for 
the state in question. When you press the enter key the cursor will be in the Default 
State for New Employees box. If you only have employees in a single state, check 
this box so that each new employee will be automatically be assigned to this state 
for state unemployment. When you press the enter key, the cursor will bypass the 
unemployment field in the center of the screen and proceed to the account number 
under the wages item id, which is automatically labeled GAGROS since Georgia 
was entered as a sample state. GA comes from the state abbreviation and GROS 
is an abbreviation for gross pay. Enter the most common salary account here for 
this state. (In this example account number 630 is entered.) The cursor will then 
be in the account number under the state withholding item id, if there is state 
income tax for that state like there is in Georgia. The state income tax will be 
automatically labeled GASTWH. GA comes from the state abbreviation and STWH 
is an abbreviation for State Withholding. Enter the account number for state 
withholding here. (In this example account number 225 is entered) In order to 
produce the state unemployment report, you must enter a state unemployment 10 
and state rate for the employer. Some states have a second rate. If this apples to 
your state enter that rate also. If you want to accrue state unemployment 
automatically into your general ledger, you must also enter a debit and a credit 
account in the appropriate fields. If you do this you must also enter the state rate if 
you do this. There are also fields that allow you to enter different rates for previous 
years so that if you recalculate in a previous year the calculation will be correct 
after having been on the system for a period of time and having accumulated 
payroll data. (Rates are usually placed in the previous year fields when you enter 
a new rate in the system.) 

Payroll Item 

What is a Payroll Item? A payroll item is any item that affects a payroll check. For 
example, a certain type of gross pay would be a payroll item. A deduction for 
federal income tax withholding would be a payroll item. A uniform deduction would 
be a payroll item. The payroll items that are setup with this option include any 
component of any paycheck for any employee of this client. 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 the placement on government forms and for chart of account 
postings. Basically, the flexibility of payroll items explains how the payroll system 
works. Payroll items capture the information in such a way that the information can 
be organized and presented to satisfy the requirements of paychecks, government 
forms and general ledger postings. Think of a payroll item as any component of a 
payroll check. If you were doing a simple manual check for an individual named 
James Smith in the state of Georgia, you would probably use five different 
components to calculate his check, keep track of the amounts for payroll reporting 
and post the information to general ledger. 
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You could see this if you looked at a sample check calculation for him such as that shown below. 

Gross pay in the state of Georgia 500.00 
Federal Income tax withheld 50.00 
FICA and Medicare tax withheld 38.25 
State tax 15.00 
Net Pay 396.75 

Suppose that different individuals in this company were paid differe t amounts but that there were 
no different basic components to their checks. In other words, suppose everyone in the company 
had gross pay, federal withholding, FICA and Medicare withholding, state withholding and a net 
pay and that was all. If this was your payroll situation, and you want~d to track these checks with 
this system, you would set up five different payroll items. They would correspond to the five 
different payroll components of the checks that were listed above. Here are typical payroll item 
codes for these components of a paycheck that might be used in this system: 

GAGROS: Gross pay in the state of Georgia 
FED: Federal Income Tax wi hheld 
FICAMD: FICA and Medicare Tax withheld 
GASTWH: Georgia State Tax with eld 
NET: Net Pay 

For the system to work, it has to know how you want to handle each payroll item. The system 
allows each Payroll item to be considered separately as an addition to a paycheck or as a 
deduction. It also allows each payroll item to be subject to or exempt from any particular taxing 
entity. Each Payroll Item can be also considered separately for placement on government forms 
and for chart of accounts postings. This flexibility allows even unus al taxing situations to be 
handled quite easily. 

The system also allows items that do not actually affect a paycheck but must be saved for 
government forms, to be recorded as well . Tips or employer paid insurance are typical items of 
this sort. 

In a typical company, not every employee has the same components on their payroll check as all 
the other employees do. Some might have insurance deductions and others might not. Some 
might have pension plans and others might not, etc. , etc. It is important to note that this payroll 
item screen that we are discussing sets up the payroll items that apply to the entire company. 
Thus even if a payroll item only applied to one employee in a comp ny of a hundred employees, it 
would have to be setup with this option. Therefore a typical situation for a company with a large 
number of employees might be that they have 10 to 15 Payroll items setup for the company using 
this option even though any particular employee might only have 5 0 8 payroll items. 

The company setup of payroll items requires a general ledger default account for each payroll 
item. This default general ledger account may be changed to a different account on an employee 
by employee basis but in many cases it will not have to be changed for an individual employee. 

An example of entering payroll items follows. The payroll items FED and FICAMD will be entered 
and discussed. The GAGROS AND GASTWH payroll items do not need to be setup with the 
payroll item option. They were automatically set up as payroll items when the state of Georgia 
was setup. The net amount of the check does not need to be set up. 
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To enter a payroll item, select SETUPI PAYROLL and then PAYROLL ITEM. A 
screen similar to the one that follows will display: 

.• Pdyroiliteni Maintf'I1<l1H P i-1f61[R1 
!1B1I Code; JI ~ Name: ] 

I 
~tus: I 

~:I ..:J 
I :11 

CMe;JDI)': I t .:J 
u.in T ~I T Stili! T Loul t Mile 

IIemT~"p... IAmount :::I I FiQd-",-!: I 

~ I ~ 
Posting Aooouktt; I A1Inu:II Lmt ~t~ I 

~ J J- C' . -

r E:nrNl1 F.1IJt1\ 1'1!1~ Oabztio,n-
II 

" 

!j 
. 

QI< I 
.~ I 
Qeiele I 
~i>t I 
~ I 
CIc!e I 

Note that there are five tabs in the center of the screen. The first tab is Main, 
followed by Federal, State, Local, and Misc. 

The first item that we will enter in this example is the payroll item FED which is the 
payroll item for federal withholding. First we enter the code FED in the payroll item 
code. Next we have to choose its group. The possible groups are: 

Addition - adds to a paycheck 
Deduction- subtracts from a paycheck 
Notation - does not affect a paycheck but is needed for reporting purposes. It does 
not need to be posted to the general ledger 
Employer Paid - does not affect a paycheck but is needed for reporting purposes 
and it does need to be posted to general ledger. 

Fed is a deduction, so deduction should be placed in Group. 
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Next we have to choose its category. The following are the possible categories: 

401 K (employee paid) 
401 K (employer paid) 
Advanced Earned Income Credit 
Allocated Tips 
Cafeteria Plan 
Deferred Compensation 
Reserved for future use 
Dependent Care Benefits (W2 Box 10) 
Federal Withholding 
FICA Withholding (Employee share) 
Advance EIC 
Gross 
Local Withholding 
Medicare Withholding (Employee share) 
Reserved for future use 
Other Additions 
Other Deductions 
Other Notation Items 
Meals 
State Withholding 
Tips (Check) 
Tips (Cash) 
State Unemployment/Disability (Except New Jersey) 
State Unemployment/Disability (New Jersey) 
Reserved for future use 
Nonqualified Plans (W2 Box 1) 
FICA/Medicare Withholding (Employee share) 
Reserved for future use 
Other Employer Paid Items 
Dependent Care Benefits (W2 Box 10) 
Nonqualified Plans (W2 Box 11) 
Benefits Included in Box 1 (W2 Box 12) 

The category for FED is federal withholding. We choose that category. 

Next we choose the amount type. There are two po sible amount types: 

Amount - Almost all payroll items are amounts which means that they will be 
entered as amounts 
Percentage - Percentage is used for some payroll items such as an item which will 
automatically calculate California disability. This will be further discussed in the 
section on local taxes. 

The correct amount type for FED is amount since we will be entering an amount in 
the after-the-fact payroll system. 

The next field asks for a posting account. This is the general ledger account that 
this item should be posted to. For the sake of this example, suppose that Federal 
W/H payable has a general ledger account of 222 for this client. Account 222 in 
the general ledger is named Federal Withheld. Ther fore account 222 would be 
placed in the posting account field for FED. 
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This completes the setup of the FED items code. The tabs labeled, Federal, State 
and Local are only needed to designate items that are exempt from various 
Federal, State and Local taxes respectively. The use of these buttons is discussed 
under special cases later in this chapter. (See 401 K) The Misc tab is only used for 
the calculation of unusual payroll items. 

The completed payroll item screen for the payroll item follows: 

' . Pdyrolliteni Maintenance ~II Ll llxl 
.S~I oI\ctivei_CodR: IFED ~ Ima'" 

G<uup: \Declu:ctiol> 

c..ry: I F~W~ 

Local 

Item-Type: IAmount 

Pill" AccoUr!t; 1m t: 1000 

The next payroll item is FICAMD. FICAMD is the payroll item code which is preset 
to handle FICA and Medicare and all their limits. The completed payroll item 
screen for FICAMD follows: 

' . Payroll Item Mainlenantl' (~JI Ll iixl 
i_Code: IF'CAI.4O ,~-nr. IY'Was'g'Nion 

GrQup: IIlEcM:Ilon 

~ I FICAII.W~WiL'llhol:liag~ SIuIe) 

I b!m- T~ IAmouI\l 

Loul 

10.00 

Mile 

po.. Aooow!t: 1m 10.00 
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Notice that it too is a deduction. Its category is a specialized one, FICA and Medicare combined 
(employee share) It also has an amount type of amount and its posting account number for this 
example is 223 which is account in the general ledger for FICA/Medicare Withheld. This means 
that transactions reflecting this amount will be generated to account number 223 in the general 
ledger. FICA and Medicare are not exempt from any other taxes so othing needs to be done with 
the Federal, State or Local radio buttons. If your enter your screen as above, this is all you have 
to enter for this payroll item and all FICA and Medicare taxes will be properly handled and placed 
in the correct positions on the correct forms. (Note that FICA and M dicare withholding could also 
be setup as separate items. If you can get a single combined FICA 0 amount from the client it is 
faster and more productive to use FICAMD but if you can only get FICA and Medicare in separate 
amounts from the client you would have to setup separate FICA and Medicare W/H payroll items 
for that cI ient.) 

Now we will look at the two payroll items, GAGROS and GASTWH that were automatically set up 
when you set up the state of Georgia. The name of the payroll item GAGROS indicates that it is 
a gross pay for the state of Georgia. The payroll item screen for GAGROS is as follows: 

'. Payr 011 Itelll Mdintendnce 1- IIoIJxI 
Name: !temCode: JGAGROS IGAGROSS Status: I Active~ J, 

GIoupc IMdition ~ 
~egcoy: IGross ~ 
Main ~rar S~ LOC.II MiseI T T 

Note that GAGROS is an addition. Its category is "gross. It has an amount type of amount and 
its posting account in this example is 465 which is a Salaries account in the general ledger. It is 
also subject to all taxes and therefore nothing needs to be with the radio buttons, Federal, State 
or Local. 
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The next deduction is GASTWH or Georgia State Withholding. H~re is the correct Main 
screen for Georgia State Withholding: 

GroIlp: IDed"lJCtioi 

SI3tUS. I Actiwe 

CaiIIgoIy: IState WllttlJolding 

:F'edanl loacAl· 11* 

F.-t~lo QO 

~1..imIt~·l o.oo 

Note that like GAGROS this item is automatically setup when the state is setup and does 
not have to be entered as a payroll item. GASTWH (Georgia State Withholding) is a 
deduction. Its category is state withholding. It will be posted to general ledger account 
225 in this example which is named Georgia State Withheld. There are no special 
exemptions for GASTWH for Federal, State, or Local taxes so the radio buttons for 
Federal, State and Local are not needed. 

Note that the payroll items for GAGROS, FED, FICAMD, and GASTWH were all 
straightforward and only involved the Main screen of payroll item entry. This will be the 
case with most payroll items. When payroll items are not subject to taxes in a normal 
manner or are not calculated in a normal manner then, the other screens (Federal, State, 
Local or Misc) might need to be accessed. Examples of payroll items that need these 
screens will be shown in detail later on in this exercise. (See 401 K) 
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Locality 

This option informs the computer of locality information. A locality must be setup for each 
locality in which this client has payrolls. Think of this option as the equivalent of manually 
starting a locality payroll file for a client and placing the loca'li ty information for this client 
into that file. Some of the information that is stored in this fil includes Local Tax ID and 
Locality Name. 

If there is a local tax, select SETUPI PAYROLL and further select LOCALITY. Since our 
example does not have a local tax, the screen shown below s set up for a city tax of 
Columbus, Ohio. 

:. locality file- Maintenance- i-I@IIXI 
Locality ~evialiDn : ICOLUM k ist latus: INew 

Locality Name: IC~hrmbus 

Income Tax 10: "I 1234561BS 

Posti~ Account: I~ L!5t 

Default Tax Table: I liS! 

g. £,anoel !:!elp Qelete- Ennt CI. 

Note that the Locality abbreviation is Colum. You can choo e any abbreviation up to six 
characters long. The locality name is the actual name of the locality. You should enter 
the appropriate tax id and posting account. In this sample c se, the posting account of 
226 would be named Columbus Withheld in the chart of accounts. You do not need an 
entry in the Default Tax Table since you are not computing the tax as you would be if you 
were actually writing the checks using the Computer Checkbook System. The Default Tax 
Table field is on this screen in case you are also using the Computer Checkbook System 
and actually computing the local tax. 
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You would also need to setup a payroll item for a local tax. A correctly filled out payroll 
item screen for a local tax from Columbus follows: 

'. Payroll Itelll Milintenilill P 1- II ["'j IlEl 
!\em Cod.: 1COtUI.I Nanw: ICoIumbus City Tax SIms: I Nn~ J: 11. 

Gmup:: I~ ..:J 
c.n.g..y: ILocal Witl\hok!'i"ll .=.I 
....in T ~I T SIIJIe I Loul T .ioe 

I....T~; I 
Pc5!ing ADoounI; 1m 

i] 

~ 

I 
FiQcI An!ounI: I I 

""'-' Limit M>ounl: I 

Qk 

~ 

~ 

I 
I 
I 

'1 
I 

frinl 

t!eIP 

I 
I 

r Exempt Mom P~OdIcIlDn 
CIo¥ I 

Notice that the local tax for Columbus is a deduction and it has a category of Local 
Withholding. It will be posted to general ledger account 226 in this example. 

EmployeeNendor 

This option completes the setup of the payroll system by providing a place for each 
employee or vendor to be entered and individualized for their paychecks or payments. 
The employee/vendor information is segmented into four screens which are: 

Basic Information 

Items (Payroll Items) 

Standard Check (Standard Check Information) 

Employee Vendor Memo 
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The basic information screen contains the name, address, social security number, pay frequency 
and other similar information for this employee. Note that employees should have a state 
designated for unemployment and should be designated to receive a W2. A basic information 
screen for a sample employee, James Smith is shown below: 

:"I lmployf.'e fill' Mdinll'nnllce G]lQl[8:1 
Employee p : r-.~ pames Mictlael smth Status: I Active ,a Use thIS record as defaul (standard fleW elT1llOyee setlinOS) i 

I 
00 Qaslc in formation a ~ems a ~andard Check a ,~lOyeeNend!l M~ -

I I N: 1987~f>..4321 
i 

Fr at ~: IJarMS /,I i" IMichael 
i 

Last Hame: ISmith Dale 01 Bn I " ~ , 
Str~ Address: r402 Main Streel 1099 T)'pe. I~n (W2) ~ 

: 

Pay Frequency: IWeeidy :o:J 
City. !Rorne 

lInemplO ment Stale. f= 
State. ro; Zip, 1301651 -I [J Center: ~ 

1099 Co. Hame: I ....! Pension Plan 

o F~G" Adcftoo 
Look Up: 1 til S.1 Q s.J OHo~ I, 

I Tax 0: li)sSN a Fod.aI l.O Nu_ II Hi"ed:1 10115f02 ~ T ermi'ltJted:l I I ~ 

I I I I QeJete I i 
Find Next Avaiable EIT1IDyee D I

Qk ~ancei J:!eIp ~ ElT1IlOyee I) StartD1g Point: j 

There are three other radio buttons that access three other screens of payroll information. The 
ITEMS radio button accesses the Items screen which contains all the payroll items that pertain to 
this employee. The STANDARD CHECK radio button accesses the Standard check screen which 
contains the employees account numbers and standard check information if the employee has a 
"standard check. A standard check is defined in this system as a check that is usually the same 
from pay period to pay period for an employee. If the employee does have a standard check, 
then the amounts can be entered here and they do not have to be re-entered with each check. Of 
course, if there are variations in any given pay period, the amounts may be changed for that 
particular check. The EMPLOYEENENDOR MEMO radio button adcesses the employee/vendor 
memo screen which provides a place to keep miscellaneous employee notes or information for an 
employee. 

The Items Screen 

The key screen of the entire system is the Items screen. This screen attaches the appropriate 
payroll items that have been previously setup for the company to the individual employees. 

The following pages trace through the entry of the payroll items for James Smith . 

Remember that his sample paycheck was as follows: 

Gross pay in the state of Georgia 500.00 
Federal Income tax withheld 78.10 
FICA and Medicare tax withheld 38.25 
State tax 15.00 
Net Pay 368.65 
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Here are the Payroll Item codes setup for these paycheck items along with the general 
ledger account numbers used for each payroll item for this employee: 

I 

Item Code Description Account 

GAGROS 

FED 

FICAMD 

GASTWH 

NET 

Gross pay in Georgia state 

Federal Income Tax 
withheld 

FICA/Medicare Tax 
withheld 

Georgia State Tax 
withheld 

Net Pay 

465 

222 

223 

225 

110 
(precoded) 

Table 13-1: This table lists Payroll Item codes. 

Remember that the four different groups of payroll items are as follows: 

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 must be saved 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 (i.e. company paid car) 
but do affect the general ledger. 

The sample check above, like most paychecks, only has additions, deductions and 
a net. Follow the screens carefully to see how each payroll item is entered and 
why. The screen below is the Items screen and is accessed from the Employee 
main screen of James Michael Smith using the Items radio button (Note that this 
screen also has a button that allows this record to be used as a default. This is a 
very important button. It allows all the payroll items to be duplicated from the first 
employee you setup to all the rest of the employees and will save you a great deal 
of time.) 

T.. J_dIoo.!F.....' ..:l ~, ! ........ 
~I---..:,.....-----. ......... 

O OHud_ 
HotatiOns 

D &n·_
""" .... 
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First we will enter the only addition. It is GAGROS (Georgia Gross). Notice that the screen above 
is in the "Federal" "Tax Jurisdiction" and that the screen above is set for an "Addition". All payroll 
items must go in the federal tax jurisdiction and in any other tax jurisdiction that their amounts 
would be needed for reporting purposes. Thus Georgia Gross needs to be entered in the Federal 
Tax Jurisdiction and in the Georgia Tax Jurisdiction. The first step is to enter GAGROS in 
Federal Tax Jurisdiction shown above. This is done by positioning the mouse pointer to the List 
button in the lower left hand side of the screen directly to the left of t e Remove button . When 
this button is selected, the following screen will display: 

!:: Payroll Items List rRl 
99GR 1099 Gross.. , . ,............... .. .. .. ............................................................................................. .. .. " .................................~ 


ATTY Grass Proceeds To Attorney 
AUTO AJ~tomobile Reimbursment 
EIe Advanced EIe 
FLGROS FL GROSS 
GAGROS GA GROSS 
MISCAD Miscellaneou s Addition 
OVERTI4 Overtime 
RENT Rent 
TIPSCK Ch eck Tips 

Qk tl ip ~ancel 

To select GAGROS, position the mouse pointer to GAGROS in the Inserted Payroll Items List and 
click to highlight GAGROS. Now click the OK button inside the Payroll Items List and the 
following screen will display: 

.:t Employee nle Maintenance ~llQlrxl 
Status: I ActiveList I Parnes Michael SrMh 

.....:::..J 0 Use this record as derail. (stllndllrd 'new employee seltJ\gs) 

0. !lllsie infoTmlllion !!t Jlems Q ~and8rd Check 

Tax Jurisdiction: IFederal 

List I Remo ve I 

~""loyeeN«KIor Memo 

:0:1 ~ I Remove I 

(i! Aaditions J' DtlducIions 
Q' N atKms 

" E~'oyt!f 
F'li! lems--.. 

o;.;;INe:;;.t __--II11~unt L::;IC::::.sh:..:..;i~nC=.;h<t;;;:;d<::.:i:.:lngl-..._ _ A_e_co_un_t_NII_me______ ....J1~ 

r lld N.exi AvUllble Employee D 
Qk ~ncel .t!elp Qelete 

Employee D SlIIrtin9 Point: I 
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Now we need to add GAGROS to the Georgia State Jurisdiction. This is done by changing the 
tax jurisdiction to Georgia by clicking on the List button to the right of the jurisdiction field. The 
screen will now appear as follows: 

b Tax Jurisdiction List 1- I lRl 
.~:I?..............:F..~:~~.~.~........ ............... .. ...................................................i 

FL. Florida 

GA "Geoo:gia 

Qk Qancel 

Select Georgia as the jurisdiction and click on the OK button within the Tax Jurisdiction List. The 
following screen will display: 

~ Employee FilE' Maintenance ~I@LRI 
J.ist I parnes Michael Smith ! StatUll: I Adive 

-===-.J 0 Use this record as defllult (standard new employee settings) 

.a ]!Mic in formatioo @~ems Q ~8ndanl Check Q ~loyeeNelldor Memo 

Tax Jurisdiction: IGeorgia 3 ILjst Remove 

lName SITAdditions 

1 DedudionsI~ n N.otationsI " Employer 
Pllid~ems 

List RemoveI I 

l 
Find NeXt Avlilllble ~Ioyee IJ 

!;,ancel 2eIeIe Employee IJ Starting Point: I 
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To select GAGROS for an addition to the Georgia Tax Jurisdiction, click on the List button in the 
lower part of the screen next to the remove button. From the resulting Payroll Items list, select 
GAGROS and select the OK button within the Payroll Items List. GAGROS will now display under 
Code and Name. This completes the entry for GAGROS. The next payroll item that needs to be 
entered is FED. FED (Federal Withholding) is a deduction. It only applies to the Federal 
Jurisdiction and it is a deduction. Change the jurisdiction back to Federal using the drop down 
arrow shown to the right of the Tax Jurisdiction box with Georgia currently displayed in it. Then 
change the payroll item group from additions to deductions using th radio button located in the 
middle right hand side of the screen. The screen should now appear as follows: 

=- Employee File Milinten~nct' [~]QI~ 
~ parnes Michael Smilh 

o Use this record 88 defaul (stallda.rd new employee set\rp) 

Status:
Employee p: 11 Active 

----------------------~ a l!asic infarmation )terns a ~tandard Ch~k 0 ~~endor Merro 

Tax Jurisdiction: IFederal iJ Ljst Remove 

i Name 

List I Remove I 

. Ad ions 

~ Oe.iudions 

a No:.Mions 
o E loy. 

~ftems 

r oo Next A vailable Employee D 
!;IInce! I __li_e'_P--l Qelete I __Clo§e_-l ---

Employee D Starting Point: I 

Click on the List button to the left of the Remove button in the lower left hand side of the screen 
and the payroll items list for deductions will display: 

b Payroll Items Ust rxl 
~.g}~............ ~.9}.~....~!.c:l:Y~.~....P~.I:i,~~~.:i..9:p':..... .......................... ........._ 

ADV Repayment of Advances 
CAE' Cafeteria Plan 
FED Federal Withholding 

IFlCA FICA Wih~olding 
FICAMD Fica + Medicare Withholding 
GASTWH GA State Withholding 
INS Health Insurance 
MED Wrl Medicare Withholding 
l.fISC'DE Miscellaneous Deduction 

........ .. ..1 ;" 1 

Qk ~ancel 
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Position the mouse pointer to FED (Federal Withholding) and click. Accept this entry by 
clicking the OK button within the Payroll Items List. The following screen will display: 

:. Employee File Maintenance r::;::JQI(E1 
List I p arnes Michael Smith 

-=::..J 0 Use this record as deflW.ft (standard new ~ee seI!lngs) 

S1atus: I Active 

0. ~sic information o ~afllfard Check o ~loyeeNendor Memo 

Tax Jurisdiction: IFederal :::J ~ I Remove 

Ioddll-... 

Deductions 

D ota ns 

QEmi>I 
Paid ems 

1. Account I Account Name I 'Mo' I
~1~~===~~~~'1-1 -0 ----~On~h~in-c~~-. ~;~------------------------~ ~ 

, 
9InceJ I __!i_~_.... QeIete I__CIo_}e_ .... 

Find Next Available Employee D 

Employee D Starting Point: I 

Press the enter key to move the cursor to the next code. This completes the entry for FED 
(Federal Withholding). The next payroll item that needs to be entered is FICAMD. 
FICAMD (FICA AND MEDICARE- Employee share) is a deduction. It only applies to the 
Federal Jurisdiction and it is a deduction. Since we have just entered FED. the tax 
jurisdiction is already federal and the payroll item group is already a deduction. Again 
select the List button in the lower left side of the screen. This will access the payroll 
deduction items. Select FICAMD from this list using the mouse pointer and accept it using 
the OK button that is located within the Payroll Items list. The resulting screen should 
appear as follows: 

.:. Employee File Mdintendnce G][Q"llEJ 
Status: ActiveE/T1Ibyee J>: r- bist I pames Michael SII"iIh 

~ [i Use this recoro as defaul (st8Adaro new ef'I"CIlOyee setmllS) 

Q ~asic information o Standaro Check a fmpIoyeeNerIdor Memo 

Tax Jurisdiction: IFederal iJ List I RemoYe 

Q Adellt;".. 

(II OedUclnns 

o Notatio 

o Empl..,.. 
PII.1d I 

Code Hame 

FED Federal Wlllholcfng 

FICAMD Fica • Medicare Wlhhotding 

lis1 I Remove I 
~~:::::~~_ uA~t_II~__________~A~cooom~~~~~________~1 I.'t1 11 0A~c~~ I 
I~ , Icash in Cheainq . ~ 

I 

Fnd Ioiext Available Employee IJ I ' 
Qk ~ncel QeIeIe -------~E~=~yee~D~==~~~~======~5tarting int I 
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Now press the enter key to position the mouse cursor to a new code. This completes the entry for 
FICAMD. The next item is GASTWH (Georgia State Withholding). This item needs to be added to 
both the federal and the state tax jurisdiction. It is a deduction. Since the tax jurisdiction is still 
federal, and the group is deduction, once again click on the List button in the lower left side of the 
screen just to the right of the Remove button. From the resulting payroll items list of deductions, 
click and highlight GASTWH. (Note, if the payroll items list does not appear when you click on the 
List button, it is because the cursor is not positioned to a new code. This List button is for the 
code not for the account number.) Then accept GASTWH using the OK button within the payroll 
items list and the screen on the following page will result: 

Employee~: ~ List I pameJS Michael Snith 

--=::...J 0 Use Ihis record as defaul (standard new employee settings) 

Active 

List J Remove I 

::oJ LisI ! Re~ I 

P Addltl"", J00 Deduction" 
NoIlIliDns 

o Employw 
Paid lems 

1:;_=--=--=--=--_-~-60I'-1 -:ccount=;;;..f-'c..n--I-n Ched;___ ing____-:...;Acco=u;;;;nt.;.;;Na;:;.;IT1e=---_______" ------41 ~ 

Find Next " l ailab.ie E/I1IOyee D 
9tnceJ I Clo~ IQeIeIe I Emplo}-. 11 Startllg PMt: I 

Code 

FED 

Name 

Federal W~hholdf1g 

I---------------------------------------------~-------~I 
~aak: inlcmnalion Iii ems O SI.ndard Chect Q f mployee/V or Memo 

Tax Jurisdic1iDn! IFederal 

----------------1 

FlCAMD Fica + Medicare Wlhholding 

GASlWH GA State Wlhholding 

Now you need to place GASTWH in the state jurisdiction. Change the tax jurisdiction to Georgia 
using the drop down arrow just to the right of the Tax Jurisdiction which currently has Federal 
displayed in it. Then access and accept GASTWH as a state deduction using the List button 
located just to the left of the Remove button as previously done to accept the other deductions. 
The resulting screen should be as follows: 

~ Employee File Mdintenance I:;:][Q:IlE"1 
El1"4lloyee .D: ID ~ parnes Michael Smith 

o Use this record as defauR (standard new employee sett 

D !!1ISic inforlTllltion • ]lems o StandBfd Check Of 
: 

ax Jurisdiction : IGellrgia Ljst3 
Q Aodil ioll$ 

[i) OfJdUdiollS 

Code Name 

GA STW H GA state Wthholding 

ON 
Q EJooployer 

List I Remove I 

status: I 
gs) 

Active 

lDyeeIVendor Memo 

I Remove 

lions 

~~ 

FBI .ems 

I 
r l1d Next Avalable Employee 0 

Employee 0 Starting Poitt I I 

Accllunt Name 

t:.::INet:::......__.....11 0 Cash in Cned<ing 

~ 

Qk I ~ncel CIo§e 
. 
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Now let us review what we have done. We have entered the following payroll 
items as follows: 

GAGROS: as an addition to the FEDERAL and the STATE jurisdictions. 
FED: as a deduction to the FEDERAL jurisdiction. 
FICAMD: as a deduction to the FEDERAL jurisdiction. 
GASTWH: as a deduction to the FEDERAL and the STATE jurisdiction. 

Now we need to finish our entry of this check by adding the Net payroll item. The 
Net payroll item is not an addition or a deduction; it is merely the account number 
where the paycheck is normally paid from. Because there is room on the all the 
items and accounts screens to show this item, it remains in view. Return to the 
screen that we just left to enter the Net payroll item (although we could enter it from 
any screen it displays on). Position the cursor in the Net field. Enter the account 
110 in that field. We have now completed the entry of this check into the system. 
Make sure you mark Use this record as default (standard new employee 
setup) if it is not already marked. This will repeat all the payroll items for 
federal and state for subsequent employees and save you lots of time. Accept 
the entire employee record by clicking on the OK button on the lower left side of 
the screen. This example should illustrate the basic concept of a payroll item. 
(Note it might be easier for you to enter the federal jurisdiction additions and then 
the deductions and then enter the state jurisdiction additions and then deductions 
once you understand the operation of the system.) 

Payroll Items: General Rules 

Tax Jurisdictions: How Do I Determine Which Payroll Items Go In Which Tax 
Jurisdictions? 

Answer: Follow the rules that follow: 

Rule 1: Every payroll item goes in the federal jurisdiction. 

Rule 2: Every payroll item that affects a state tax calculation needs to go into the 
state jurisdiction. For the client write system and after-the-fact payroll this just 
means the addition for gross pay, and the deduction for state withholding. (In the 
example GAGROS and GASTWH) need to go into the state jurisdiction. The items 
that should never be entered into the state jurisdiction include Federal Withholding, 
FICA and Medicare. Items that never affect the taxability of wages should not be 
entered into a state jurisdiction such as a uniform deduction or a repayment of an 
advance. No locality withholding item should be entered in the state jurisdiction. 

Note: If you are using Computer Checkbook and actually calculating the state 
taxes, you would also have enter any other items that would be necessary to 
calculate the state taxable wages for either W2's or Unemployment or for any other 
purposes. This might include "cash tips", "check tips", "cafeteria plans", "401K's", 
"employer paid items", etc. However, you never have to enter items like these into 
a state jurisdiction for client write up and after-the-fact payroll. 

Rule 3: Every payroll item that affects a local tax calculation needs to go into the 
local jurisdiction. For the client write up system and after-the-fact payroll this just 
means the addition for gross pay the local state withholding deduction. 

13-22 CHAPTER: 13 




Rule 4: Many standard payroll items are already entered in the system when you receive it. For 
example, state wages, state and federal withholding, FICA, Medicare, Cafeteria Plans, 401 k's, are 
pre-set up payroll items. They are pre-set into the system as Payroll Items and their normal 
taxing settings are pre-set. You can also modify these items for your particular non-standard 
situation if that is required. You will always have to enter at least th . posting account number that 
applies to your client on these pre-set payroll items .. 

Note: Here are some of the pre-set items for use with the after-the-fact payroll: 

Pre-Set Additions 

99GR: 1099 Gross 
AUTO: Automobile Reimbursement 
EIC: Advanced Earned Income Creel it 
OVERTIM: Overtime 
TIPSCK: Check Tips 
XXGROS: where XX is the state abbrevia ion. Each time a state is 

setup with the STATE sUb-menu option, a pre-set addition 
for that state is added to this fi le . ( i.e. When Georgia was 
setup in the state file in the sample above, then GAGROS 
was automatically added to th Payroll Item file.) 

Pre-Set Deductions 

401 K: 401 K Employee Deduction 
ADV: Repayment of Advance 
CAF: Cafeteria Plan 
FED: Federal Withholding 
FICAMD: FICA & Medicare Withholding 
INS: Health Insurance 
UNIF: Uniform 
XXSTWH: where XX is the state abbreviation. Each time a state is 

setup with the STATE sub-menu option, a pre-set deduction 
for that state is added to this fi e . (i.e. When Georgia was 
setup in the state file in the sample above, then GASTWH 
was automatically added to the Payroll Item file.) 

Pre-Set Notations 

ALLOC: Allocated Tips 
MEALS: Meals 
TIPS: Cash Tips 

Rule 5: There may be more than one state and loca ity. For each state and 
locality, the payroll items needed to calculate those wages should be entered for 
that state or locality. 

Rule 6: There may be more than one gross and withholding for a particular state. 
This is necessary to facilitate different situations. For example, if there are multiple 
localities, the gross pays must be split up by localities. If there were three localities, 
there would be at least three gross pays. Label them so that they are meaningful to 
you. For example, in Ohio, you might have OHGRCO, OHGRTO, and OHGRDY 
for gross pays in Columbus, Toledo and Dayton respectively. 
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Rule 7: Don't forget to mark the "Use this record as Default" (standard new 
employee) on the first employee you set up and then you will not have to 
setup the items for the other employees. If you are setting up employees in 
different states, you should enter the first employee in the first state and then 
enter all the other employees in that state. Now enter an employee in the 
second state and change the codes and jurisdiction to the second state. 
Then mark the use this record as default again. Now when you enter other 
employees in the second state they will all have the right payroll items and 
you will not have to enter them. Follow the same procedure for other states 
or other localities 

What if the Pre-Set Items are not enough? 

The pre-set items could never be enough to satisfy every condition for every 
company in the country. The purpose of the pre-set items is to make using the 
system easier for you. There may be cases where these pre-set items need to be 
modified or where completely new payroll items need to be setup for your firm. 
You may do this by just keying in new payroll items codes and filling out the 
choices for group, category, etc., as needed. 

Setting up payroll items that are exempt from some taxes. 

The payroll items in the above example were not specifically exempt from any 
taxes, but if you do have payroll items that are exempt from various taxes, it is 
quite easy to record this into the system. This is important because if it is not done, 
then the payroll forms like the 941, the W2 and the state and federal 
unemployment forms will not be correct. 

Most of the pre-set items such as 401 K, etc, will already be set for the correct 
federal state handling. You should check these settings and also record the correct 
status for items such as these in your state and any applicable localities. 

Here is how that is done: 

Access the Payroll Item screen using SETUPI PAYROLL and selecting PAYROLL 
ITEM. The following screen will appear: 

!18i1\ c.dor. II ~ H. 1!Ie: I 
Gf9Qpr I 

c..1QIWY: I 
.:..I J 

iJ 
lIIin T _ral T ~ T 

. 
~"""I T IliIC 

FDll!dAmoun I 

Qk 

~ 

'c 

I 

~~~~I------~ 

! 

QIIN 

.frort 

~ 

C1OfOt 
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As an example, enter 401 K in the Payroll Item code. The following screen will appear: 

'. Pdyrollitem Milintendnce [;:](g]LRI 
,=-= 

Statli5; I Active 

Iitem Qo:jcjo" 141.) 11( ~ N~: 140 II( EJqpIoyee Oedomk>n 
I 

GroUp: I[)oed\rcticm ~ _IC-oorv: 14011( {EmpbYH PUl) ~ 

Nain l Fara. T -$1m T Lac.1' 1 Mi~ 

-

Qk II ;-, 
jAmount ::J 

, 
~.,.. II I8IIl T~: rGCea MIoImI:: I0.00 

P05U1g AcQcJJD ' 1227 ~ AIInIaIlni! Amour.t: Io.ro Qelete I 
I :fun! I 

-_. - ~ -
J!e!p I r Exempt From p_.0.; IlOI\ ::lDie I 

Exempt from various federal taxes 

Now that you have the main 401 K screen displayed, click on the Federal Radio button: The 
following screen will appear: 

'. Pdyroll Item MaintendnCE' 

!temCocle: 1~1K blst 1 

Group: IDeduetioo> 

Categl"Y; I40U<{Employee; Paid) 

Ibin T Fede",' I 

N.me: 1+3 IK Employee [}edllCtion 

3 
" 

State T Local T 
..:.J 

Mile 

~1 1cl1 ~ 
Sr.tus: I ActlYe 

I 

Not Eumpl Fran' ~.-.-----

r 1- TlIlI: WiIhIoGIding
IX FICA 

IX Uedicare 

IXV~ 

QIt 

£ana!! 

QBete 

Erinl 

~ 

CIote 

I 
I 
I 
I 
I 
I 

You will note that there are four federal tax boxes shown under the heading of Subject to. They 
are federal, FICA, Medicare and unemployment. If a box is checked, it means that the payroll item 
is subject to that particular tax. Since the 401 K is exempt from federal income tax, that box is not 
marked. This means that the system knows that the 401 K is not subject to federal tax. If you had 
some other payroll item that was exempt from say federal, FICA, Medicare and federal 
unemployment, then for that payroll item, you would remove the checkmarks in front of each of 
those the four boxes. 
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Exempt from state income tax or state unemployment 

Now let us consider the state tax for a 401 K. Different states have different rules 
about 401 K's but a large number of states also exempt 401 K's from state income 
tax. To record that your state (or states), are exempt from state income tax, select 
the STATE radio button . The following screen will appear. 

I-",- Ilolixi 
Name; l~lK Empk!yH Deduction ,\L 

..:.J 

SbIR LocalJ T I 

Eumpt hamS~~. 

I II 

Ramo". I :/ 

. • Payroll Item M.aintenance 

!.... Co6e: 1~1 K ~ -:JGfoup: IDed..miDn 

c.teeorY; I~tK (EmplayH !'aid) ..:.J 
llain ~1 iii..,J 

:EXemptin ~ 

1 

Remove I 

Qk 

~oeI 

~ 

~ 

~ 

ClDIe 

Note that on the lower portion of the screen, there are two sides. The left side 
refers to state income tax. The right side refers to state unemployment tax. If the 
401 K was exempt from state income tax, you would place the state abbreviation, 
i.e. GA or MA, in the left hand side. If this 401 K were exempt in multiple states 
from state income tax and your client had payrolls in multiple states , then you 
would have to enter the state abbreviations of all exempt states that apply to your 
clients. 401 K's are not exempt from unemployment but if you had a payroll item 
that was, then you would enter the state abbreviation in the right hand side of this 
state screen and this would exempt a payroll item from any state unemployment 
that you entered the state abbreviation for. 
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Exempt from local taxes 

To exempt a 401 K or any other payroll item from a local tax if this is applicable for that 
locality, select the LOCAL radio button. The following screen will appear: 

.. Payroll Item Maintenilnce ~~IL8:1 
!~ CocIe: 14011< ~ ImK~_ o.o.clion~ 1. -r=- !,GroI.\I:>: IDed"C1icn ~ 
C.I~: 14:111( ~ Paid) ..:J 
..in EedMAl SIBle LOCIIJ llieT T T T 

-
~ 

EDmpt II lcaoIiilu Qk 

J 
-~.,i ; 

~1 

I ~ , 
~mt 

!iOIIp 

'I us! J ReD)'''" I Clop 

You would now enter the local tax codes in the fields under the heading Exempt in 
Localities on the lower left portion of the screen. 

Suppose an employee's gross pay is exempt from FICA and M dicare deductions 

Let's suppose that an employee is employed in Georgia and is exempt from FICA and 
Medicare and unemployment because they are the child of e proprietor and they are 
also under 18 years of age. If we assign them an addition to their pay of GAGROS like all 
the other Georgia employees, then we could not exempt them from FICA, Medicare and 
unemployment because then all the other employees with GAGROS would be exempt 
from FICA, Medicare and unemployment and they are not entitled to be. So we have to 
set up a different Gross pay for these exempt individuals than GAGROS. We can call it 
whatever we want but we need the first two digits to be GA. Let's cali it GAEX for Georgia 
Exempt. We need to first set up this payroll item in the norl1flal way as shown on the 
following page: (Note that the posting account would probably be the same one we used 
for GAGROS.) 
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" Payroll Item Maintenance ~1rrs-lrx'l 
jlem.CocIe: 1GAEl( Status: I Active 

Gnl<Ip: IAddition 

category, I~ :£1 
MrlC 

, , 

Ii~ 

~.It T~: IAmount IFlxed~ 10. 
.Qeierejo.ooPosliftg Account: '~5 I 
:fTint I 
tlafp I 
~ I 

Now we need to indicate that this GAEX payroll item is exempt from FICA, Medicare, and 
unemployment. We do this by selecting the FEDERAL radio button. The following screen 
will appear: 

., Payr 011 Item Maintenance r- I~11x1 
!Ien> Code: !GAEX ~ Nama: !Geofvia Exempt slnUS"·j Active· 

Gioup: IMcfiIion ~ 
~: IGross ~ 

Ibin T FmeRI 1 St. T Loc.tIl l MiIC 

l 
QI< 

Sabject To

I 
~ 

:r1~'f.~·~~j QeIRIa 

Iii' lAeoiica!e 

IX Unemployment fdIU 

j H-iP 

\ ~ 
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Now we would remove the checkmarks from FICA, Medicare and unemployment. The screen will 
now appear as follows: 

" Payroll Item Maintt'ndnce i-I(QI[RI 
!,Sr I 

- - .-0 - -:JjtemCodl!; JGAEX Nanw. IGeoo¢i Exempt 

GJOUP : IMIIiticm iJ 
-

c.at:~i JGr05:s. .::J 
II;oln T !'elk.... I Slat. 1 Lou' I M~ 

I iQlci
iii;: J 

II 
Silbject To - II ~ 

Ii' IT>COiIne Tax ~ 
~ IrFICA 

r ~ 

r ~ymerit gmt I 
~ I 
~ I 

Now the system would know that any employee with the gross pay code of GAEX would be 
exempt from FICA, Medicare and Federal Unemployment. Next we would have to access the 
State radio button and indicate that employees with the GAEX payroll item would also be exempt 
from state unemployment. We would now OK the payroll item screen and return to the menu. 

The next job would be to setup the employee or employees who ar exempt from FICA, Medicare 
and unemployment with GAEX in their employee record instead of GAGROS. Employee records 
are accessed with SETUPI PAYROLL and EMPLOYEENENDOR. We would now have the 
employee maintenance screen displaying. We would choose an employee that is not subject to 
these taxes. Next we would choose the ITEMS screen: 

Case 1) if we have not yet set them up on the computer at all, we just set them up with 
GAEX as their addition instead of GAGROS. 

Case 2) if we have already set them up with GAGROS and have not processed any 
checks, we can just change the GAGROS to GAEX. 

Case 3) if we have already set them up and processed checks for them, then the easiest 
way to correct the previous information is to use the payroll utility for payroll item 
maintenance. This utility will change the master record and also all existing paychecks 
very quickly. Any reference to GAGROS will be changed to GAEX. The use of this utility 
is explained in the Utilities pull down menu beginning on page 8-7. 
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Modified Payroll Items: Cafeteria plans 

Suppose you want to set up a cafeteria plan (section 125). There is a cafeteria plan payroll 
item set up, pre-set not to be subject to federal withholding, FICA/Medicare, and federal 
unemployment. In most cases a cafeteria plan deduction is also exempt from state 
unemployment, withholding, and local withholding. The system has pre-set up cafeteria 
plans with the payroll item code of CAF. Access the payroll item screen and enter CAF as 
the payroll item code. With the cafeteria plan payroll item on the screen, do the following: 

1) Enter the liability account for your client into the "posting account" field on the 
"Main" screen or payroll item entry. 

2) Verify that the federal screen that appears when you select the FEDERAL radio 
button is appropriately marked by having no check marks in front of any of the 
federal boxes. 

3) Indicate any state(s) where this deduction is exempt from state income tax 
and/or state unemployment using the STATE radio button. 

4) Indicate the localities, if any, where this deduction is exempt from local 
withholding using the LOCAL radio button. 

Some payroll items, like a cafeteria plan, a 401 K, etc., will require careful attention 
upon initial setup because they are typically exempt from several taxes. 

Additional Payroll Items 

There will also be cases where you may have to enter additional payroll items. For 
example, if you have several cafeteria plans for a single client. In this case, enter the new 
Item Code and name and choose a "group" and "category". Remember that certain 
"categories" are typically found in certain "groups". For example, "cash tips" is typically a 
notation entry because there is no ledger entry and no cash changing hands between the 
employer and the employee. If you setup "cash tips" as a "deduction", you will be causing 
yourself problems. Whenever possible, use the pre-setup payroll items and avoid 
changing the "categories" or the "group" designations unless you are correcting a verified 
mistake. 

Employer Paid Items 

Occasionally you will require a payroll item that is an Employer Paid Item. These amounts 
never effect the dollar calculations of Gross to Net, but they do need to be reflected in the 
general ledger. Therefore both the Debit and Credit Accounts should be entered into the 
Payroll Item Screen. A second account field will appear only for employer paid items. The 
second account entry field will be labeled Debit Account and the expense account should 
be entered in this account. The liability account should be entered into the Credit Account. 

The next screen that needs to be entered is the standard check screen. This screen is 
used to individualize the accounts for general ledger posting. It is also used to enter 
paycheck amounts that remain the same from paycheck to paycheck so that they do not 
have to be entered each pay period. 
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The Standard Check Screen 

When the STANDARD CHECK tab is selected, the following screen will appear: 


:"i Employee File Maintenance ~I[Q.ILRI 

Status' I Active

EmpIoyee!D 10 List I parnes Michael Smith 

~ C Use this record as default (standard new employee settI\~) 

~asic in formation )terns @. ~tandard Cfleck 

Code N3me 

GAGRO GA GROSS 

List I 

Cash in Cilecking 

----------------------~ID ~mpi))'eeNelldor Memo 

Amount 

0.00 

Update l em Posting AccolJl'ls 

~Addition;i 

0' Deductions 

a NotatiollS 
Q EmpIayt!f 

Paid ftems 

d Next Available Employee D 

s;,ancel 1 __!:!_etp_...I __~_e---...l __C_Io!_e-...lQk 
Employee D Staring Point: I 

Note that just like the items screen; this screen is segmented by Additions, Deductions, Notations 
and Employer Paid Items. The screen defaults to the Additions segment. Note that the account 
number shows next to the payroll item on this screen. This account number will originally be taken 
from the account number that you set up as the posting account for that payroll item. You may 
change the account number to whatever valid account number you wish and this will stay this 
account number for this employee unless you change it again. This is how you handle posting 
such things as officer and staff salaries. Both use the payroll item GAGROS in this sample 
company but officer salaries would go to a different account (465) than staff salaries would (say 
460). Deduction accounts may be changed in the same way. 

The other use of this screen is to enter amounts that stay the same from paycheck to paycheck 
so that they do not have to be reentered each paycheck. If the employee has a whole check that 
stays the same, you may enter each amount for the whole check in the amount column. If they 
only have a deduction amount that stays the same, you may just enter that. You may do things 
like enter all figures except FICA and Medicare if you wish, since a lowing the system to calculate 
FICA and Medicare will handle rounding better than entering a fixed amount would . 

The EmployeeNendor Memo Screen 

This screen allows the entry of miscellaneous information for an employee and saves it for 
reference purposes. 
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Payroll Accrual Overrides 

Normally the federal payroll accruals for all the employees in the company are 
setup under SETUPI PAYROLU PAYROLL SETUP and the OPTIONS AND TAB 
STOPS tab if you desire the system to make them automatically. This process is 
described beginning on page 13-4 of th is chapter. Normally the state payroll 
accruals for a company are setup under SETUPI PAYROLL and STATE if you 
desire the system to make them automatically. This is described beginning on 
page 13-5 of this chapter. Both of these options accrue the related expense and 
liability amounts to whatever accounts you have specified for all employees in the 
company. If you wish to accrue the expense and liability amounts to different 
accounts for different employees in the company, this may be accomplished with 
this option. This option is selected by choosing Payroll and then Payroll Accrual 
Overrides. When this option is selected, the following screen will display: 

:"i Payroll Accrual Overrides 1-I[9[~ 
- " 

Employee 10 : r kist I SSN: I '11 

I 

Qk I 
r- Expense 

Matching FICA I 
Matching Medicare: I 

Federal Unemployment: I 
state Unemployment I 

~ 
~ 
~ 
~ 

i 

Help 

Clo~e 

I 
I 

f 
r Uability 

~ 
Matching FICA I 

Matching Medicare: I ~ 
~ 

Federal Unemployment: I 
state Unemployment I ~ 

~ 
I 

I I : 

You may access an employee by clicking on the List button to the right of the 
employee number. Then you may enter accrual accounts for that employee's 
wages. This will override the normal setups for payroll accruals for this employee. 
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Setting Up the Initial Payroll Balances for an Employee 

This system does not close and does not have a place for balance forward amounts. 
Consequently all numbers are generated from transactions. When a client and the 
employees of that client are initially set-up, the initial balances of the employees must be 
entered as payroll transactions. Unless the client is in the first quarter of the calendar year, 
two transactions must be entered for each client. The first transaction will be dated the last 
day of the previous quarter and should include the year-to-date payroll transactions 
through that quarter. The second transaction will be dated the day before the first actual 
paycheck transaction to be entered into the system and should include the payroll 
transactions for the current quarter to date. These entries should be made before any 
other balances are entered into the system. Then trial balance entry should be used to get 
a beginning balance for the period. There is a very nice fea re that facilitates these 
entries. It is a capability to enter these summary transactions into the payroll transaction 
screen and prevent these summary transactions from producing an automatic general 
ledger transaction. In this way, your ledger balances which probably already include 
entries from these previous payroll transactions will not be affected. To use this feature, 
enter the summary transactions as you would normal payroll transactions and then MAKE 
SURE TO mark the box, "Do not post to general ledger." A sample entry showing James 
Smith's year-to-date earnings through 05/31/05 follows: 

iMii Payroll Transactions I-I[QJixl 
Transaction: I~ ~ Iil c-m Check: I t EmpIoyMlD list l it Statusl Ne<II 

~ ~h. ""1116 I.IicIael 

McIitians 

GA GROSS 

DeductDns 

Federal Witllllclcling 
FICa • . ~ wothholliing 

GA State WrtIIhoIding 

QK ~I I 
Iamo I 


r ~Std CbeCk 


~te: CeAter: r Unemp State: 1000l flO!i ~ ~ fFL ~ 
Account i ~"tl IAccom! I AmDuDtl 
~ 12.000.00.1J 1 

Account 

Z22 
223 
22& 

Lt.! Accounts I ~r~~:~.~.·.~·.·!~~1 

AmomIt jAocount AmDuntl1...,.,.' .... _ I 
U 74.040 

918.00 

3iD.OO 
r Hnounl lI ,,~ 1&.847.60 

.. .. 

J:±eIp Deler. CloJe !,1st QL Tram; t; sII I I I 
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This concludes the discussion of how the payroll system works and how payroll is setup 
for after-the-fact payroll. The actual entry of payroll transactions is covered in the practice 
set and also in the transactions chapter. Other payroll options are discussed in the Setup 
chapter. Payroll reports are discussed in the Reports Chapter. 
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Chapter 14 
Interfacing to QuickBooks ™ 

Overview 

An interface is provided to allow users to transfer information between Intuit's® 
Quicken, QuickBooks and QuickBooks Pro Systems and the P.C. Software 
Accounting, Inc. Windows Client Write Up System. his interface currently allows 
the transfer of both vendor and payroll check information from Quicken, 
QuickBooks and QuickBooks Pro into the Windows Client Write Up. 

For the purpose of this document, we will use the term "QuickBooks" to refer 
generically to Quicken, QuickBooks, and QuickBooks Pro. All three of these 
programs provide the necessary interface file that is described below. The 
Windows Client Write Up system does not interface with QuickPay. 

In order to accomplish this check information transfe , three basic tasks must be 
accomplished: 

1. 	 A QuickBooks interface file must be generated in the QuickBooks 
System that includes the necessary information to be transferred for 
the date range desired . 

2. 	 QuickBooks employees and paycheck information must be related 
(via links) to employee and paycheck nformation in the P.C. 
Software Client Write Up System so that QuickBooks payroll checks 
may be correctly allocated to the correct employees and ledger 
accounts. 

3. 	 QuickBooks accounts that appear on vendor checks must be related 
(via links) to accounts in the chart of accounts in the P.C. Software 
Client Write Up System so that QuickBooks vendor checks may be 
correctly allocated to the correct ledger accounts in the Client Write 
Up System. 

The QuickBooks interface file is prepared in the QuickBooks System using an 
interface capability that QuickBooks Pro provides. (NOTE: QuickBooks Pro will 
accept data from Quicken and QuickBooks, which is all that the clients of the 
accounting firm need to have.) The transfer of check information and the 
establishment of chart of accounts and employee relationships between the two 
systems is accomplished from a centralized Windows CWU/QuickBooks Interface 
Screen which is a part of the P.C. Software Accounting, Inc. Windows Client Write 
Up System. 
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Preparing the QuickBooks ™ Interface File 

The first step in interfacing Intuit's QuickBooks Pro and P.C. Software Accounting's 
Inc. Client Write Up System is the preparation of an interface file in the QuickBooks 
system. This interface file will include the QuickBooks information for the date 
range that will be transferred in a format that will be acceptable to P.C. Software's 
Client Write Up System. This QuickBooks interface file is produced in the following 
manner. Access QuickBooks Pro and the company data that you wish to transfer. 
Select the Report Pull down Menu and then the Custom Transaction Detail Report, 
as shown below: 

Report Finder 

Memorized Reports 

Process Multiple Reports 

Company & Finandal ~ 

Customers & Receivables ~ 

Sales ~ 

Jobs, Time & Mileage ~ 

Vendors & Payables ~ 

Employees &Payroll ~ 

Banking ~ 

Accountant & Taxes ~ 

Budgets &Forecasts ~ 

List ~ 

Industry Spedfic ~ 

Custom Summary Report 

Custom Transaction Detail Report 

Quid:Report Ctrl+Q 

Transaction History 

Transaction Journal 
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When this option is selected, a display of the Custom Transaction Detail Report from QuickBooks 
will appear on the screen. A screen similar to the following will display: 

Modify Report: Custom Transaction Detail Re Ask a help question 

!!ispIay E.Uters t:!eader/Fool:1!r U Fonts a rbnbersJ I II I 
Report Date Range - - - - 

D~tes 1Custom ~ The date range you spedfy in the From and To fields I 
I I From 112./01/2005 (Iiiil] Io 1 12/15/200~ [Iiiil] 

. ..~ ..~ -
Report Basis 

@ Accr~al O C~ 

Columns 

,(~eft margin) 

Trans # 
 jI 

I 
,{Type 

Enteredj1..ast Modified 
Last modified by 

,{Date 

,{Num 


Adj
I 
P. O. # 


,{Name 
 ~ 
--

_. 

... 
-~ 

This setting determines how this report cala.Jlates income and expenses . I ._- - 

TQ.taI by ITotal only Lvi I 

Sort!2.y IDefault ~ 
® Ascending order a 

Sort in I
o Descend!ng order ~. 

Put a check mark next to each column 

that you want to appear in the report. 
 [ Adyanced... I[ R~vert 

-- I-

OK Cancel Help~ it J[ I 
This screen defaults to a Report Basis of ACCRUAL. You need to etermine if you want your 
report on an Accrual or Cash Basis, as this will affect the column choices you have available for 
your next step. Check marks will appear next to some of the fields as shown above. You should 
eliminate or add check marks as necessary until the only check matks that are left are those next 
to these ten field names: 

TYPE PAYROLL ITEM 
DATE ACCOUNT 
NUM CLASS 
NAME SPLIT 
MEMO AMOUNT (ACCRUAL) OR 

PAID AMOUNT (CASH) 

You want these ten fields and only these ten fields to have check marks besides them. 
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After you have done this, select the date range that you wish to transfer on this screen and 
press the OK button. A report will show on the screen. Double chec that this report has 
ten fields and appears similar to that shown below: 

rl tl 
1:06 PM Engineering/Architecture Firm 
12115107 Custom Transaction Detail Report I! 
Accrual Basis December 1 . 15, 2007 


Type [)ate ~ Hum ~ Name Memo o Payroll Item ~ Account Class Split
• • .~ 
Dec 1 -16,07 


In'lOice 1210112007 1fr01 ... Bowden B1lw:wes... AccolJlllS Reece"'• .. . Jon.tha... -SPUT-


Invaice 1210112fr07 1001 .. B·owden B outiq ues ... Meetings EngineerMlg ~even .. Jon.atha ... AccBunts Re... 


Invoice 1210 112frO7 1001 ... Bowden Boutiques.. . Field visits Engineering Fteven. Janalha... Accounts Re.. . 


invoice 1210112007 IDOL B1lwden B outiqties ... Caord ina!icm E.n·ginee!inq Raven... Jon .• th • .. Accounts Re... 


invoice 1210112(>07 lfr01 .. B1lwden B1lutiqtJeS... Field Visit" Engineemg Raven .. Jllnatha... Acc()unts Re.. . 


In'lOice 1210112fr07 100L Bowden Boutiques ... Layout Engineemg Reven ... Natalie C ... Accounts Re... 


invoice t210112()07 100L Bowden Boutiques ... Meetings Engineerl'iq Fleven ... Natalie C ... Accounts Re... 


invoice t 210112007 1fr01 . Bowden B.outiques .. . Research Enginee-r/n9 Raven .. . Natalie C ... Accounts Re... 


Invoice 1210112007 11l0L Bowden B{)utiques... Coordination Engi~q !'Ieven .. Natalie C ... Accounts Re... 


Invoice I2101 12fr07 1001... Bowden Boutiques... Field Visits Erlgineering Reven .. Nata-lie C... Accounts Re.. . 


Invoice 12101120G7 1001 .. B·owden Boutiques... Co·o rd ination Engi~ Reven ... [}ebWoo<! Accounts Re .. 


Invoice 121Ol12G07 1001 .. Bowden Boutiques.. . Field Visits Engineering Reven ... D-et>Woo<! Account" Re.. . 


Invoice 1210112007 1G01 .. Bowden Boutiques ... Overnight Mail Reimt>u~edExp. (.. Reimbur.. . Accounts Re... 


invoice 1210112fr07 1G01 ... Bowden Bautiques... Overnight hI.il ReimburSed Exp. ( .. Reimtmr ... Accllun·ts Re... 


In'lOiee 1210112007 1(}01 ... Bowden Boutiques ... Blue Prints Reimburaed Exp. (.. . Reimbur... Accounts Re... 


invoice 12J0112G07 1001 .. . Bowden Boutiques ... Markup an R ... Markup n C()f18 ReimbIIr ... Acwunts Re... 


CheCK 1210312007 5295 Landman: Property [}ec Ren,! Company Checking... Renl 


Check 12103l2fr07 5295 Landmark Property Office Ren·t Rent Compar>y C he ... 


Paycheck 12JOll2fr07 }043 Jonathan Graham Company Checklnq ... Janatha... -SPUT-


Paycheck 12103/2frO7 31)43 Internal Company M .. . Drattsperso .. Wages-O ffICe & S ... Jonatha ... Company Che ... 


Paycheck 12103l2()07 3043 Bowden Bot.dque5 . .. Oraftsperso ... Wages - Drantpef... Janatha.. Company Cha ... 


Paycheck 121OlI2007 304:> Jonathan Graham Vacalion - S... SickIHoloday & Vac... Jonath.a .. . CAlmpany Che ... 


Payeneck 1210"3120·07 :>043 Jonathan Granam 125 -Heatth .. SEC125 Payable Jonaths ... Company Che ... 


If the report does not include the ten fields that you wish, correct it by selecting modify 
report and add or remove the checkmarks until you get it right. When it is correct, select 
memorize and save it with a name of Transfer Transactions. 

You have now competed the initial step which instructs the computer what QuickBooks 
information to save so that it may be interfaced to Client Write Up whenever it is needed 
for a new period or a new client. You must then complete the following steps for the first 
time creation of this interface data and also for each subsequent period for each client. 
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Creating the QuickBooks Interface File 

Perform the following steps to create the OuickBooks interface file : 

1. Access OuickBooks and the company you wish to interface. 
2. Select Memorized Reports. 
3. Select Transfer Transactions. 
4. Select the desired date range. 
5. Select Print (It does not matter what printer is being used). 
6. Select the File Radio button (Changing it from Print) . 
7. Select Tab Delimited File. 

Your screen should now be similar to the one shown below: 

Print Re-ports 

, 
I Print to~ 

10 Printer.: 

®Fiie~:I ,...:.= .; 

Ask a help question 

IAuto HP LaserJetm on PCSAlSERVER on, Y~ 

ITab delimited file iJ 

INote: To install additional printers or to change port 
assignments, use the Windows Control Panel. 

Orientation: Page Range: 

@ AH 

o Pages: 

.... How 00 I? 

Qptions . . . 

From: EJ To: LJ 
------------ .---------'--

Page Breaks: 

t tiiSgc 6!itS U!:ldll' t arph:::n' ~r Jurobec of _op esl D 

Print J 
Cancel ] 
Help ] 

ereview ] 

Select the Print button and the system will ask you for a file name along with a drive and 
folder. 

It is essential that you respond with OUTTAB.TXT for the file name and a drive and folder 
that you can remember. You are establishing the name and location of the interface file 
that the P.C. Software Client Write Up Windows System will be looking for later on when 
the interface is made. (For the purpose of this example exercise, OUTTAB.TXT was 
placed on C drive in the PCSW folder at this time.) 

This completes the instructions for the preparation of the OuickBooks Interface File. 
Remember that the creation of the OUTTAB.TXT file will be the first step taken each 
transfer period for each client. 
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Transferring Information to the PC Software Accounting Windows 
Client Write Up System Overview 

Once you have prepared the interface file in the QuickBooks System according to 
the previous instructions, you are ready to accomplish the actual transfer of 
information in the P.C. Software Accounting Client Write Up System. This transfer 
is accomplished using a centralized Windows CWU/QuickBooks Interface Screen. 
This interface screen is accessed from the File Pulldown Menu and the 
Interfacing and QuickBooks options as shown below: 

Activate 

Copy 

Delete 

Change Client IDlRelocate Client 

Interfacing ~ 

Data Conversion 

Select Printer 

Change User 

Mail Labels 

Exit 

DOS Computer Checkbook 

Import From QUlckbooks Pro 

Consolidate Cash Entries From CCB 

Transactions to ASCII 

Get Ledger Transactlons Fr Payable!> 

Amortization 

Tax Wise Interface ~ 

Tax Interface 

ASCII file to GL Transactions 

GL Transactions to EXCEL text 

MacDonald's Interface 

ASCII file to PR Transactions 

ASOI File to Chart of Accounts 

Fix Tab/Comma Delimited Asai Files 

Chart of Accounts to Exc.ei F· e 

When this option is selected a file selection screen will display as shown below: 

.. File Selection 1- JIl5l(EJ 
Select Outtab File to Import 

So~reL~~oon--------------------------------------~----~1 

§j c: \ \outtab. TXT ! 

ollttab 1><1 

c: 

o Don't show this sCleen (outtab file already selected) .QK .cancel 

14-6 CHAPTER: 14 




This screen allows you to select the location of the interface file that you have produced in 
Quickbooks. Once the file is selected and this screen is Okayed , a screen similar to the following 
will display: 

I fWir-"",-- ~~_~___ U"'_I___ jcx.u> Payeeo· --- _ _ ---__ ected - Q_u_ Sel.aed cwu Employee! 
ib.rry I ~"one » I ,..-------- I ~ry I ~~ODe 

Helen G Gravely ..:.::....J I' \' 
John J 9iai"" ....!J 8 , Jo !1n J;u,,,.i.. ~ruith 

~ 'I 
~ I L 


===============: 
ru-'~--

1---------------- 

Match Found !:::!elp I Clo~e I 

The "Quicken to CWU" Transfer screen shown above has six displayed radio button functions 
which allow the initial setup of the transfer process and the monthly adjustments to any new items 
that are added or changed. (Like new employees or new accounts in the chart of accounts.) 
There is also a large Match or No Match message that appears. This message merely indicates 
whether any of the employees in "Quicken" match any of those presently in the Client Write Up for 
Windows. The purpose of the Match or 1\10 Match message is to give the user a quick indication 
of whether or not the "Quicken" company being transferred either matches or does not match the 
Client Write Up Company that is being transferred to so that the wr ng Quicken data will not be 
inadvertently transferred. 

Radio Button Functions 

The following section provides an overview of the function of the six radio buttons that are 
displayed on the following screen and are used to allow the initial setup of the transfer process 
and the monthly adjustments that are necessary. (Note that when the interface option is first 
selected, the Employees radio button is pre-selected.) 

Employees: This radio button relates the employees in QuickBookcs as determined by their 
names on the checks to the employees in the Client Write Up System as they exist in the 
employee file of the Client Write Up System. If the employees exist in QuickBooks but do not exist 
in the Client Write Up System they will be added to the Client Write Up System. In this example, 
there are three employees in the QuickBooks System (Stone, Gravely and Smith) and no 
employees set up in the Client Write Up System. This situation would be typical (including the No 
Match message) when a brand new "Quicken" client is being set up for transfer to the Client Write 
Up System and those employees were not also set up on the Client Write Up System. The 
employees' screen also provides a place to designate the location of the "Quicken" transfer 
information so that it will not have to be located each month by the operator. For example in this 
example, the interface file is found on the C drive in the \PCSW folder. 
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Options: This radio button is used to generate the most likely options for 
employee payroll information so that when new employees are added to the Client 
Write Up System based on their existence in Quicken, they wil l have the correct 
general payroll information. 

Journals: This radio button is used for a number of functions. First it allows 
transactions originating in QuickBooks to be assigned a journal code in the Client 
Write Up System. It also allows QuickBooks transactions to be summarized. (For 
example, the credits to cash for all the disbursement transactions can be 
summarized into a single cash account.) Finally this option allows various types of 
transactions in QuickBooks to be bypassed and not transferred into the Client 
Write Up System. (For example, accrual type entries can be bypassed when 
preparing cash basis books.) 

Chart: This radio button allows the linking of related items in the Client Write Up 
chart of accounts to the corresponding account information that has been used in 
QuickBooks in writing vendor checks. 

Master Link: This radio button has the capability to link together the collective 
components of all the employee's paychecks in QuickBooks with all the 
corresponding employee paycheck components in the Client Write Up System. 
This button is normally used to link all employees' paycheck components at one 
time. 

List Links: This radio button allows the printing of the links that have been made 
so that there is no confusion as to what Quicken entry will go where. Payroll links, 
Chart of Accounts links and Journal links may be printed using this radio button. 
The first time these radio buttons are used, the normal sequence of use is as listed 
above: Employees, Options, Journals, Master Link, Chart, list Links. For 
subsequent uses, Employees, Master Link, Chart And Journals would be used only 
if new employees or accounts have been added since the last period. In this case, 
these operations would be accomplished in the same order as in first time use. 

Ifthere are new employees in the new period, and they have no payroll items that 
are brand new to the company, the new employees should be linked by selecting 
the Master Link option and selecting the Add Links button. If there are brand new 
payroll items (such as a deduction that has never been used in the company 
before) being added to the company with the new employees, then the new items 
must first be linked and then the Add Links button taken. 

Details of the Information Transfer 

The first thing you should do is make sure you have located where the QuickBooks 
Information is found on the lower left side of the Employees screen. You should 
select the drive and the folder. This will typically be either on diskette drive A or in 
a transfer area that you set up on the hard disk specifically for this purpose. You 
should then store this location permanently using the Store button. Next you 
should select the options button and the following screen will display: 
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-=oJ Default Pay Frequency 
i1i,i 0 Most are unmarried Imrl 


n Most are fica exempt ~
IMiI.ii4if.ig_¥ri---:::o!J:J Unemployment 

L 
store Options Reset Import File SeleCllon 

No Match Help I Clo~e I 

Selecting Options allows you to enter employee defaults to make the payroll entry process 
more productive. The employee defaults should be set to reflect your most common 
employee situation. Any employees that do not fit this situation should be noted at this time 
so that they may change when the general process is completed. 
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The next option that should be taken is the Employee Radio Button. When this 
option is taken a screen similar to the one shown below will appear: 

Toggle Name Ordef 

lJrDeleded . Qui<Mnp_. Seleded f Windows CWU Employees 
Harry I S'C-on. ...!:J I Barry I S~n• 
Ke .len G Gravely 
J ohn J Bmi~ ~ a l John Jarvi, 9-.iUl 

~ 
~ I 

L~ Employee Nanwo ',I I 

M~tch Found Help I CI ()~e I 

The purpose of this screen is to allow the user to verify the names taken from the 
Quicken transactions are actually valid employees. The names that are extracted 
from Quicken are shown under Unselected and the valid names must be moved to 
Selected. This is done by verifying all at once with the » arrow or individual 
names one at a time with the> arrow. In this case all the names taken from 
Quicken are valid and should be moved to the Selected area. (Names or other 
entries that do not represent valid employees should be left in the unselected area. 
They will be ignored by the payroll part of the system .) Note that if you are setting 
up a new company and have not also keyed in the employees in the Client Write 
Up System, a "No Match" message will display. This is fine. If you are setting up a 
company that also has employees keyed in on the Client Write Up System, then 
you will also be linking the employees you have moved to the selected area to the 
employees that have been keyed into the Client Write Up System. This is done by 
highlighted the Quicken employee and then highlighting the corresponding Client 
Write Up System employee and selecting the Link button. This will display the 
linked employees in the linked screen down below. Because the Quicken system 
allows the name on the check to be different from week to week, you may have to 
link more than one Quicken employee to the same employee in the Client Write Up 
System. This is fine provided the employee already exists in the Client Write Up 
System. If it does not, then leave the second spelling of the same employee 
unselected until you have transferred employees one time, otherwise you will 
create an extra.) 
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Next the journal codes covering all types of transactions must be designated. This first step in 
doing this is to access the Journals screen. This screen will display as follows: 

CUi<*en T~Split To Journa l COde Linb 

This Type all Use Same Jnl Code 

Transfe<-

Trans!er Checks 

No Match 

The upper portion of this screen entitled, "Quicken Types/Splits to Journal Code links" is used to 
assign journal codes for the Client Write Up System to different groupings of QuickBooks 
transactions. Each different combination of the fields "Type" and "Split" from the Quicken data will 
generate a different line item on this display. Each different combin tion should be assigned a 
journal code if you desire transactions of that "Type" and "Split" to e transferred. It should be 
noted that depending on how the fields "Type" and "Split" have been used in Quicken, there may 
be some duplication in journal codes. This presents no problem to the system although, the user 
will have to enter the journal codes for each line item . For example, on the screen above, the CD 
journal would be entered for each of the combinations of "Type = Checking" and "Split= 
Automobile, Office, Rent, Telephone etc." 

If you do not assign a journal code for any particular combination of "Type" and "Split" then 
transactions of that particular "Type" and "Split" will not be transferred. This gives the user the 
option of bypassing certain types of transactions such as accruals if cash books are being 
prepared. 

The combinations of the fields "Type" and "Split" that represent paychecks should have the 
journal code entered that would be appropriate for the non-paycheck entries such as the 
unemployment accruals and the company payroll liabilities. For example, if "Paycheck" is the 
"Type" field and "Checking" is in the "Split" field, this would indicate transactions that represented 
paychecks. Enter a journal code next to it by clicking on the journal field to the right of it. Enter a 
journal code that you would like to use for that type of entry such as "GJ." 

The lower portion of this screen entitled, "Journals to Summarize" is used to allow the user to 
summarize the entries of Quicken. For example, the credits to cash for disbursements or the 
debits to cash for deposits may be summarized. To do this, the user enters the desired account 
number for the summarization next to the journal code that denotes the transactions to be 
summarized. For example, is the disbursements journal to be summarized was "CD", and the 
account number for the corresponding cash account entered on th s screen next to journal was 
"110", then all the credit entries to account number 110 for this journal would be summarized into 
a single balance in a single transaction. 
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You also need to indicate the cash account to be used for the paychecks to correspond 
with the same journal code you indicated next to that line item in the top portion of the 
screen. A portion of a completed sample screen for a single bank account, #110 and a 
disbursements and cash receipts journal of CD and CR respectively is shown below: 

Journ8I.----

1 

_, Qui'*"'" Type'Splil To .k>urNo.1CodoI LI--inb-=;';';~'_____"' __-I 

co Cash d i>bunemen1> 

Chedt CD Cesh diobur>emenlS 

co Cash diobunemen1> 

This Type all Use Same Jnl Code 

r ~a3ms~-=- ...-.... 
I 

Transfer Ch ecks "'-1 
__~~_ ____.J 

No Match !:Ielp I ao~e I 

The next step is to link the payroll components of the employees. Payroll components are 
the items that make of a paycheck. This is done with the Employee Link Radio Button. 
The screen for this option is shown below. 

ljIit I 
llIlink I 
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The Normal Linking Process 

On the bottom portion of this screen the corresponding unlinked items are presented. The 
purpose of this screen is to relate paycheck components in the Quic en system to paycheck 
components in the Client Write Up System. In other words, if a payroll component is called "group 
insurance" in Quicken and "INS" in the Client Write Up system, you tell the system that they 
represent the same thing. When you have found two components that relate to each other, you 
relate them together on the computer by "linking" them. To link items, you first display the item in 
the Quicken portion of the screen. (It will not remain highlighted but will appear in the top box.) 
Next you display and then highlight the corresponding item on the CWU portion of the screen. 
Then you press the link button to the left of the item lists to link them. At this point the linked item 
on QuickBooks will disappear showing that item as linked. It will ha e moved from the unlinked 
items part of the screen to the linked items part of the screen. The linked item from the CWU 
screen will be duplicated into the linked portion of the screen but wil also remain in the unlinked 
portion of the screen since more than one QuickBooks item may be linked to a single CWU item. 

Linking if Corresponding Items Are Not Present 

Suppose you look for a corresponding item on the other section of the screen but there is none. If 
the item is present on the CWU section but not on the QuickBooks section, it is not critical. This 
just means that there are additional paycheck components that are set up in CWU that are not 
currently being used on the Quicken side. However, if the compone t is present on the 
QuickBooks section and not on the CWU section, it must be accounted for. There are three 
possible cases. 

Case One: Bypassing an Entry that is Associated with a Paycheck 

The first case is an item that does not really relate to the employee's paycheck. For example, 
entries to Federal or State unemployment will typically accompany a paycheck. These can be 
ignored if you do not wish these accrual entries to be transferred to the Client Write Up System. 
This is often a good choice as the Client Write Up System can calc late these accruals an the 
Quicken entries will only be correct if the client has set up that portion of the Quicken System 
correctly. 

Case Two: A Payroll Component Entry Exists in the QuickBooks Section that is handled in 
General Ledger in the Client Write Up System 

The second case is also an item that does not really relate to the employee's paycheck but in this 
case the user desires to transfer that item to the Client Write Up system. We can use the same 
example, of unemployment entries to illustrate this situation . In the Client Write Up System, 
Unemployment compensation amounts are not carried on the employee paychecks because they 
do not affect the amounts of the actual paycheck. However in QuickBooks Unemployment 
compensation amounts are associated with the employee's paycheck records . If items are not 
linked as payroll items, then they will automatically be moved to the chart of accounts items for 
linking. Other items like Unemployment Compensation that do not affect the actual employee 
paycheck include the company components of all payroll entries such as Medicare and FICA 
withholding. If they are not linked as payroll entries, they will also be transferred to the Chart of 
Accounts. 
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Case Three - The QuickBooks Payroll Component is a New Item and Needs to be 
Added to the Client Write Up System 

The third case in which an entry may exist on the QuickBooks section of the screen 
but not on the CWU side is that the item needs to be on the CWU section but has 
not yet been added because it is new item on QuickBooks (i.e. a new deduction 
has been added to QuickBooks this month) In this case, the item must be added 
to the Client Write Up Section of the screen. To add an item to the CWU section, 
you must select Setup from the pull down menu, position the mouse on payroll and 
click on Payroll Item when it is displayed. Either enter the item you wish if it does 
not exist or add an account number to the item if the item exists but does not have 
an associated ledger account. End this process and return to linking. Now that 
you have added the necessary items, you may highlight the corresponding item on 
each section of the screen and position the mouse pointer to the Link button 
between the displays and single click. This pair of items will now move to the 
linked items portion of the screen. 

In any case, after all the items are linked, or intentionally bypassed, the screen will 
appear as below: 

r Add Lhks 

No Match J:1~ I 

45t I 
~I 

(Note that all the items you wish to bypass completely or process with the chart of 
accounts (such as unemployment entries and the company side of FICA and Medicare) 
will still be showing in the Quicken Employee portion of the screen. That is fine. 

Now that you have finished with the last link, you should position the mouse pointer to the 
Add Links button and single click. You will be asked if you wish to transfer employees. 
Always say yes. This will establish links for each of the employees. Once the linking 
process is completed, it does not have to be repeated unless new employees are added 
or if there are modifications to the payroll items affecting their pay. (If there are new 
employees in the next period, and they have no payroll items that qre brand new to the 
company. the new employees can be linked by merely selecting the master link option and 
selecting the Add Links button. If there are brand new payroll items to the company with 
the new employees, then the new payroll items and only the new payroll items must be 
linked and then the Add links button selected. Only the new unlinked items will show as 
unlinked so it is not complicated.) The linking process is typically done one time for the 
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entire company rather than on an employee by employee basis. 

The next function that needs to be accomplished is accomplished with the Chart radio button. 
When this button is selected the following screen will appear: 

~~~----------------------------------------~------~ 

IIT~ 

T~ 

O<!preciatioB 
Office Rent 
Pos~Sb4ppft:J 
Of (ice Suppies 
Prol~ Services 
T~Expe.nse 
U1jliUes 

u 

ReflMll CWU I 

The purpose of this function is to relate Quicken Accounts to Client Write Up accounts in the chart 
of accounts. The linking process is straightforward . Highlight a Quicken Account on the Quicken 
Accounts section of the screen and then find the account in the chart of accounts that it should 
correspond to on the Client Write Up side and highlight it. With the corresponding accounts 
highlighted, select the Link key. This will move the selected accoun s to the Linked Items area 
above the Unlinked Accounts selection area. When all the Quicken Accounts have been linked, 
you have completed this task. Actually, all the Quicken accounts do not have to be linked, 
however, any that are unlinked will not transfer. You should also no e that accounts that refer to 
payroll, such as federal and social security liabilities, will be automatically handled by the payroll 
portion of the transfer, and do not have to be linked again. 

Now you have related the employee and the chart of accounts information and designated the 
journals that you wish to transfer and the journal codes you wish to use, you are ready to check 
your links before you accomplish the actual Transfer of transactions. The List Link button allows 
you to print the linked information on the screen or the printer. If any of the links that are shown, 
are not correct, they should be corrected before you proceed . 

Transferring the Transactions 

Select the Journals button. Your previously selected journals and summary accounts will display. 
Select the Transfer Transactions screen and your transactions will transfer according to the links 
that you have specified. 
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Chapter 15 
Instructions for Using the Tax Wise Tax Interface
Preparing for the interfacing 

The first task in interfacing the Client Write Up data with the Tax Return data is to prepare the 
bookkeeping information in the client write up system to be interfaced . This is done by relating 
the chart of accounts information to various lines on the tax return. asically how it works, is that 
you identify which general ledger accounts in the chart of accounts you wish to interface with the 
various lines on a Tax Return . The following example will show you how to do this. You should 
be aware that you will not have to go through this process for each return unless your chart of 
accounts is totally different for each client. If you use a chart of accounts that is similar for each 
client, then you may copy this same setup information from a client hat you have already setup to 
any other client. Here are the steps that you will use to relate chart of accounts lines in your chart 
of accounts to the various line items on the different types of tax returns. (Sample Data is Used) 

1. 	 In the P.C. Software Client Write Up System, Select the File pull down menu. Further 
select /Interfacing /Tax Wise Interface and then /Tax Code Entry. The following 
screen will appear: (The screen below is marked for an 1065 interface) 

!'iI T dX ltolH-' Illtry 	 r___llgl~1 

.- FonnType 

I M~Seled POSlllbie Accounts 

Ii 1065 0 1120C 0 1120S o SdledUleC i#¥- -~..!!S!!!l£!!'Bi-__ _---1 '" 
l~ J cash in Savino!l 

nemType 1341 Accoun"t:! Rece!vable 
ItO Pr<opa~d bpen.e

~ ASSETS ;) INCOME LlABIUTES I EOUITY 
1 ~ Auu.oblle ! ~ ~~':EJ... ...~ ..-  1 ~ CCDpQ.t.e.r 

- SeledBa!d1 Number (Tax Coae) l~ Furni ture 

1 b Le :5!: Accum . Depreciat l otJ:
Cash 	 I Sdl8<1Ul8 L-1 d I~ 
2 0 Account" Payable ScIl&dule L-2.a cTrade NoIeSIRedevable.i 
2 1- Federa l W/ S Pa yable 

BaaDebis 8ch eaula L-2t>c 2 1 n a Tax Payal:>le 

IlMlntorles 
 Schedule L-3d 2JO Maces Peyabl~ 


US _Obligations 
 3J O Capital StockSchedule L-<ld 
J 5 Retal.!'led ~rnin l}'~Tax Exempl SIiCUrlb.ea ScIleaule L-5d 
3.111 Profl t and Lo~:sotter CUlfenl AsSets ScIlaaule L-6<1 
• 0 Salel!l i:clMIg & Real Estate Schedule L-7a 

De-5elecl AllSchedule L-8d ""-OUter Inwslmlfis I 
Depreciable Assels SCh edole L-9ac r rlBy 
AcI1Jm DeprecDtlon Schecule L-Q~c I ot' Account G Descrlption 1 
Oeplelable AsSflS Schedule L-10ac 

r Show onlv Undesignaled I\ccountsACalm Oeolebon Sdledule L-10bc I~ 

QIt ~an~ 4\ . Clo~eI 	 I I 
Figure 15-1: The Tax Code Entry Screen. 

Using the radio buttons at the top left portion of the screen, choose the Type of Tax 
Return, and the Item Type. Then click on one of the tax line items, which are 
designated by form and line number, on the left hand side of the screen. This will 
highlight that item. Now highlight all the accounts (from the right portion of the screen) 
that you want to assign to that tax line by clicking on them. Then click OK. The 
highlights will disappear but the system will remember how you selected to link these 
accounts to the line items on a particular tax return. You can verify your selections by 
again clicking on a tax return line item. When you do this, the accounts that you have 
just selected to interface will again be highlighted automatically. Once you have 
completed the first line that you wish to interface, you should continue this same 
process until you have linked up all the lines and the re pective accounts that you wish 
to link together. (There is no requirement to link up all the Tax Lines or to use all the 
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accounts - the way the system works is that whatever you hook up will be interfaced and 
anything else will be ignored.) 

This interface will automatically support the subsidiary schedules that Tax Wise produces. 
If there are multiple accounts entered into a Tax Code that can produce a subsidiary 

schedule, then the interface will automatically produce a subsidiary schedule. Note that 
for clients that use cost centers, the account numbers that are identical except for the cost 
center number will be combined into a single line item for the purpose of these subsidiary 
schedules. 

The following tax lines can produce subsidiary schedules: 

1065 1120C 11205 
6 Current Assets 6 Other Current Assets 6 Other Current Assets 
8 Other Investments 9 Other Investments 9 Other Investments 
13 Other Assets 14 Other Assets 14 Other Assets 
17 Other Current Liabilities 18 Other Current Liabilities 18 Other Current Liabilities 
20 Other Liabilities 21 Other Liabilities 21 Other Liabilities 

24 Retained Earnings Approp. 25 Adj to Shareholder 
26 Adj to Shareholder Equity Equity 

2. If you want to verify your input on paper, then you may select the File pull down menu 
and further select Iinterfacing !Tax Wise Interface/ and then IList Interface 
Information. The screen shown below will appear: 

Figure 15·2: TaxWise Interface List TaxWise Batch Codes Screen. 

The listing that will result from this option will be organized by Tax Return line number. 
Normally, only the accounts that have been assigned to a tax code will be printed. 
However, you may wish to verify that you have not forgotten to include some accounts in 
your assignments. There is a check-box that will allow you to print any accounts that have 
not been designated. The listing that results from this check box will be very helpful to you 
if you copy this interface information to another client and want to add any additional 
accounts that the new client has that the client you copied from did not have. 

3. If you want to put in a description to go along with an Other Expense line you may do 
so by doing the following: Select the Setup pull down Menu. Further select / Account and 
then Chart of Accounts. The screen shown on the next page will appear: 
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Figure 15-3: Chart of Accounts Maintenance Screen 

Call up one of the accounts assigned to this specific "Other Expense" line. Now choose the Tax 
Interface tab. A screen similar to the one shown below will appear: 

~;:'I hm' 01 At f film' .. M,lInrf'fI.1IU 4' - • ,_ 

, ..Cd I 
l:w.. c..Io 1"""1---, 

Figure 15-4: Chart of Accounts Maintenance screen "Tax Interface" Tab. 

In the description field, enter the description that you want to appear on the tax return . If there are 
multiple accounts assigned to this tax return line Number (tax code), you only have to enter this 
description into anyone of the accounts. Note that if you do not enter any specific tax description, 
the account description from the first designated account will be used. 
While you are in this menu option, you should also decide whether you will need to check the 
"Reverse the Sign for the Tax Interface" box at bottom of the screen. The use of this box is 
explained below: 

Reverse the Sign For Tax Interface File - Credit type accounts, suoh as Liabilities, Equity, and 
Revenues are stored in the Client Write-up as negative numbers. In order to provide the correctly 
signed numbers to the tax interface, all liability, equity, and income accounts have their signs 
automatically reversed before sending to the tax interface file. For example, if a Retained 
Earnings account is actually a "deficit", and therefore is a positive umber, the sign will be 
changed to negative before sending it to the tax interface file . The reason for this check-box is 
that you might have some asset type accounts in the credit-type section (a bank account with a 
negative balance that has been moved to the liabilities section of the chart, for instance). This 
allows you to tell the program to do the opposite of what it would normally do 
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You have now completed the steps that you would need to be ready to interface to the 
TaxWise Tax Returns. You may complete the above steps at anytime during the year so 
that you will be ready to actually interface when you have the final numbers in the Client 
Write Up System. 

How to accomplish the actual interface 

Enter the Client Write Up System. Select the File pull down menu and then further select! 
Interfacing! Tax Wise Interface! and then Create Interface File. A screen similar to the 
one shown below will appear: 

~ Tax Wise Tax InterfllCI'5 I=- I ra- I~I 

Interface Filename IC.S.123456789.1MP 

Location of Tax: Interface File (To be created) -

Eil C\ 
€ :)UTS05 

c: 

QK .t!elp Clo~e I 

Tax Document Type J 
~ 

Figure 11-5: The Create an Interface File screen. 

The filename should be present. The filename is critical to having the interface 
work. The filename must be in the format T.Y.EIN.IMP where: 

T is the indicator for type of return and Y is the tax year of the return and the EIN is the 
company identification number. The letters IMP indicate that this file will be imported into 
the TaxWise Tax system. The possibilities for the T (indicator for the type of return) are: 

C = Corporation 
P = Partnership 
S = S Corp 
1=1040 

Example: Let us assume that the client federal 10 is 45-6734981 and it's an S-Corp for tax 
year 2005. The correct filename would be: 

S.5.456734981.IMP 

If the filename is not correct, see what is wrong and fix it. For example, if the type of return 
is wrong, i.e. a C instead of an S, then return to File, Interfacing, TaxWise Interface, Tax 
Code Entry and fix the type of return. If the year is wrong fix it by getting into the correct 
tax period date for your client. I.e. if it was 2005, you should be in the fiscal year end 
month for the 2005 tax year. If the EIN is missing or incorrect, go back to Setup, 
Company, Options and enter or correct it. 
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Choosing the location to put the interface file - The TaxWise program assumes 
that the interface file will be in the location x:\UTSnn (where x is the drive on which the tax 
program is installed, and nn is the last two digits of the tax year). The file will be named import. 
Here is how it should look if the program is installed on the C drive for 2005: (If you have your tax 
program installed on the network, instead of the C drive, you would have your network drive. (i.e. 
the G drive.)) 

C:\UTS05\lmport (If this drive and folder are not correct- fix i , by using the browser in the 
center left of the screen to indicate the correct drive and fold er where the tax return data is 
stored.) 

Make sure that the yellow file folder (UTS05) is open. 

1. Now that you have checked the filename and location, press the okay button. This will 
"create" the interface file. 

2. Now enter the TaxWise Tax Program and complete the following steps: 

a) Sign in to TaxWise and select the package (the type of return) that you are interfacing. 
(i.e. 1120C) 

This will bring you to the main TaxWise Menu which is shown below: 

Start a New Rltyro Checks Not Pdntld 

Ogeo an ExistlOQ:p ,t!1m 

Chonge v.art

28 

o 

File Last Received On 

1. Select "Start a New Return" from the main menu or activate a return that you have 
already entered. 

2. Once you have gotten into the correct return, click on the File pulldown menu in the 
upper left portion of the screen and then choose Import Data. This will bring the trial 
balance information into the return. 

This will complete your interface. 
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Note: If you make adjustments to the financial statements in the Client Write Up 
system, you may re-transfer by following the same procedure. 

Now that you have checked the filename and location, press the okay button. This 
will "create" the interface file. 

If you wish to delete a "practice" interface tax return that you have transferred to in 
TaxWise, follow the steps below. 

How to Delete a Return in TaxWise: 

To delete a client in the Tax Wise program: 
1. Go to "Tools/Utilities/Setup Options". 
2. Go to "File/Tax Wise Explore". 
3. Select the User Group where data files are located. 
4. Select the types of files in "Restrict file test to". 
5. Select Delete under "Action". 
6. Select client id number to delete. 
7. Click on "Delete" button. 

How to Copy The Tax Line Information links to the 
Chart of Accounts to Other Clients: 

To Copy your tax code/series code setups to other clients. Select the File pull 
down Menu and then further select / Interfacing/ Tax Wise Interface and then 
/Copy Tax Interface Setup. The screen shown below will appear: 

Client To Copy Tax Interface Codes From 

j Copy Codes Based Upon The Same --.,----, 
!Ie,,,,,D",,, ..Th. -"'" """",~ 

r FtrSI. 4 Digits of The Acrount Number 

I 

J 

Figure 15-6: TaxWise Interface Copy Tax Interface Setup Screen 

This option allows you to quickly copy existing tax codes from one client to another 
client that does not have their tax codes set up yet. There is a drop list of clients. 
Choose a client that: 

1. Already has its Tax Wise interface set up and verified 
2. Has an identical, or nearly identical chart of accounts 
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If no identical account is found, an account that is very similar may be used instead. To 
guide the program in picking out accounts that are similar, you should indicate whether 
the first 3 or the first 4 positions in the account numbers must be identical. 

For example, in Client A, you might have a single cash account, and that account might 
be 105. Client A has already had its tax interface set up and verified. Now you would 
like to use this option to quickly set up the tax interface for client B. You activate Client 
B, and choose this menu option. You select Client A from the client list. Client B has 3 
cash accounts. They are 105.1, 105.2 and 105.3. If you indicate that the "First 3 Digits 
of the Account Number" must be identical in order to copy the tax interface information, 
then all 3 of these cash accounts will get the same tax interface as he account 105 from 
Client A. This concludes the current instructions for the Tax Wise Interface option. 
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Chapter 16 
Special Topics 
Disclaimer Letters 

The Client Write Up System allows you to create and maintain dynamic client disclaimer 
letter templates. This feature is designed to retrieve relevant data from the client database 
and insert it into the client letters. This is a dynamic data embedding feature, meaning that 
changes in the client database (dates , current processing periods, client name and 
address changes, etc.) are updated automatically in the clie t letter. 

In this section, we will enter the sample compilation letter shown on page 16-3, and use it 
to highlight the features of the client letter program . However, before entering the letter, 
we should first enter some client information for a sample cli nt. For this exercise, we will 
enter the letterhead information for the Practice Set Client in the company information 
section of the client database. Click on Setup, and then click on Company to display the 
Company File maintenance window. On the Name and Address tab of this screen, the 
letterhead information should be entered into the second frame, titled Company Name and 
Address for Letterhead. The following screen reflects the correct information for this 
exercise: 

f!ame & Address 

r----------Company Name fOf Statemen1:5 and Reports·---------I 

IThe Sample C:>mpany. Inc. 

I 

Company Name and Address fOf Letterhead 

The Sample Comparry·. Inc. 

1410 Fim Street 

Sarasota. FL 34257/ 

Contad Name I 
Contad Phone -----'-1 

9lnoel jjelp CI~ 
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Click on the Disclaimer Letter Options tab to display more items that can be used in the 
disclaimer letters: 

Disdaimer Letter SLilSitutions --- - - - ---------; 

Eng~ntFae(l l I 
~~mFL~)rl-----------------------
Engagemen1 Fte (3) I 
Salutation ;"'1- ---  ---  ---  ------ 

Sil1fUliufe Line I J1------- - -------------- 

~ I ~ceI I tlelp I CIQIe I 

The Engagement Fees, Salutation and Signature fields are all items that may help you to 
use more standardized letters, rather than customizing them for individual clients. 

Click on OK to save the information. Once you have entered the company name and 
address in the letterhead area, it is available for inclusion in any letter templates for this 
client. If the information in this area is changed, the changes will be automatically reflected 
in the client letter. Note also that the period ending date, and other processing period 
dates are available for inclusion in the client letters without any special entry of that 
information into the main client data base. Before actually entering the sample disclaimer 
letter, briefly review the Disclaimer Letter entry screen and its functions. To display the 
window, shown on the following page, click on Setup and highlight the Reporting option 
to display Reporting Setup. Click on Disclaimer Letter to display the maintenance window 
as follows: 
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Button Functions 


The first button on the disclaimer letter screen is the open file button. This is used to 
retrieve an existing letter that has been previously saved. The next button is the new letter 
button, which is used to enter a new letter. The third button is the save file button, which is 
used to save a disclaimer letter to disk. 

The next three buttons are used to align the text of the letter The leftmost button allows 
you to left-justify text, the center button to center text, and the rightmost button to right
justify text. 

The next button allows you to select the font for the letter. The button allows you to select 
bold and the button selects italic typefaces for highlighted text. The next button allows you 
to choose color options for the letter. The last button allows ou to print the letter. 

A sample disclaimer letter and instructions for entering and saving it follows. 

The Sample Accounting Firm 

Certified Public Accountants 


101 Main Street 

Anytown. Florida 34234 


941-123-4567 


'CMP RPT DATE 

I-COMPANY _NAME! 
"CLIENT ADDR1 
'CLlENT ADDR2 
I"CLIENT =ADDR3 

We have compiled the accompanying balance sheet of "COMPANY _ NAI IE as of "REPORT _DA 1E and 
he related statements of income and retained e.amings and cash flows for t e *TFRAME_ CUR_ YTD then 

ended, and the accompanying balance sheet and income statement support n9 schedules. in accordance 
/With Statements on Standards for Accounting and Review Services issued by the American Institute of 
Certified Public Accountants . 

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

Management has elected to omit substantially all the disclosures required by generally accepted 
accounting principles . If the omitted disclosures were included in the financi I statements, they might 
influence the user's conclusions about the Company's financial position, res Its of operations and cash 
~ows . Accordingly, these financial statements are not designed for those w 0 are not informed about such 
matters. 

!The Sample Accounting Firm, CPA's 
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Entering the Sample Disclaimer Letter 

Click on the Open File button and a cursor will appear in the upper left corner of 
the Disclaimer Letter screen. Since the first block of text needs to be centered, 
click on the Center Text button. The cursor will move to the center of the screen. 
Now type in, The Sample Accounting Firm, noticing that the text is centered as you 
type. Press Enter to go to the next line. Type in, "Certified Public Accountants". 
Enter the two address lines and the phone number in the same manner. Press the 
Enter after entering the phone number to go to the next line. 

The next item is the date of the letter. It makes sense to let the computer change 
and automatically include it in every letter. The following steps lead you through 
this: 

1) Position the cursor where you want the computer to insert the date. 

2) Select the embedded data field titled Computer Date from the display list at 
the top of disclaimer letter screen. This display is shown below and should 
initially contain the words Company Name: 

Company name 

3) Place the embedded data field into the text area of the letter by following 
these steps: 

a) The cursor should be centered on a blank line directly below the phone 
number. (If this is not the case, position the mouse cursor after the phone 
number, click, and press Enter.) This is where you want the date to appear. 

b) The next step is to have the system insert the computer date as an 
embedded data field. To do this, first select the proper data field name in 
the display window. Position the mouse pointer on the down arrow button at 
the right end of the embedded data display list and click to scroll down 
through the field names in the display (click on the up arrow button to scroll 
up through the list) . When the display list shows the field name "Computer 
date, move the pointer from the down button and highlight the words 
"Computer date" . You have just selected the embedded data field to be 
placed in the letter. 

Comput.er date 

c) When you clicked in the display area to select "Computer date, you 
probably noticed that the cursor disappeared from the text area of the letter. 
The computer remembers where it was, and will place the date at that point 
when you execute this last step. Highlight "Computer Date" and click. Hold 
down the left mouse button. 
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(The cursor will change to a hand holding a document, which indicates that you have 
"picked up" the data in the display window.) Now move the pointer ("drag" the mouse) into 
the text area of the disclaimer letter. (The cursor will change again to indicate that you are 
about to "drop" data into the letter.) Drag it into the text area but not all the way to where 
the cursor was. Finally, release the left mouse button, and the word "*COMPUTER_DATE" 
will drop into the line where the cursor was (beneath the phone number). This is an 
embedded data field marker and will be replaced with retrieved data when the letter is 
printed. 

You have just placed an embedded data field into the letter. ow, every time the 
computers date changes, the letter will automatically reflect that. 

Next, enter the company name and address, which needs to be left-justified. First, press 
the Enter key to go to a new line. Next, click on the Left Justify Text button. The cursor will 
move to the left of the disclaimer letter screen. Press the enter key again to space down 
one more line. Type, "To the Board of Directors, and press e ter. Since the company 
name and address are also embedded data fields , we may also place these items in the 
letter. The cursor should be on a blank line directly below the "T" in the "Board of 
Directors" line. This is where we will insert the marker for the Company Name embedded 
data field . 

To select the company name embedded data field, use the up arrow button located at the 
right end of the embedded data display window, to scroll up hrough the field names. 
When the display list shows the field name "Company Name move the pointer from the up 
button and click in the display window to highlight it. Now, click and hold down the left 
mouse button, and drag the cursor into the text area of the letter. Release the left mouse 
button, and the word "*COMPANY _NAME" will drop into the line where the cursor was 
(beneath the "Board of Directors" line). This is an embedded data field marker and will be 
replaced with retrieved data when the letter is printed. Press the enter to go to the next 
line. Repeat this process to place address lines 1, 2 and 3 into the letter as embedded 
data fields. Remember to position the cursor where you want to place the field marker 
before highlighting the desired embedded data field name in the display window. When 
you are finished, the screen should appear as shown below: 

The Sample Accounting Firm 
Certified Public Accountants 

101 Main Street 
Anytown . Florida 34234 

941-123-4567 
'COMPUTER DATE 

To the Board of Directors 
"COMPANY NAME 
"CLIENT ADDR1 
"CLIENT ADDR2 
"CLIENT ADDR3 

Type in the remainder of the letter into the Disclaimer Letter entry screen . Refer to Table 
16-1 for a complete list of available embedded data field names and corresponding 
sample information. Three other bits of information that constantly change and should be 
entered as embedded data fields are: Company Name, Report Date, and Time Frame 
Current & YTD. Enter them into the letter in the same manner in which you entered the 
other embedded data fields. Remember to properly position e cursor in the letter before 
inserting the embedded data field markers. 
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I 

I 

Embedded Data Field Names 

Company Name 

Company Name in caps 

Client Address Line 1 

Client Address Line 1 in caps 

Client Address Line 2 

Client Address Line 2 in caps 

Client Address Line 3 

Client Address Line 3 in caps 

Fiscal Year-End Date 

Fiscal Year-End Date in caps 

Report Date 

Report Date in caps 

Computer date 

Computer date in caps 

Comparative report date 

Comparative report date in caps 

Time Frame 

Time Frame in caps 

Time Frame current and YTD 

T1Frame current and YTD in caps 

Engagement Fee (1) • 

Engagement Fee (2) • 

Engagement Fee (3) • 

Salutation • 

Signature Line • 

Sample Data 

The Sample Company, Inc. 

THE SAMPLE COMPANY, INC. 

1410 First Street II 
I 

1410 FIRST STREET 1 

Suite 509 

SUITE 509 

Sarasota, Florida 34237 

SARASOTA, FLORIDA 34237 

December 31,1999 

DECEMBER 31, 1999 

April 30, 1999 .: 
, 

APRIL 30, 1999 

May5, 1999 

MAY 5, 1999 

April 30, 1999 and April 30, 1998 

APRIL 30,1999 AND APRIL 30, 1998 

Four Months 

FOUR MONTHS 

One Month and Four Months 

ONE MONTH AND FOUR MONTHS 

$175.00 

$375.00 

$500.00 

Dear Mr. McCausland 

Joseph L. Partner 

• The information marked with asterisks allows engagement letters to be printed. These items 
can be entered by selecting Setup -> Company -> Options/2 (tab). 

Table 16-1: Embedded Data Field Names and Sample Data. 

Notice that there is no sample data corresponding to Client Address Line 3. However, in 
the sample letter, we still inserted the marker for this ernbedded data field. If you only 
include the embedded data markers for the first two client address lines in the disclaimer 
letter, and at a later time added a third client address line in the client information, the 
additional information will notbe reflected in the letter. Also, since letters can be used with 
more than one client, we need to accommodate those having three address lines in their 
client information. 
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Printing and Saving a Test Letter 
After you have entered the letter, print a test copy by clicking on Print. Check for 
accuracy, paying attention to the placement of any information retrieved from the database 
via the embedded data feature. Once you are satisfied with the content, save it by clicking 
on Save File. A dialog box similar to that shown will display for you to specify a letter 
filename. 

Save As r?JlRJ 
Save-in : I[:P pcsw 

i)sam~10 lDisd...etA.rtf 

My Rscert 
Documents 

DesldofJ 

B 
My Documents 

'My Computer 

i1 SaveHie name: 

My Network Save as type: IRTF file r.RTF) Cancel 
Places 

Click in the File Name area, and enter an appropriate name for your letter. 

In this example, we have entered the filename, "Sample1 01 DiscLetA, which includes 
elements from the company name, client 10, type, and version of the letter. Click on Save 
to save the file . (Note that in this system, letters are saved in Rich Text Format, having a 
suffix of RTF, which is automatically appended to whatever name you enter.) 
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A difference between the Windows Client Write Up System and the DOS version of the 
system is that in the DOS system, the letters were stored in various directories, whereas in 
the Windows system, letters are all stored in the same folder as the system programs (this 
is usually the \PSCW folder). Therefore, it is recommended that you adhere to the 
convention of saving these letters in the \PCSW folder, and, if you create letters which will 
be unique to a given client, save them using a name that incorporates the Client ID 
Number and any other abbreviated information recognizable to you. In this manner, you 
can save letters to be shared among all clients and letters unique to specific clients. This 
is the reason for naming the sample letter Sample Co 101 DiscLetA,. (If you have recently 
converted from DOS to Windows Client Write Up, refer to page 16-11 for instructions on 
converting DOS letters to work with the Windows system.) A printout of the sample letter 
is shown below. (This printout demonstrates some refinements that were made using 
techniques described in the next section.) 

The Sample Accounting Fim1 

CertifIed Public Accountants 


101 Main Street 

Anytown, Florida 34234 


941-123-4567 

June 1, 2005 

o the Board of Directors 

he Sample Company, Inc 

410 First Street 

arasota, Florida 34237 


e have compiled the accompanying balance sheet of The Sample Compnay as of May 31 , 2005 
nd the related statements of income and retained earnings and cash Flows for the One Month and 
ive Months then ended, and the accompanying balance sheet and income statement supporting 
chedules, in accordance with Statements on Standards for Accounting and Review Services 

ssued by the American Institute of Certified Public Accountants. 

A compilation is limrted to presenting in the form of flnanclal statements and supplementary 
chedules information that fs the representation of management. We have not audited or reviewed 
he accompanying finanCIal statements and supplementary schedules nd accordingly, do not 
xpress an opinion or any other form of assurance on them. 

Management has elected to omit substantially aU the disclosures required by generally accepted 
ccounting principles. If the omrtted d~dosures were included in the financial statements, they 
ight influence the user's concluslons about the Company's financial position, results of operahons 
nd cash flows. Accordingly, these financial statements are not designed for those who are not 

nfonned about such matters. 

he Sample Accounting Finn, CPA's 
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Refining the Printout 

You may format your letter to use any available Windows font, different colors of print, bold 
and italic typefaces, and limit full justification of text. In most cases, the simplest way to 
make these changes is to first highlight the text to be modified, and then use the 
appropriate function to apply the change to the text. If you want to change a text attribute 
of the entire letter, for instance, changing the font, then you would highlight all of the text 
and thereby apply the modification to the entire letter. 

To highlight text, position the cursor with the mouse on the first character to be 
highlighted. Press and hold down the left mouse button, then drag the mouse to highlight 
the text. When only the desired text is highlighted, release t e left mouse button. 

Font Selection: For example, to apply a different font to the entire letter, first highlight all of 
the text by clicking and dragging with the mouse, as described above. Next, click on Font 
Selection and a standard Windows font selection dialog box similar to that shown above 
will appear. Use the vertical scroll bars at the right of each section to select the name of 
the font, the font style (usually this is set to Regular), and the point size. Click on OK when 
you have made your selections, and the font will be applied to the highlighted text. The 
screen for Font Selection is shown below: 

-

Font r? 1~ 

font: FaIt style: 

II ]ReguJar 
~~@~h~·~~~U~n~~~e ~M~S--~ 
'.If fvJenc:y FB· 
'.If Maroni 
A Albertus EXtra Bold 
~ Albertus Medium 
'.If Algerian
'.If Allegro BT 

Reqular 
kalic 
Bold 
Bold ftalic 

[ i~ 
Script : 

Size: 

OK I 
B Caned IS 
10 
11 
12 
14 
16 y 

Bold and Italic Typefaces: To emphasize specific words or phrases highlight the text by 
clicking and dragging the mouse. Next, point to the Bold button to apply the bold typeface 
to the highlighted text, or to the Italic button to apply the italic typeface. If you want to 
emphasize an embedded data item in this way, simply apply the bold or italic typeface to 
the entire ernbedded data field marker in the letter. The information retrieved from the 
database will adopt whatever typeface is assigned to the m rker. 
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This is exactly how the sample letter on page 16-3 (printed on page 16-8) was formatted. 
First, the entire letter was highlighted, and the Arial 12-point font was chosen. Next, the 
ernbedded data field marker *REPORT_DATE was highlighted, and the Bold button was 
pressed. Finally, the words We have not audited or reviewed were highlighted, and the 
Italic button was pressed. 

Color Selection: If you would like to assign different colors to text, highlight the desired text 
and click Color Selection. A screen similar to the one shown above will be displayed . To 
choose a different color, simply click on any of the basic colors , or click and drag the 
cross-hairs in the large palette area to select a custom color. Click on OK when you have 
selected the desired color, and the highlighted text will appear in that color. This feature 
would be useful for highlighting (or red-lining) certain text for review by others. The 
Screen for Color Selection is show below: 

Color mixi 

Custom colors: 

Basic colors : 

III

•• Red:/O 
~ 

G'een:/O 
Define Custom Colors » ColorlSoIid ~e: /0 

OK Cancel Add to Custom ColoI I 

Full Justification: With certain fonts, it is possible to print the body of the letter using full 
justification (with text aligned at both the right and left margins).These text adjustments are 
not reflected on the screen, but are implemented at print time due to accommodating 
variations in line lengths arising from the insertion of embedded data items. 

Activate this feature by clicking on the box labeled Right/Left Alignment print. A check will 
appear in the box that causes the system to display the screen shown above when you 
press the Print button. Point and click to choose the font and point size for the letter body. 
Make your selections, click on OK, and the letter will print. 

This feature affects only the body of the letter. It may be necessary to manually set the 
font for other text in the letter, depending on the appearance desired and the results of 
your test printout. 
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Using Saved Letters 

The embedded data fields will always retrieve the active client when the letter is printed. 
You only need to create one file for each type of letter since individual client data will 
always be placed in each printed letter. You can keep as m ny disclaimer letters as 
desired and also use any existing letter as a template by clicking on Open File and 
changing the letter as needed. You can save the letter under a new name. 

Converting Letters from DOS to Windows 
1) Know the names and locations of where your DOS letter files are stored. There are 
two types of DOS letters: shared and individual client letter . The DOS system allows 
nine of each type. All of the shared letters are found in the GLP directory on the same 
drive your Client Write Up data is located. They are named etter1.txt, Letter2.txt, etc. All 
of the individual client letters are found on that same drive i the main CWU directory and 
the individual clients subdirectory labeled DXXX, where XXX is the client number. For 
example, the individual letters for client 100 could be seen in the directory in DOS by 
changing to the CWU\D100 subdirectory and keying in DIR. The individual client letters 
are also named Letter1 .txt, Letter2.txt, etc. 

2) Know the names and locations of where your Windows letter files are stored . All of the 
main programs and data in Windows are normally stored in the PCSW folder. If you have 
a network the programs will probably be in the PCSW folder on the workstation C drive. 
The data will probably be in the PCSW folder on a designated drive onthe server. Be 
aware that the suffix for letters will no longer be TXT but RT . Because of this, the letters 
will need to be renamed. Shared letters can be renamed Letter1.RTF, Letter2.RTF, etc. 
The client letters will have to have client numbers embedded so they can be differentiated, 
since they are now located in a common area. They could be named Let100a.RTF, 
Let100b.RTF, etc. The letters would typically be stored with all other data on the server in 
the PCSW folder. 

3) Access Word Pad by selecting Start, Programs, Accessories, Word Pad. 

4) Call up the DOS letter that you want to convert. Access the appropriate drive and 
directory (or directories) and open it to display it on screen . For example, a shared letter 
might be in the GLP directory on the C drive. A letter for cli nt 175 might be in the CWU 
and 0175 directories on the C drive. 

5) Using Word Pad, save this letter with the new name and location using File and Save 
As. 

6) Exit Word Pad and enter the PC Software Windows System. 

7) Call up the letter just saved using Setup, Reporting, Disolaimer Letters. Highlight and 
open the letter. 

8) Remove any unnecessary information such as slashes and right margin commands 
and be certain that the coding matches what the new system requires . 

9) Save the corrected letter in the new system with the Sa e command. 

10) Print the new letter for test purposes. 
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Password Security 

To activate PASSWORD SECURITY, click on File and Activate or on the FILE 
CABINET ICON shown to the left. The following screen will appear: 

fa Artivilte Chpll t r:l~~1 

100Qf Joe's ~neral Store 
100QS The Sample Company, Inc. 

100te ~ephen~ Swimming Pool~ 

~ .. Data Files 
QK 

C;;j Lettef5 

Q<jncelIbJ PDF 

I::letp
ClJenlview----------------- -----. 

Ii' Usl Qermitted d ienls only 

Q Ust gil dients ~et Of Change Client Password 

[ 

Sort dients by 

~ Client Num_be_I ______c_om_ pa_ny_N_a_!!l_e_____---' 

ErintUsting 

Clo~ 

Now click on the Set or Change Client Password button. The following pop up 
window will appear: 

... Enter Password ~ 

New password: II Verify password: I 

QK ~8ncel 

Enter a password of between 5 and 10 characters in the New Password field. Then 
press the TAB key and verify this password by entering the same password in the 
Verify Password field. 

Once this is done, this client can only be activated by entering this password so it 
would be a good idea to make some provision to safeguard it. 
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If the password becomes compromised, you may change it. To do this, first activate the 
client and then access the activate screen again. Click on the Set or Change Client 
Password button and the following pop up window will appear: 

!IIi Enter Password [R] 

Password: II 

New password: I Verify password: j 
QK ka"ncel 

This screen will allow you to change the password to a different password. 

The Other Programs Menu 
The Other Programs Menu provides a convenient place to interface with the P.C. Software 
Windows or DOS Computer Checkbook Systems. It also provides another access location 
to interface with Quickbooks. Finally it provides a menu item to access the current year's 
W2 and 1099 program if it is installed. When this option is t ken, the following screen will 
appear. 

Windows Computer Checkbook ~ 

DOS Computer Checkbook ~ 

Import QUickbooks 

Windows We. And 1099s 

W2 Authorization 

The Windows Computer Checkbook option further accesse the Windows Computer 
Checkbook sub-options shown on the following menu: 

Windows Computer Checkbook • Go to Windows C mputer Checkbook 

DOS Computer Checkbook ~ Copy Accounts 

Import Quickbooks ~ Copy Employeel\lendors 

Windows W2s And 1099s 

W2 Authorization 
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The Go to Windows Computer Checkbook allows you to exit the client write up system and 
access the Windows Computer Checkbook system. The other three options allow you to 
copy different types of data from a zipped floppy diskette that was produced by your client. 
You should use these three options to copy the current data from your client's disk. (You 
should never unzip their floppy into your machine because it will overwrite your 
data with their data.) The normal situation is that you will just use these three options to 
copy any new accounts that they have added to the chart of accounts, any new employees 
that they have added into after-the-fact payroll and the transactions for the current period 
that you are processing in client write up. 

There are some special situations that sometimes apply. For example, suppose you are 
preparing the paychecks for the client at your office with Windows Computer Checkbook 
and they are writing their vendor checks and making their deposits at their office with 
Windows Computer Checkbook. If a special case like this applies, please refer to a full 
discussion of all possible special cases in the Interfacing chapter of the Windows 
Computer Checkbook manual. 

In the normal case, which is that the client is processing all their work on Windows 
Computer Checkbook and you are processing their general ledger on your system, you 
can follow the instructions below: 

Go to the Other Programs pull down menu and select the Windows Computer 
Checkbook option . When you do this you will have the four sub-options shown below: 

Go to Windows Computer Checkbook 
' Copy A.cc:ounts 

Copy Employee!Vendors 

vVlndc" t,s Computer Checkbook ~ 


DOS Computer Checkbook ~
 

Import Quickbooks ~ 


Windows W2s And 1099s 


W2 Authorization 


These are the only options that you should ever use to interface in this situation. If you 
wish to update your chart of accounts with any new accounts that have been added to the 
Computer Checkbook System, you may select the option that is entitled Copy Accounts. 
The default on this option, Add to Existing Accounts will only copy accounts that do not 
already exist in your chart. Do not change the option to Replace Existing Accounts 
unless you want to totally replace your chart of accounts with the chart of accounts on 
Computer Checkbook which is very unlikely. 

In the same manner, the Copy EmployeeNendors option will update your employee file 
with any new employees or vendors that have been added to Computer Checkbook. Once 
again the default is set to only add employee/vendors that do not already exist in your 
employee file. 

Do not change the option to Replace Existing Employees/1099's unless you want to 
totally replace your employee file with the employee file that exists in Computer 
Checkbook which is very unlikely. 

16-14 CHAPTER: 16 




The option entitled Copy Transactions is the option that you will use all the time. This option will 
transfer the transactions you need from Computer Checkbook to Client Write Up. When this 
option is selected, the screen shown below will display: 

,:, Tranfer Tran5action~ to Active Client I- I lul~ 

f Zipped or UnZipped Client List 

! IJ;55·i§iFH4iiinar---------------------------~~ 
~ Payr" I Transactions 
Iliij Ledg r Transactions 
o Exdu j e AR2's 

a: 

Add To :xisting Trans . 
'Ii! Repla Existing Trans. 

r-Date Hange ofTransactions --! 
i 
i 

Clientview----------:- -,-------' 

Fron: I01101/05 

1 : 101/31105 

List Qermitted clients only 
(if List gil dients 

File Type------------. 
® Zipped UnZipped 

IUnzip Options ~ 
'I [j Multi Disk ProgresE I 

Status: .....---------
- . 

Qk ,Qancel !:lelp Clo~e 2avePath 

The most critical item to get right is the date range. The date ra ge will default to the 
accounting period that your Client Write-Up is currently processing . You have to make sure that 
this is the period you want to copy Computer Checkbook transactio s from. If the period is 
incorrect, change the dates to the period you want. You do not want to re-transfer transactions 
from any period that you have already transferred and corrected or you will have to correct them 
again. Be very careful that you are getting the transactions from the period you want. 

In the upper right hand corner of the screen, both the Payroll Tran actions and Ledger 
Transactions check boxes are enabled. This means the system w I copy both types of 
transactions from the Computer Checkbook, which is normally wha you would want. If the client 
does not process checks of one type or the other on their Windows Computer Checkbook 
System, you can leave these options enabled and it won't hurt anything. (For example this would 
occur if a payroll service processed their payroll checks.) 

The next thing you will need to determine is if you wish to Add to Existing Transactions or 
Replace Existing Transactions. Only one of these options can be enabled at a time. The 
Replace Existing Transactions radio button is enabled by default This option allows you to 
transfer more than once from the same period and not have duplicates. This is helpful sometimes, 
especially if the first transfer a client sent you did not include all the checks and they had to send 
you another copy of the same period. 

The other option is Add to Existing Transactions. You do not want to use this option in a normal 
situation . The purpose of the Add to Existing Transactions option is to allow the transfer of data 
from multiple stores or locations that are in the same company but that each have their own copy 
of Windows Computer Checkbook and write their own checks. By using this option the data from 
all the stores can be accumulated without erasing another store's data. 

Once you have the right dates and other options selected, click on the OK button and the transfer 
will take place. 
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DOS Computer Checkbook 

When the DOS Computer Checkbook option is selected from the OTHER 
PROGRAMS MENU, the following screen will appear: 

Other Programs 

Import Checks 

Import or Export Employees 

Import or Export Chart 

Import Vendors 

Alternate Import/Conversion 

The first four options are the normal options that are used to interface DOS 
Computer Checkbook to the Windows Client Write Up System. They are 
documented in the Interfacing and Data Conversion Supplement, that is sent to 
users of the DOS Client Write Up and DOS Computer Checkbook Systems for 
conversion and interfacing purposes 

The Alternate Import/Conversion is an option that allows DOS Computer 
Checkbook to be converted to Windows Computer Checkbook. Instructions for this 
option are provided to users converting from the DOS to the Windows Computer 
Checkbook systems. These instructions are entitled , Conversion Instructions for 
Converting DOS Computer Checkbook to Windows Computer Checkbook. 

Import QuickBooks 
When the Import OuickBooks option is selected from the OTHER PROGRAMS 
MENU, the following sub-options appear: 

Import Quickbooks 

Import Employees 

Import Vendors 

A.fter Import Report 

The import OuickBooks option allows the setup and importing of OuickBooks data. 
It is explained in chapter 14, OuickBooks Interface. 

The After Import Report allows the printing of OuickBooks data after the data has 
been transferred to the Client Write Up System. It relates the OuickBooks 
transactions to the Client Write Up transactions that have been created . It notes 
OuickBooks transactions that did not transfer and gives the reason why. 
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Windows W2's and 1099's 
This option provides access to the current year's W2 and 1099 menu which is used to 
process and print W2's and 1099's and other end of the year payroll reports such as 940. 
If this menu is grayed out it means that your W2 and 1099 menu needs to be activated. 
The activation instructions are provided when you purchase the W2 and 1099 update for a 
given tax year. Since the W2 and 1099 instructions change each year, they are sent out 
each year with the W2 and 1099 program which is normally shipped in late November or 
early December to those who have ordered it. 
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Chapter 17 
The Flexible Report 

Purpose 

The purpose of the flexible report option is to allow the user to design flexible financial 
reports. This option can produce those one-of-a-kind report that can be very helpful to 
certain clients. As such, the flexible report writer should be considered a valuable tool to 
the accounting firm. 

Important Considerations 

However the flexible report writer should not be used before considering the pros and 
cons of producing such flexibility. One should consider that using the standard financial 
reports produced by the system is probably a better choice irl most cases. The standard 
financial reports are much easier to setup, in fact, there is no setup. They are 
automatically produced from the chart of accounts entry. The headings, column formats 
and totals are all automatically produced with the standard financial reports . If accounts 
are added to the chart of accounts, they are automatically inltluded in the standard 
financial reports. If account numbers are changed, they will be reflected in the new 
financial statements. Besides all this, the standard financial reports can be easily and 
significantly modified by answering simple questions to satisfy almost any financial 
reporting requirements. 

Compare this to what is required for flexible reports . Headings, column formats and totals 
must all be figured out and specified. If accounts are added to the chart of accounts at a 
later time, they must be added to the flexible report specifications that have already been 
set up. If account numbers are changed or combined in the chart of accounts, the 
appropriate changes must be made in the flexible report specifications. If this is not done, 
the reports will be incorrect. Since the user is in total charge of adding or changing 
accounts and computing totals, the final output must be carefully checked not just at initial 
setup time but anytime there are changes in the client's accounts. 

To summarize all this, the user has to weigh whether the effort required to use the flexible 
report writer is worth producing the one-of-a-kind report that is desired. 
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Step 1: Setting up the Headings and Columns 

The first step in setting up a financial report is to determine what headings and 
columns will be needed. This determination includes deciding what types of 
amounts should be shown in each column. The headings and the columns for your 
flexible report will be set up with the Custom Statement option. This is all the 
Custom Statement option is used for in doing a flexible report. Once this 
information is determined, proceed by clicking on the Setup pull-down menu then 
Reporting, Statement, and the Custom Statement option. The following screen 
will display: 

:'i Custom Stdtel1lE'nlsiSchedulE's Setup G][QI(gJ 
Sgt...: I 

Columns P_LoyoutT T T 

D&teType: lo.teType iJ 
ColIomn: , FioId_ I 

ColIomn~: ~I----------- In l-~ 

I _I<Mt C ~ 

-~I r= ~ c.no.t-- "'-1----

.----------. I 

I 

The first step is to name your Custom Statement. You should name it with the 
same name that you will later use to set up your flexible report writer specifications. 
There is no requirement to do this; it will just be easier to remember it that way. 

The next step is to enter the number of columns in the Column Count. The number 
of columns would include the total number of columns without counting percentage 
columns. Thus a standard income statement presentation would have two 
columns, one column for the current period and one column for the year-to-date. 

The next step would be to select the Date Type. Choose one of the possibilities 
that are shown. 

The next step is to define the first column. Enter the number" 1" in the Column 
Field, and press Enter. Choose one of the possible fields that you can display in 
Field Name to determine what type of balance you would like to present in this 
column. Enter a Column Header, an Amount Header and a Percentage Header if 
desired. If you wish to have associated percentages with this column, enable the 
Include Percent check box. If the numbers in this column will only be composed of 
numbers from a certain cost center, then place that cost center number in the Cost 
Center Field. Click the OK button located in the upper portion of the screen to 
accept this information. Continue entering column information for the second and 
any subsequent columns until you have defined as many columns as you selected 
in column count. Then click the OK button on the bottom of this screen to accept all 
the information and click the Close button to return to the Home Screen. 
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Step 2: Setup Your Flexible Report 


Click on the Setup pull-down menu then Reporting, Statement, and Flexible Report 
Setup. The screen shown below will display: 

~ Flexible Rt'pol t Spt'(~ i-IiolrEI 
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This is the screen that is used to actually set up your flexible report. Each sequence 
number pertains to a different specification on your report and unless you choose not to 
print that specification, it will also correspond to a line on your report. It is very important 
to realize that all tabs apply to a particular sequence number and you may use one or 
more tabs to fully define that sequence. As far as processing; the report, the lowest 
sequence number will be processed first in producing the report. The Tabs and fields on 
this screen are explained below: 

Sequence - This controls the sequence of printing of the report. It is best to leave 
significant gaps between sequence numbers so that you can add in lines that you may 
have forgotten. 

For example, using the following sequence numbers 1, 2, 3, 4, 5, will cause difficulties 
later on if you wish to add another specification to your report and you wish it to be located 
between specifications 3 and 4. Therefore it is suggested that you increment your 
sequence numbers by 10 thereby using sequence numbers 10, 20, 30, 40 and 50 as your 
first five sequence numbers. 

Line Description - A description that is placed in this field wi I appear in the description 
column of the report. 
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Print Options Tab 


This is the tab that displays with the sequence and line description. It's fields are 
described below: 

Print - If not checked the line generated by this record will not print (That means 
that this specification will be used to do some other task such as allow an account 
to contribute to totals, or reset the Custom Statement Format to a different one, i.e 
going from two columns to four columns part way down the report., etc.). 

Bracket Debits - This gives the user the capability to reverse the bracketing of 
balances that you choose to print. Normally, negative numbers are bracketed. If 
you check this, positive numbers will be bracketed instead. 

Print Amts As Percent - This allows you to print the amount in the dollar column as 
a percent. The decimal place will be moved 2 places, and a percentage sign will 
be added . 

Reverse Sign To Total - Normally debit-type accounts carry positive balances, and 
credit-type accounts carry negative balances. The balances are added to 
indicated totals exactly as is. Checking this box will reverse the sign of the number 
before adding it to the totals. 

Center Heading - Tells the program to center this heading. For example, the 
"Assets" header at the beginning of the balance sheet is usually centered . 

Do Not Advance Line - Normally, each flexible report record (if it prints) will 
generate a printed line. If this box is checked, the program will print the next 
record on the same line. This allows you to have multiple unrelated complex 
calculations print next to each other on the same line. 

Single Underline Before / Double Underline After - Check the box to accomplish 
the task described. 

Note: Any double-underlined amount will have a dollar-sign printed with it. 

Line Is Heading - Indicates that only the description is important and nothing else 
will be automatically printed on this line. 

Cents-Suppress Line To Adjust - Here is the line that will be adjusted to account 
for cents-rounding. 

Suppress Dollar Sign - Checking this box will allow the dollar sign to be 
suppressed. 

Do Not Indent - Checking this box allows a line that is not a heading to start at the 
left margin. 

Advance Lines before printing - This field allows the user to enter a variable 
number of lines to skip before printing this particular line. 
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Accounts Tab 


This tab is used to select accounts that will either print or be totaled. The screen appears as 
follows: 
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You may add accounts to the list by keying in the account number, nd then clicking on the big 
arrow. You may also use the range of accounts fields to accumulat balances or print balances. 
You may use both individual accounts and the range on the same record. 

Print one line for Each Account in Range - This is a powerful featur that allows you to specify a 
range of accounts and then check this box which will print a line for each account in that range. 
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Totals Tab 


This tab is used to accumulate, print or zero totals. The screen displays as follows: 
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Check the boxes on the left to indicate that amounts printed will be added to the 
indicated totals. You may check as many boxes as you need to accumulate the 
totals that you need. Typically, you would check some of these boxes if the current 
record would print balances from selected accounts. 

You can also zero any totals with this Tab. 

There are many ways to total. Some people like to use a different total box for 
every total they are accumulating and then print the totals as needed. Others 
prefer to reuse some of the same totals and zero them when they are no longer 
needed. Either method works fine for most reports. For exceptionally long or 
complicated reports, you will probably have to reuse totals. 

In the box above the total boxes, you may select a total number to print. This will 
cause the amount in the selected total to print on this line. 

Each "total" keeps a separate running total for each column. Therefore a single 
"total" can be used to print the entire line of a multiple-column statement. 
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Calculations Tab 

The screen that is used for this Tab is shown below: 
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Divisor For Statements - Establishes what accounts comprise the "100%" for the purposes of 
printing normal income statement percentages. Once this is set, it ~an be used for the rest of the 
statement unless it is reset in a later record. 

Divide By - Starting with whatever balance is normally calculated for this record, divide by: 

Number - A plugged number 

Account Balance - The balance for the indicated account that would apply for a given 
column 

Divisor - The balance for the indicated Divisor that would apply for a given column 

Multiply By -Is similar to Divide By. 

Changing Sequence Number - Since the Sequence Numbet controls the order of printing 
the report, this allows you to change the sequence of the report with minimal difficulty. 
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Column Options Tab 


The screen for this Tab appears below: 
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If you enter an amount in any particular column, the amount you enter will override 
the amount normally calculated by the system to be used in that column. 

You have the option of indicating that you only want to print one column. If you 
choose to print just the one column, you also have the option to choose to print just 
the amount, just the percent, or both. 
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Statement Formatting Tab 


The screen that is used for this tab is displayed below: 
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Each flexible report will be set up according to the specifications in custom statement. This tab 
allows you to enter the custom statement that you will be using. In other words, this tab is how 
you specify the statement format for the headings and the columns that you set up in Step 1. You 
will need to set up at least one custom statement in every ·nexible report and the specifications for 
the columns and headings will govern the flexible report until the report is finished. Normally, this 
will be done in the first record of the flexible report and need not be repeated . However, if you 
wanted to use more than one set of custom statement specifications to designate different 
numbers of columns or something like that, you just have to enter the other custom statement 
reference with this tab when you want to change the look of your flexible report. The flexible 
report will follow the most recently specified custom statement until you enter a different one using 
this tab . 

In other words, if you want your flexible report to just have one format, put the custom statement 
reference in the first sequence number of the report and you are dohe. If you wish your flexible 
report to change format in the middle of the report somewhere, just reference a different custom 
statement name at the point at which you want the format to change using this tab and at the 
sequence number that you want the change to occur. 
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Variables Tab 

The screen for this Tab is shown below: 

~ I l>MtI! I ___-, CIo!e Dllbra ~ --, C!oIIlge ~ "tleIP ___-, _______ ________---, 

This Variables Tab is provided to let you save a particular value at a certain time 
and use that variable at a later time in your report for some mathematical 
operation. To save a variable at a particular time, you designate a name for the 
variable such as "value1". Doing this saves a value from every column for the 
sequence number you are currently working on. Later when you want to use a 
variable that you have saved, you indicate its name next to the particular 
mathematical operation on this specification . 
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Suppression Tab 

This Tab allows you to suppress a given column on a given line. You can suppress the 
amount, the percent or the double underline. This feature is useful in producing such 
things as a statement of retained earnings at the bottom of the income statement where 
only some of the columns are used to produce that section of the statement. 

The screen for this Tab appears below: 
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To enable the feature, place a check mark in the appropriat~ columns that you would like 
to be suppressed. 
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Step 3: Naming Your Flexible Report 


You may have more than one Flexible Report by client. The way this is 
done is that you name the flexible report and tell the system what 
specifications to include in that flexible report. Make sure to update the 
flexible report name if you add more specifications to the report at some 
later time. To name your flexible report choose the Setup pull-down menu 
then Reporting, Statement and Flexible Report N meso The following 
screen will display: 

Status: I 

Flexible Report Name: 

Starting Flexible Report Spec !.ist 

Ending Flexible Report Spec 

Qk Qaocel tjelp Clo~e 

Enter the Flexible Report Name that you wish to associate with a certain 
group of specifications. Enter the first sequence number in the group and 
the last sequence number in the group in the Starting and Ending Flexible 
Report Spec fields. 

Step 4: Running the Flexible Report 

After the Flexible Report is set up, it can be run from the Reports pull-down 
menu then Financial Reporting and Statements and Schedules. Enable the 
Flexible Reports radio button and click the OK button. You will be allowed to 
select the flexible report that you wish to print. 
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Chapter 18 
Ratios and Graphs 

Ratios may be computed and printed using the Flexible Report Writer. If you are not 
familiar with the Flexible Report Writer, that is not a problem as the Flexible Report Writer 
features that you need for the great majority of Ratios will b discussed as part of this 
section of the documentation. (Note: If you need to compute and print ratios that require 
other calculations than those discussed in this option, you should refer to the chapter 17, 
"The Flexible Report Writer, " beginning on page 17-10 paying particular attention to the 
Variable and Calculation Tabs.) As an example, the following ratios will be computed 
and printed based on the Practice Set Client in this section of the documentation: 

1) Working Capital 

2) Current Ratio 

3) Stockholder's Equity to Liabilities 

4) Net Sales to Assets 

5) Percentage Earned on Stockholder's Equity 


Step 1: Setup the Headings, Columns and Dates Using the 
Custom Statement 

The first step in setting up a Ratio Report is to select the Se up pull-down menu then 
Reporting, Statement and Custom Statement. The Custom Statement/Schedules 
Setup Screen will appear as shown below. Fill it in as shown for column 1: 
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You could key in any name you wish for the Custom Statement name. However, 
you will probably be happier later on if you key in something meaningful. In this 
example, we used the name Ratios. Enter the column count of "1" and choose the 
YTD only liS date from the date type selections. Enter "1" in the Column and 
select the YTD-Basis 1 for the type of balance data. We called the amount header 
RATIOS for clarity purposes. The purpose of defining this screen is so that the 
flexible report writer will know what data you want to print in what fields on any 
particular report. In this case, the report is only a single column report with year-to
date balances from the standard accounting basis. 

Note: If you had more than one year of data available with th is client, you could 
make this a comparative report by selecting a different date type so that 
comparative dates would show. You would also select a column count of 2 and 
define column 2 to be last years YTD-Basis 1. 

Note: Some of the ratios that have been selected should be run with a full year's 
data and would not be valid with only a partial year's data. However, for the 
purpose of this documentation example. this is ignored . 

Now select the Page Layout Tab and a screen similar to the one shown below will 
display: 
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The font sizes and widths and margins were selected for a report with a single 
column of numbers. You should know that 1440 twips is an inch. The centering 
width is the width of the paper as far as you want to consider it for centering 
purposes. Once you print your report, you can return to this screen to vary its look 
and the placement of the report information on the page. 
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Step 2: Enter the Necessary Flexible Report Specifications to 
Compute and Print the Desired Ratios 

Now click on the Setup pull-down menu then Reporting, Statement and Flexible Report 
Setup. The following screen will display: 
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This is the entry screen that will be used to enter the flexible report specifications that 
actually compute and print the financial ratios. You may use any sequence numbers for 
any flexible report and then use what you need by defining the first and last specification 
used for a particular report. We will assume that other flexib e specifications for some 
different purpose such as producing graphs are already ent red and we will therefore 
begin with specification number 500. 

The first ratio that we wish to produce is Working Capital wnich is defined as Current 
Assets minus Current Liabilities. Since Current Assets are normally debit balances and 
Current Liabilities are normally credit balances, all we have 0 do to compute this ratio is 
accumulate the total of all the current asset and current liabi ity accounts and print their 
total. The above screen shows that a line is normally printed unless you turn it off because 
the Print check box is automatically checked. Therefore to qccomplish what we desire, all 
we have to do is enter the sequence number of 500 with the description of Working 
Capital and then select the Accounts Tab and select all th~ current assets and current 
liability accounts that have actual balances. This is done by either keying them in or 
selecting them from the chart of accounts list function and then using the large right arrow 
to move them into the Accounts Included display. After this s done, your screen should 
appear as shown on the next page: 
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The accounts that have been selected include the current assets 110, 120, 120 and 140 
and the current liabilities 220, 222 and 223. The system will accumulate the total of those 
balances by virtue of their being in the Accounts Included window and referred to on the 
same specification. Since we gave this specification the proper name of Working Capital 
and left the Print check box checked, this ratio is complete and will print. 

The next ratio that we wish to print is the Current Ratio. This is defined as Current Assets 
divided by Current Liabilities. To calculate this ratio, we need to accumulate the balances 
for Current Assets and Current Liabilities and then divide Current Assets by Current 
Liabilities. This will give us the ratio we desire but we will also have a negative number 
since Current Liabilities have a normal credit balance. We need to reverse the sign of the 
printing so that it prints with no sign. To accomplish this task, we will first accumulate the 
balance of the current liability accounts and save them as a variable called CURLIAB. 
This will take the first specification . Then on the next specification, we will accumulate the 
balance of the current assets and divide them by the variable CURLIAB. Then we will print 
the answer after removing the minus sign. 

To accumulate the CURLIAB we will use the next specification, number 510. We will 
remove the checkmark in the Print check box on the Print Tab because we don't want 
this line to print. We will give this specification a line description of Current Liabilities 
(Don't Print) so we can better understand what we have done if we have to change 
something later. Then we will go to the Accounts Tab and enter the liability accounts in 
the Accounts Included Tab so their collective balance will be accumulated. Finally we will 
go to the Variable Tab and name this variable CURLIAB. This completes the first portion 
of computing and printing the Current Ratio. The Variables Tab for this calculation is 
shown on the next page since this process has not been illustrated before. The sequence 
number is 510. 
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The next sequence number will be used to accumulate the collective balance of the Current Asset 
Accounts, to divide that balance by the total of the Current Liabilitie that were calculated and 
saved with sequence number 510. Finally it will be used to print the divided balance which will be 
labeled the Current Ratio which it is, and to reverse the printing of the balance so it will print as a 
positive number. The next sequence number, 520; will be used for these tasks. The line 
description will be Current Ratio. Note this description on the following screen. Also note that the 
Print box is checked and so is the Bracket Debits box which will reverse the sign from a minus to 
a plus . 

.:s flexiblE' f{t'port SPf-'C'> 1-11 r::ll~ 
Sequ.nca: 1520 j,ist StalllS IN..I 

LiM~iiac>: Ic..rent Ratio 
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p'PnnI r Sr9t UncMriM Bet.,.. r Foroe N.w Page 

w~~.~ r ~ UAclerli.... AIle< i [)o No! Indent 

r PTint AmIS As "-cent r Double UncIe~ Atl~ r Fore. Dobr..gln 

r Rev_ Sign to Total r .... isaH~ 

r Center Heading 

r Do Nul .....~_line r 5uppfu. ~. 
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10 
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The Accounts Tab will be used as before to indicate all the current asset accounts 
and the Variables Tab will be used to divide the accumulated balance of the 
current asset accounts by the total of the current liabilities which was saved in 
sequence 510 but not printed. The Variables Tab is shown below: 

l.ino>~tiDR : r=----::= = =-- - - - ----- --

Stm~ 

~ l I ___---' ___"----' o..,Iicale jpecl ___CionIge __OM.. ~ CIo!e ______--' __s.q.-- ._--, 

Note that the CURLIAB variable is being used as a divisor as it should be to 
calculate the Current Ratio. This completes the calculation and printing of this 
ratio. 

The next ratio that will be calculated is the Stockholder's Equity to Liabilities. 
This ratio divides the total stockholder's equity by the total liabilities. Two values 
will have to be calculated using different sequence numbers and the total liabilities 
will have to be divided into the stockholder's equity to get the proper ratio. Since 
both equity and liabilities normally have credit balances, the sign will be correct. In 
the same way that CURLIAB was accumulated with specification 510 and not 
printed, TOTLIAB will be accumulated with specification 530. The line description 
will be Total Liabilities (Don't Print). The Account Tab will be used to enter all 
the liability accounts into the Accounts Included display and the Variables Tab 
will be used to name and save the accumulated total of these accounts as 
TOTLIAB. 

Specification number 540 will be used to print the Stockholder's Equity to 
Liabilities ration so the line description for that specification will be Stockholder's 
Equity to Liabilities. The Account Tab of this specification will be used to 
accumulate Stockholder's Equity and the Variable Tab will be used to divide by 
the accumulated total of the liabilities saved as the variable TOTLIAB. This will be 
done in the same manner as the Current Assets were divided by the CURLIAB in 
sequence number 520. 

18-6 CHAPTER: 18 




There is a new wrinkle in calculating the Stockholder's Equity. Notice that all the equity 
accounts and all the income and expense accounts are included in its calculation and 
accumulation. Instead of entering each account, the Account Range feature is used so that the 
calculation can be made by only entering the first equity account and the last expense account. 
This will have the effect of adding the existing equity to the current profit and loss to get the 
desired total of Stockholder's Equity. This screen is shown below: 

~ Flexible Report Specs i-IILJlixl 
S@quIInoe: I~ 1,i51 I 

SIm FomYtliflg 

Accounts Totals 

!---------~----

r 

- --- -----------,----1 

l~G ea.k in !avinp 
110 kcoa:r.t, ~vUl.e 
~o ~ Pay.ble .., j 

- I 

W§J I~ Acooaftl: 13I'J [E) 
r Prinl One Lite For e.ct\ Accaunt In lUnge 

Sequence number 540 shown above is not only used to accumulate the total Stockholder's 
Equity as shown but is also used for the printing of this ratio (The Print Tab) and it's division by 
TOTUAB using the Variable Tab. Consequently the Stockholder' Equity to Liabilities ratio 
will be completely calculated and printed with this sequence number. 

The next ratio that will be calculated and printed is the Net Sales to Assets ratio . To do this, 
sequence number 550 is used to accumulate all the assets. The accounts are accumulated using 
the range feature on the Accounts Tab. The accumulated accounts begin with 110 and go 
through 190. The accumulated total is called TOTASSET and is named using the Variable Tab. 
The line description is Total Assets (Don't print) and the Print option on the Print Tab is set to 
not print. 

Sequence number 560 is used to finish the calculation and printing of the Net Sales to Assets 
ratio. The Accounts Tab is used to accumulate the Net Sales which includes the sales account 
440 and the sales return account 445. The line description is Net Sales to Assets and the Print 
option on the Print Tab is set to print. The Variables Tab is used to divide the accumulated Net 
Sales which are accumulated in the Accounts Tab by the total of tHe assets which was 
accumulated and named in sequence number 550. The Variables Tab for sequence 560 is 
shown on the next page: 
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The final ratio that will be computed and printed in this Ratios documentation is 
Percentage Earned on Stockholder's Equity. Sequence number 570 will be used to 
accumulate but not print Stockholder's Equity. The Print option on the Print Tab will not 
be checked. The description will be Stockholder's Equity (Don't Print). The Accounts 
Tab will use the account range of 310 to 650 to accumulate the Stockholder's Equity. 
The Variables Tab will be used to name and save the accumulated Stockholder's 
Equity. It will be called STKEQ. 

Sequence number 580 will be used to finish the calculation and print the Percentage 
Earned on Stockholder's Equity. 

The amount of income earned will be calculated using the range feature on the Account 
Tab. It will include all the sales and income accounts and thus begin with account 440 
and end with account 650. The Account Tab is shown below: 

~ Flexible Rep or t Specs r - IlulfXl 
~: 1580 !,isl S~tllS INnI ~ I 

I..N Desuip~ I 
CoIutm Options Stm FormatUIg v SdppreHioonr T T T c..._
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I UD Cub u. a...etia, I ~ ~IIr--l~D ~sh is .!a.viIIp

I1 
laO kcO\lllU _ ej.qbl. 
110 PzepUd r..pe.... 

i ~II[[3 
I , 

I 
Beginning Account: 1440 [E] Accoum: 16..'iO[-

I ~ 

CEJ Ir Print One Line Fo< -Eacb ~t In IQnge 
4 

Qk DooIeIe !ieIP Oo(e - ChMgoo s.qu.nce , ~ ~~ 
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Notice that the line description is the Percentage Earned on Stockholder's Equity. The 
Variables Tab will be used to divide this amount by the accumulated Stockholder's Equity 
saved and named with sequence 570. There is one other factor to consider in printing this 
ratio. It has to be printed as a percentage. This is indicated on the Print Tab as shown 
below: 

-

:. flexible Report Specs i-I[ Ll [L8:1---
SoqUllllOL I!.so ~ SlAtus, ~ 

IL.. ~; [Per""'. EilMd On St_~' Equrty , 
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p'Print r Single lJndodne a.!O<e r Foroe Naw P-.e 

r Slacker DoI>its r Single Urw.IerIine Alto! r 00 Nol Indent 

P ti!tI,,~~'Iii'~~ r 00ubII U....... Atle' r Foroo I:lob! s9n 
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r Celtter I-.g 

r 00 Not Ad, ..... LM r Suppus ~ IioIn i 
t 

-.,. re- l .... -.PIIIOIg 10 

I 
Qk I ~I I Dtiet@ I ~ I CloJie I ~le jpecs I C~~j I 
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Notice the check mark next to the Print Amts as Percent option. The Percentage Earned 
on Stockholder's Equity is now completely calculated and can be printed correctly. 

Step 3: Naming the Ratio Report So it May Be Printed 

The next step is to name the ratio report that has been set up so that it may be printed 
whenever it is desired. To do this select the Setup pull-down menu then Reporting, 
Statement and Flexible Report Names. A screen entitled "Name Flexible Reports" will 
appear. You may key in a meaningful name of more than one word and you must indicate 
the beginning and ending sequence number that will govern this report . The name Ratio 
Report is used in this example and the sequence numbers begin with 500 and go through 
580. The screen shown below has this name and values. 

~ Nr""'" Ftt'xitll", Repot" ~ [L5"!r'xl 
StatUS· !New 

Flexible Report Name: IRatio Report 

Starting Flexible Report Spec 150{) ~ 

Ending Flexible Report Spec \ 580 ~ 

Qk kancel !::!elp Qele\e I~~ 
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Step 4: Print the Ratio Report 

The final step is to print the ratio report that we have setup in this example. To do this, 
select the Reports pull-down menu then Financial Reporting and Statements and 
Schedules. Enable the Flexible Reports radio button. When this option is selected, you 
will have to click on the down arrow at the end of the Report Field and the specify the 
report you want. To print the Ratio Report in this example and find and select Ratio 
Report. Your screen will appear as shown below: 

o Balance st'Ieels 

a 'Income Statements 

• Statement of Retarned Earnings 

Q Custom StatementslSchedules 

. , Cash Flow Statements 

0' Cost of Sales Schedules 

o Break.Even Statements 

® Flexible Repcrts 

I castCenter Groups: 

CenterType: 

I Report: 

RatiO Repon1___ 
r Use Alternate Account Numbers Balance Problems? I 
til View :a 8111 Print ----=-1 

oSch.edules ~ -'---_O_PDF__F_ile_ Q_ P_rin_t_+_PD_F_Fi-tle __N_um __be_r~ 
iI® statements 

Qk I tialp I Clo~e I 

Enable the Print radio button and click the OK button. The report shown on the next 
page will print. This is a sample ratio report for the Practice Set data. 

This completes the documentation of setting up, calculating and printing some sample 
ratios. 
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Graphs 

The P.C. Software Windows Client Write Up System can produce pie and bar chart 
graphs for any client. The setup of these graphs is quite simple and because the numbers 
that will be graphed originate in the Flexible Report, these numbers can be the results of 
very complicated calculations if desired. However, the typic I graph of either type is 
generally quite straightforward as the graphs typically used in accounting situations merely 
present easy-to-understand comparisons of account balanc s. 

If you are planning to use graphs and you are already familiar with creating and producing 
flexible reports using the Flexible Report Writer, you will find this process quite simple. If 
you want to use graphs and have not used the Flexible Report Writer, it is still fairly easy, 
although you will have to learn and use a few simple features of the Flexible Report Writer. 
This documentation will assume that you have not used the Flexible Report Writer and will 
tell you what features of the Flexible Report Writer you will need to use and will instruct 
you in how to use them. 

Step 1: Decide What You Want to Graph 

The first step in setting up graphs is to decide what you wan to compare in a graph. 
Usually it will be something like a comparison of sales or expenses and the appropriate 
sales or expense account balances shown in the financial statements will contain the 
balances you need. For the purpose of this documentation, we will compare sales 
expenses for the "Sample Company, Inc." that is explained nd generated in the Practice 
Set exercise portion of the written and on line documentation. When you accomplish the 
Practice Set exercise in the documentation, client number 100 is used. We have taken 
the same source data that is used in the Practice Set, client ,#100, and accomplished the 
Practice Set and numbered the resulting client as client # 9 O. Client 950, or the 
completed Practice Set client, is automatically loaded with your system and you can 
activate it without accomplishing the Practice Set yourself. f you wish, you could activate 
client 950 and follow this documentation and actually produce the same graphs that will be 
shown. 

In this example, we will present both a pie chart and a bar chart graph of four different 
account balances. The balances that we will graph and compare are the year-to-date 
balances of the following four accounts: 

445 - Sales Returns 
460 - Sales Commissions 
600 - Travel 
640 - Telephone 

GRAPHS 18-11 




Step 2: Obtain the Balances You Will Need So That They 
Will Be Available to the Graphing Option 

To obtain the balances you will need for the graphing option, you have to use a 
simple feature of the Flexible Report Writer. What you are basically doing is telling 
the system which account balances you need. To do this you will use a simple 
feature of the Flexible Report Writer. Activate Client 950 if you wish or just follow 
the documentation which will use client 950 to illustrate this documentation section. 

Click on the Setup pull-down menu then Reporting, Statement and Flexible 
Report Setup. The following screen will appear: 

Print Option~ 

Stm Formatting 

r Single ~S.I~ r Foroo"""_ 
r SIlgIo U_ "Iter r Do Not I" !~".t 

r· Pmt Nn1s As "",...t r OoutM~AI"" r For... Doiof sign 

r Rey~. SV> to Total r Une il. HucIing 

r Centet HudiIg 

r Do Not Ady-.. t.

10 

Cb!e I DupllcN ~______...... 

Enter the number "10" in the Sequence Number Field and press Enter. Enter the 
description Sales Returns in the Line Description Field. Now click on the 
Accounts Tab. The screen shown below will display: 
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Now enter the account number 445 next to the List button directly below the Accounts Tab. You 
may either key it in or you may click on that List button and select it off the list. Next press the 
arrow below that List button to move it to the Accounts Included display. Your screen will 
appear as shown below: 

~ Flexible Report Specs I-I ~lrxl 
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s-q_: 110 List I Status ~ 

LiM Oeseriptloa; Iso. Retums 

Column Options T StmFOITIYIIiIIg T v-"-s T SupptMsion 

Print Options T Account. -L _ Totals T C&IcuI;I\ions 
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I f!BrDe I[- , 
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J 
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Note that if you wanted to include a number of accounts in one item in a graph 
such as all the insurance expenses, you could include each one by selecting each 
one and moving it to the Accounts Included display, You could also use the 
Account Range feature to group related accounts that you wanted to present as 
one item in a graph by filling in the beginning and ending accounts of the range in 
the Account Range Fields on the bottom of this screen. In this case, all you want 
is account number 445, Sales Returns and you have it, so just click OK. The 
screen will now return change to sequence number 20 and the line description and 
Accounts Included will be blank. Enter Sales Commi sion in the line description 
and Account 460 in the Accounts Included display. Then click OK and you will be 
on sequence 30. Enter Travel and Account number 600 in the same manner. For 
sequence 40, enter Telephone and Account Number 640 in the same manner. You 
will now be on sequence 50. Click on the List button next to Sequence Number 
Field and the following small window should overlay your display as shown on the 
following page: 
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You should see that you have entered specifications 10, 20, 30 and 40 as shown. If you 
have, click the OK button within the Flex Report Specs List Window and then Close 
on the main screen. This will take you out of the flexible report setup option and return 
you to the Home Screen for the Client Write Up System. You are finished with the 
Flexible Report Writerfor this example. (Note that if you have calculations to perform 
with numbers that you wish to graph, you should go to the instructions for the Flexible 
Report Writer to see what you have to do to have the number that you need available to 
graph.) 

Step 3: Setup the Graph Itself 

The next step is to actually enter the information you need for your first graph. Click on 
the Setup pull-down menu then Reporting and Setup Graphs. The screen shown 
below will display: 
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Enter the name of the graph that you want to print on the Report. In this case, we will call it the 
Sales Expense Pie Chart. Since the Pie Chart radio button is already enabled, press the Enter 
key and you will be in the Item # Field . Enter the item # 1 and fill in the other fields as shown 
below: 

= (,r dpn Sl't up 1~1 ~ l rxl 

I IGraph Name: Isales Expense Pie Chart ].iSI I Status: Qk 
- lNew 

I r. Pie Chart r Bar Chart I I .Qancel I 
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] Add I Replace I I Remow I 
len! ' IBalanceType Aeocble Spec ILabel for Graph A'I
1--'-- ------_.. 

] ,

I 
2 
3 I 

I I 
.- .....• .----...--. 

4 
!i 
6 
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Click on the Add button and the information you entered will displa below in line 1. Add items 2, 
3 and 4 as shown below in the same manner. 

S Graph Setup ~I rcl rx l 

Graph Name: lsales Expense Pie Chart I~ ::=J Qk 
-. -- - . ~w

I r. Pie Chart r BarChart i .Qancel I 
IChpIt AIIIIIIIt Rijiiit AIcanIe tlelp 

ltem 1l [:::J 
Qelete IFlexfble Report Spec: J • J L ].i.sl J-r Label For Graph J -----1 Clo~e I 

1 Balance Type J ·]1 
I ~~ I Replace I I RemOYe I 

" em , IBalllnce Type IFexibIe ~c ~beI ~.C?rllP'! I 

a1 YTO -BasB 1 10 Sales Returns 

2 YTO  Basis· 1 20 !Sales Commisaion 

3 YTO- Basis 1 30 Travel 

.. YTO - Basis 1 40 Telephone 

5 I Q 

6 I 0 

7 I 0 9 1 

This completes the setup of the Graph. Now click on the OK butto to accept the whole setup. 
Then click on the Close button to return to the Home Screen. 
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Step 4: Print the Graph 

To print the graph click on the Reports pull-down menu then Financial Reporting and 
Graphs. The following screen will appear: 

l· j Pnnt Graphs r... IQ Ilxl 
Graph Name: )! 

l 
D Print o PDF File (} Pont + PDF Ftle 

P Use Balance SheeI Type Report Dale 

Q Use Today·s Date 

o Use Date As Keyed In Here: 
I 

.Qk I ~tP I Clo~e I 

Click on the down arrow at the end of the Graph Name Field and Sales Report Pie 
Chart will appear as the only option. Select it and choose to either view or print it. 
Graphs are designed to display and print in color so if you have a color printer, you will 
get a nicer looking graph. 

To produce a bar chart, all you have to do is step three and four again since you will be 
using the same account information you decided on and setup in steps one and two. 
When you setup the graph this time, follow the exact same steps you followed for the pie 
chart, except name it Sales Expense Bar Chart and indicate that the graph should be a 
bar chart when you set it up. Both graphs are shown the following two pages. 

This concludes the documentation of this feature. 
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Appendix 

This appendix contains information about closing and client backup considerations, and a 
DOS Vs. Windows comparison that assists users in the trarlsition from using the PC 
Software Client Write Up DOS system to using the PC Software Client Write Up Windows 
system. This section discusses the differences between DOS and Windows operations. It 
is targeted for users who are familiar with the DOS environment but are less familiar with 
the Windows environment. 

Closing Considerations 
There is not a closing on this system. All transactions remain open at all times. You may 
switch back and forth between periods and make corrections as required. When beginning 
a new year, make sure that you have the tax tables for the new year filled out. Tax tables 
are filled out using the Setup pull-down menu, System, and Calendar Years. This has to 
be done only once for each work station. 

Client Backup Considerations 
The periodic and careful backup of computer data is a very prudent action. Without 
adequate backup of your computer data, you are always at risk of losing untold hours of 
work and possibly even losing irreplaceable information. Th business and financial costs 
of such a loss can be crushing to your firm and clients. You Should take the time to 
organize, plan, and manage a backup routine for your office. 

To plan and organize your backup routine, you must unders and and follow time-tested 
backup principles. One fundamental principle is to "never b~lCkup over your existing 
backup". The reason for this is obvious. If you are having problems with your computer, 
the natural inclination is to make a backup. If you follow your inclination and make a 
backup of the "problem data" over your existing good backu jD , you have just destroyed 
your good backup. This happens so often that it is unbelievable. The standard method of 
avoiding this pitfall is to rotate backup mediums (tapes, disks, diskettes etc.) For example, 
if you were backing up to a removable hard disk, you might have a red, blue, and green 
backup disk. By alternating backup disks each time, you wil never be in danger of losing 
your only or most recent backup. 

Another fundamental principle of backup is to protect the backups once they are made. 
Heed the warnings for the particular backup medium you are using. In general, do not 
store a backup medium where it can be affected by heat, m gnetic fields, or water. Do not 
leave backups in locations where they can be easily misplaced or stolen . Clearly label all 
backups as to content and the method of backup used. Complimentary to the concept of 
protecting your backups is the concept of off-site backup. You must realize that off-site 
backups are your only sure protection against fire, flood, theft or other disasters that can 
destroy good backups that are located in the office. 

DOS vs. WINDOWS: TERMINOLOGY 1 



Give very careful thought to what backup medium you will use. With hard disks 
now commonly available in hundreds of millions or even billions of bytes, you 
certainly can't expect to backup solely to diskettes. System backups of today are 
usually accomplished by using tape drives, jazz drives, zip drives, optical drives, 
writeable CD's or some other high capacity medium. There are pros and cons to 
each type of medium, but for the most part all will work well if you do your part. 

You must have a written backup plan and a written backup log if you want to be 
sure that your backups are organized. Your written backup plan should specify 
what should be backed up and when. Hard copy (actual printouts) backup should 
be part of any plan. Hard copy listings of essential data can be invaluable if they 
are needed. There should be listings (printouts) of all essential information. Your 
backup plan should also include a written schedule of planned backups with places 
for individuals to verify that the backups have been made. You must make sure 
that the individuals who are making the backups clearly understand what they are 
doing. Many times backups are periodically made but they are made incorrectly. 
When there is a problem and a backup is needed, it is discovered that the backup 
is no good. 

A planned backup routine and a written backup log are the essential first steps in 
insuring good backup. The second step is to make the backups. The third step 
should be to manage your personnel to insure that the backup routine is being 
accomplished in a correct and timely manner. You should check the written backup 
logs to check compliance but you could also be more certain of good backup by 
periodically checking the actual backup process to insure that it is being correctly 
done. Another method to insure against improper backup is to do backup "fire 
drills". Suppose that the computer system has gone down. Ask to see the latest 
backup and then evaluate the quality of the backup you have. This backup "'Fire 
drill" will let you decide if you are satisfied with the current backup plan. The 
reason that you must manage your backup routine is to insure that the plan is 
being correctly implemented. You definitely do not want to find out the hard way 
that even though you're backup plan was excellent and your log book looks great 
that you still do not have an adequate backup. 

Another common problem where tape is the only backup procedure is that the 
cycle of the backups does not match the client processing cycle. Here is an 
example: 

The Sample Accounting Firm (SAF) likes its new tape drive, and therefore, has 
decided to dispense with diskette backups. They have five tapes . They cycle the 
tapes so that a different tape is used each day of the week. Client 305 was worked 
on July 10-11. All data input was verified correct, and all the statements/schedules 
checked out. On July 19, there was a disk error on the database for client 305. 
However, because it was not being worked on, the problem was not noticed. 
The cycle of backup tapes proceeded normally, and before the end of July all 
copies of this client were corrupted. The problem was not even noticed until August 
10, when the work came in for the next month. The client had to be deleted and 
keyed in from scratch. 
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We suggest matching the tape backup cycles with the client processing cycles to 
overcome this problem. Keep five daily tapes , but add the following: 

1 (or 2) monthly tapes (because some clients are processed monthly). 
1 (or 2) quarterly tapes (because some clients are processed quarterly). 
1 (or 2) yearly tapes (because some clients are processed yearly). 

Viruses 
Another topic that needs to be discussed is computer viruses. Viruses are computer 
programs or procedures written by people with the specific i,.,tent of destroying information. 
These programs are then concealed from the unsuspecting computer user. When the virus 
program is inadvertently run as a byproduct of some normal operation, it typically results in 
data loss and/or in damage to the main computer operating system. Viruses are an 
incredible plague for computer users. 

Anyone with a certain level of computer experience and malicious intentions can write and 
distribute a computer virus. Your computer can be infected by a virus from diskettes, 
information downloaded from an online service, or from files sent from other sources via a 
modem. Backup alone will not protect you from computer vi ruses as the computer viruses 
will backup with your data. The best way to protect yourself from computer viruses is to 
use a commercial virus detection ~rogram and update service. We have purchased and 
constantly use the Norton Utilities M product which we feel d()es the best job. Whenever 
you get diskettes or files from any source including E-mail, check them for viruses. If you 
want to be as safe as possible, you must have your virus checking program loaded online 
so that the virus checking program is constantly checking for viruses on your machine. 

Unfortunately, even if you have an excellent virus checking program loaded online, no one 
is 100% safe from virus infection as new viruses are regularly being introduced into the 
marketplace. Norton Utilities states that they discover multiple new viruses each month. 
You must make sure that you get new updates to your virus protection program whenever 
they are available. You can also help your cause by not introducing suspect or useless 
information to your computer system. One way to limit infection is to restrict games or 
Internet browsing to a stand-alone machine. 

There is another caution about viruses and backup to be aware of. If you suspect that you 
have lost data or system information because of a virus, do,.,'t reload your backup without 
checking the backup for viruses and removing them before you restore or copy in the 
backed up data. Otherwise, you can reload your infected backup and then have both the 
main system and the backup destroyed by the virus. Viruses present a significant 
challenge to computer users. Viruses provide a great rea SOil to backup. 

One of our hardest jobs is to explain to a customer that a machine failure, a program 
problem, an operational error, or a virus appears to have destroyed their data. This job is 
much harder when we find out that our customer had no backup or that their backup is no 
good. If it is hard for us to face this situation, we know it is much harder for our customer to 
face it. Please backup correctly! 
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Backup Options 

Now that we have covered the general topics that relate to backup, we will 
specifically discuss backup for the Windows Client Write Up System. How should 
you backup your Client Write Up data? Client Write Up data is normally backed up 
in two major ways. The first way is as a part of the normal backups of the complete 
system. This is fine but it is probably not enough. A problem with relying on a 
complete system backup is that most complete system backups are not 
accomplished on a daily basis. Because the amount of client write up work that is 
accomplished in a day is often significant, relying on a complete system backup is 
risky. If it happens that data must be recovered from a backup that is a few days or 
weeks old, there can be a great amount of lost data and work. 

This is why Client Write Up data is also typically backed up to diskettes. It has also 
been backed up to diskettes because they are a very reasonable medium for the 
amount of data that a single client requires. It has also been typically backed up to 
diskettes because a client can be quickly and conveniently backed up at the end of 
a period's work by the person doing the work. 

With the Windows Client Write Up System, diskettes are still an excellent option for 
Client Write Up data backup. The simplest way to backup to diskette is to select 
the disk copy icon (a diskette). This icon will lead you through the copying of a 
single client's data to a single diskette as a zipped or compressed file . For ease-of
use, this option is hardwired to back up the active client to a diskette. 

A more sophisticated backup option that allows you to back up any client (active or 
not) from any location to any other location, to zip it or not, use various media 
(such as CD's, DVDs, thumb Drives, Zip Drives, etc.), is the Copy Client 
(Advanced) option. 

The location of these options is discussed in Chapter 4. (File Menu) 
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DOS vs. Windows 

The major design differences between the Windows and DOS operating systems are 
primarily operational. Understanding both the design and operational differences between 
DOS and Windows will enhance your use of any Windows program. You should make an 
effort to learn Windows using the educational material provi~ed by Microsoft or any quality 
educational material that is available. The following summary includes Windows 
terminology, data entry methods, and display used in the Client Write Up System. The 
terminology is followed by a discussion of the use of Windows features on the keyboard 
and on the computer screen. 

Terminology and Definitions 
A "button" contains a word within it that describes its function. The following buttons that 
are used in most Windows applications and also in PC Software Accounting applications 
are: 

Cancel: This button returns the current screen to the status that existed when it 
was first accessed. If there was no data when the screen was opened, then there 
will be no data upon selecting cancel. If there was data on the original screen 
when it was opened, then that data would be returned to its original state at 
opening. 

Close: Closes the current window. It does not save the information that is 
displayed. Entered or saved information is only saved via the OK button. 

Delete: Removes or deletes the record on the computer that is related to the 
currently displayed screen. 

Help: Displays the overall help instructions provided for the current screen. Field 
by field instructions for Help are accessed by being in the field or text box of 
interest and then selecting the F1 key. 

List: Pulls up a list box. Clicking once will present alid selections. Click to 
choose any selection. Note that an entry not on the ist may also be entered from 
the keyboard. 

OK: Accepts the entered data on the screen. 

Spin: Allows the incrementing of information requested. It is most commonly used 
with date fields. 

Other definitions include: 

Cursor: Flashing bar or highlight indicating where the next character or letter will 
be entered. 

Field or Text Box: Position on a screen where infortnation such as a name or 
social security number is displayed and can be entered or changed. 
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Focus: Refers to the field or text box where the cursor is presently located. Focus 
on a button, may be shown by a segmented line around the button word or by a 
bold border around the entire button. 

Label: General description of a field such as "Account Number". 

Label Box: A bordered description that further describes a field but may not be 
changed on the screen from the keyboard. It only displays based on the contents 
from a field or text box. For example, an account number might be entered in a 
field and the existing description of that account number might display in a 
separate "label box". A label box is also known as a display only field . 

Panel: A bordered segment of a screen that deals with a certain related group of 
information composed of one or more field or text boxes. A panel can take up an 
entire screen. 

Screen: What is presented on the computer monitor at any given time. This can 
include multiple screens, which can also be referred to as panels or windows. 

Tab or Set of Tabs: Keys that allow the user to switch between panels of 
information on a screen. 

Task: Another term for program. 

Task Bar: The bar at the bottom of the Windows screen. The Start button allows 
access to any tasks loaded onto your computer. The task bar also displays active 
tasks. For example, if you had the PC Software Client Write Up System and Word 
Perfect both active, the task bar would show the Start button, and a notation for 
Client Write Up and Word Perfect. The current time is also displayed on the bar. 

Other Data Entry Options: 

Check Box: A small square box that is either enabled or disabled. This refers to 
a related condition that is described in words next to the check box. 

Drop List: Presents all other options that are possible valid responses. Unlike a 
list box, one of these options must be chosen. There can be no entry of new 
options from the keyboard. 

Combo List: Presents options and also allows you to enter an option that is not 
part of the displayed list. 

To distinguish between a Drop List and a Combo List, enter the first letter of a 
selection. If the correct first letter is chosen, then the item will be accessed. If the 
same first letter appears in more than one choice, the system allows further entry 
to toggle to the next item with the same first letter. If there is no action with the 
entry of the letter into the computer, then optional entry is allowed . (Therefore you 
have a combo list not a drop list). 
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The Keyboard 

The standard way to move forward on the screen in Windows is to select the Tab key. 
The normal way to move backward is with the shift and the Tab key simultaneously 
selected. These conventions are followed in PC Software. n addition to forward motion 
with the Tab key, the Enter key is programmed to duplicate he Tab key and to allow 
forward motion through the program. 

Within a grid of information, the up and down arrows will allow movement between the 
fields. Shift right and shift left will allow field movement to the right or left. The right and 
left arrows will move the cursor right or left. 

The mouse is a hand held device that allows cursor control nd acceptance commands to 
be entered where and when the user chooses. The field in which the cursor is positioned 
at any given time is the field of focus. Efficient mouse use is essential to the operation of 
any Windows system. The mouse is an integral part of the design of Windows, whereas in 
DOS, the mouse was used at the discretion of the programmer. The mouse should be 
used whenever individual fields or options are selected. When the nature of the 
application is given to long streams of data entry on a field-by-field basis, the keyboard or 
the ten key pad combined with the enter key is still the most efficient method of input. This 
system is designed for mouse use yet allows classic data entry where such it is 
advantageous. 

Mouse Alternatives 
Using the mouse is a great aid to computer use. It can also waste time if it is not the best 
option for the task being worked on. This is illustrated by th example of accepting a 
screen. In Windows, a screen of information must be accepted by using the OK button. 
(Note: As a convenience to users of the DOS system, the Fe key has the same function as 
the OK button). There are three methods to accomplish thi with the OK button. The 
same method works for all correctly programmed Windows buttons. 

1} Position the mouse pointer to the OK button and click. This works well in 
editing word processing applications as it enables large blocks of data to be moved 
or deleted with ease. 

2} Hold down the Alt key and key in the letter O. Using the Alt key and the letter 0 
duplicates the function of clicking on OK. This method is the best way to accept 
a screen involving the entry of data on a field by 'field basis because it does 
not require the user to move their hands from the keyboard to the mouse. This 
method also works for pull-down menu items. The Alt key is used with underlined 
letter on a pull-down menu to access that menu. Once the options are revealed, 
entering the underlined letter will select the option . 

3} Method three is when the program automatically transfers control from the last 
field on a screen to the OK button. When the user presses Enter, the screen will 
be accepted. This method allows full screen data entry of field by field information 
because it does not require the user to move their h nds from the keyboard and it 
does not require the user to select the Alt key. It is useful for the entry of numeric 
data as well, since this allows numeric data to be entered from the ten key pad. 

DOUBLE ENTRY A CCOUNTING A-7 




Knowing the different methods of data entry in the Windows applications and when 
to use them will make a noticeable difference in data entry productivity. 

Multi-tasking I Multiple Screens 
Another major difference between DOS and Windows applications is that the 
Windows application allows multiple tasks and multiple screens to be open at the 
same time. The computer can do more than one task at a time and multiple 
screens may be open in the same task. Being able to switch back and forth 
between tasks is facilitated by the screen symbols found in the upper right part of 
every Windows screen. These symbols allow the screen to be minimized or 
expanded in size. 

Minimizing 
The" - " symbol will minimize the screen. Using this feature will only minimize 
the amount of space it occupies on the computer monitor. A minimized task or 
screen is still accessible for entry or review. In order to multi-task position the 
mouse to the desired task and click. The selected task will then display over the 
current task. 

Closing and Maximizing 
The "X" symbol located in the upper right hand corner of the screen will close the 
task or the screen. Note that closing the screen with the "X" symbol does not save 
the entered or changed information if it has not already been saved by using the 
OK button. The small box with a shaded upper line will allow the screen to be 
maximized to its former size. The double box symbol will also return the screen to 
normal size. 

Minimizing or Closing 

Why minimize rather than close? One reason is that anything currently entered 
or changed would be left as it is and can be redisplayed. If interrupted, minimizing 
a screen saves having to reopen the screen later. This also allows multi-tasking. 

Moving a Screen 
A screen can be moved by clicking and holding the click on the top solid bar of the 
screen and then dragging the screen to a new position and releasing the click 
when the move is complete. 

The Window Option 

Another way of switching multiple screens is using the "Window" option on the top 
bar of the windows display. Clicking on this will display all open screens, show a 
check mark by the current open screen and allows selection of any of them. 
Selecting Close closes the screen and does not save entered or changed data. 
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Miscellaneous Data Entry Tasks 
To insert information into a field or text box, click on where y~u want to insert the 
information and enter it. To highlight information, click and hold the click down while 
moving the mouse towards the right until the information is hIghlighted. If you are in the 
insert mode, anything you add will then replace the highlight~d information. If you press 
the delete key after highlighting information, it will delete that information. 

To select information, place the cursor over the button or Icon and then click the mouse. 

If the word in the button is underlined, then the information may also be selected by keying 

in the AL T key simultaneously with the first letter of that word. 
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UNDERSTANDING 

"Double Entry Accounting" 

The purpose of this text is to explain or review the basic concepts of double entry 
accounting for individuals who will be using the client write up or basic accounting 
programs and who are not currently familiar with these concepts. A person using an 
accounting system will benefit greatly from understanding "debits and credits" and 
this understanding will make working with these or any accounting systems much 
easier and more fulfilling on a day-to-day basis. 

Financial Matters for Individuals 

Every individual who is responsible for paying their own bills or their family's bills has their 
own way of calculating their current financial position. Some of these ways are very 
superficial such as, "Do I have any money in the bank or any credit left on my credit cards 
and what do I need to buy or what payment do I need to make?" Other methods of 
keeping track of one's financial situation are much more elaborate and could include such 
things as a detailed budget of all income and expenses. However, regardless of what 
system an individual might use or not use for themselves, if they want to borrow money for 
a car or a house or to pay for college, they have to fill out a balance sheet for the bank or 
other potential lender. 

What is a balance sheet? A balance sheet is basically a record for a particular moment in 
time of what a person owns and what they owe. If they own more than they owe, they are 
said to have some equity which the balance sheet also shows. If they owe more than they 
own, they do not have any equity, and this situation would also be indicated on the 
balance sheet. 

The reason a lender requires a balance sheet from a potential borrower is that they want 
to determine, as best as they can, if the potential borrower can pay them back. It is just 
that simple. They also want to cover their position in case some unusual circumstance like 
the loss of the borrower's job prevents the borrower from paying them back. To cover their 
position, the bank or lender usually wants collateral. Collateral is a fancy word for what 
they can have if you don't pay them back. On a car loan, the collateral is the car. On a 
mortgage, the collateral is the house. On other loans, they will want to see what 
unencumbered assets you have that might be used as collateral. To net it out, the more 
equity the potential borrower has, the more likely it is that the lender will loan them the 
money since they will feel comfortable that they will be paid back or covered if the loan can 
not be paid back. In any case, the point that this handout wants to make is that if 
someone wants to borrow money, they will need to be able to produce a balance sheet. 
When you realize that very few people can pay cash for their cars, much less for their 
houses, the preparation of a balance sheet becomes very important. 

The lender will also want to verify that a potential borrower currently has a job and they will 
want to see last year's W2 and tax return as proof, and probably a current pay stub as 
well . This is because they don't want to loan someone money who has no income or has 
not filed their taxes. They also have guidelines about how big of a loan payment a 
borrower could comfortable pay back based on what their income is and on what financial 
obligations they currently have. 
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Financial Matters for Businesses 


Most businesses are much more sophisticated in determining their ourrent financial situation than 
most individuals are. A business really can't be comfortable with a ~uperficial method of keeping 
track of their financial situation such as asking themselves, "Do I have money in the bank or do I 
have any credit left on my credit cards?" The reason they can't get way with this type of financial 
approach is because their financial situation is usually much more cQmplicated than an 
individual's situation. There might also be investors and stockholders in the company who are 
very interested in constantly knowing how the company is doing. Besides all this, the 
management of a business is constantly called on to make decision about the business and to 
direct its operations. If they have a good idea of what is going on in the company financially, then 
these decisions are much easier to make. Besides all that, companies often need loans too. And 
if a company needs a loan and they can't get it, they will not be just be disappointed like an 
individual would be because they could not get a new car or a new house. If a business can't get 
a loan, they might very well go out of business. If this happens, they will lose everything they have 
worked for and probably disrupt the lives of their customers and the r employees besides. 

The Necessity for Balance Sheets and Income Statements 

By the way, when a business goes to a bank to get a loan, they have to produce a balance sheet 
and an income statement. The balance sheet shows what they own and what they owe and 
determines their equity just like an individual's balance sheet does. What is an income statement? 
An income statement is a record usually prepared for the current financial period and also for the 
current year-to-date, that shows all the revenue a company has earned and all the expenses the 
company has paid. Furthermore the income statement does a simple calculation to determine if 
the company is making a profit and if so how much. It does this by subtracting the expenses from 
the revenue. That result is the profit or loss of the company. To a bank or a lender, the income 
statement of a company is the equivalent of a W2 statement and a proof of employment for an 
individual. It tells the bank or other lender if the business is making money and if so how much 
money they are making. Once again this type of information is important to a lender, because 
they have guidelines of what loan payment a business could make based on how much money 
they are making and on what their current obligations are. They want to make sure that they are 
making a "good loan," which could be defined as a loan that will be .paid back in a timely manner 
with interest. 

Of course, the bank or lender will also want to see the tax return of a company that wants to 
borrow money. They want to be sure that the company is filing its tax returns and they also want 
to verify that the financial information on the tax returns matches up with the financial information 
on the balance sheet and income statement that the potential borrower submits. 

By the way, if you look at an 1120C, or 1120S or 1065, you will see that a balance sheet and an 
income statement are built right into these returns, which is another compelling reason that a 
business must prepare balance sheets and income statements or have these statements 
prepared for them. 
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Introduction to Double Entry Accounting System 

How do you prepare a balance sheet and an income statement? This brings us to double entry 
accounting? What is double entry accounting? Double entry accounting is the accounting 
method that is used world-wide to prepare financial statements and to track financial transactions. 
It is an absolutely ingenious method of preparing financial statements that organizes the 
preparation of these financial statements. It also standardizes the presentation of financial 
information for the entire world. Besides all that, the double entry accounting system has a built-in 
methodology that helps to insure that you are preparing financial information correctly. 

Who figured out this method? Many say that it was devised by Arab traders thousands of years 
ago, and has been continuously used by them ever since. Others say it was developed by an 
Italian mathematician and monk name Luca Pacioli who explained this system in a mathematics 
book that he wrote and had published in 1494. (This man was evidently pretty smart as he was 
also Leonardo DaVinci's mentor.) Those who say that the Arabs developed this system 
thousands of years ago and used it ever since, claim that Pacioli learned this system from the 
Arabs. In any case, it really doesn't matter to us who invented the double entry accounting 
system. What does matter, is that the double entry accounting portion of Pacioli's book 
introduced the double entry accounting system to all of Europe. This system spread from Europe 
to the rest of the world. The portion of this book that dealt with double entry accounting was used 
as an accounting textbook all the way into the 19th century. To make a long story short, the 
double entry accounting system devised or made known by Luca Pacioli became the accounting 
standard for the whole world, as it still is today. Virtually every manual and computerized system 
of accounting is based on the double entry accounting system. This is why you have to 
understand the basics of this system if you want to be credible in selling accounting systems to 
accountants and this is why this handout was prepared. 

How Does the Double Entry Accounting System Work? 

How does the double entry accounting system work? It is very simple and very precise. There 
are two basic principles that form the basis of the double entry accounting system. The first 
principle is that every economic event has two sides to it. For example, if money is spent it had to 
come from some source. In the same manner, if money comes into a company, it had to come 
from somewhere. In layman's terms, the second principle of double entry accounting is that all 
economic events have to be recorded so as to offset each other in a balancing way. (The second 
principle will be restated in accounting terms, a little later on in this handout.) Here is the way the 
double entry accounting system works in layman's terms: 

1. Establish accounts that you wish to keep track of- The chart of accounts: 

First of all, in order to record economic events, you need to set up "accounts" for various 
items that you want to keep track of in your business. For example, you would set up an 
account for each bank account that you had. You would also set up an account for each type 
of expense that you might have, such as a telephone expense or a rent expense. You would 
also set up an account for anyone who owed you money and you would set up an account for 
anyone that you owed money to. etc., etc. 

In order to record and keep track of the financial situation of a small business, only a relatively 
small number of accounts needs to be setup. In very large businesses, the accountants might 
have to set up hundreds or even thousands of accounts to be able to accurately record 
financial transactions and to keep accurate financial records. All the accounts that you set up 
for a business are collectively called the chart of accounts. 
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2. Divide the accounts that you have setup into five different types of accounts: 

It turns out that every account that you set up to reflect an economic event can be classified 
into one of five different basic types of accounts. These types are assets, liabilities, equity, 
revenues (also called income) and expenses. Each account that you set up will have to be 
identified as belonging to one of these five types of accounts. Here is a description of each 
different type of account: 

a) Assets - Assets are accounts that reflect things that you own like cash in a bank account, 
furniture, automobiles, machines used in a business, computers etc. etc. It also includes 
things like money owed to you, which is called accounts receiva Ie. There can be many 
different asset accounts. 

b) Liabilities - Liabilities are accounts that reflect debts that you owe to others. Accounts 
Payable is a typical liability account and it reflects bills that are due in the short term say the 
phone bill or the electric bill or money due to a supplier of good that you might resell. Notes 
Payable is another liability account that reflects notes or "loans" that are due over a longer 
period. A mortgage on a building that a business purchased would be a typical notes payable 
account- so would a loan with payments over five years that was used to purchase equipment 
for the company. There can be many different breakdowns of Ii bility accounts. For example, 
it would be typical to have a separate notes payable account for each loan or note. 

c) Equity - Equity accounts reflect the owner's equity or the line worth" of the company. The 
money that is used to start a company is usually recorded in an account called Capital. This 
is a typical equity account. In a corporation the cumulative ea rnings at the end of the previous 
year that is left in the company and not distributed to stockholders or otherwise paid out is 
reflected in an account called retained earnings. There is also a calculation made that 
reflects this year's net income or net loss that is shown in the equity section. It is usually 
called something like current income or loss or net income or loss on most financial 
statements. 

d) Revenues - These accounts reflect the money that the company is bringing in this year as 
a result of its sales or services. For example, the revenues for software company might be 
broken down into different categories such as software sales a d software update fees. Most 
larger software companies would have more accounts that would show software sales by type 
of software product and software update fees for type of product. 

e) Expenses - Expense accounts reflect the money that has been spent on expenses so far 
this year. Each type of expense would typically be reflected in a different account. For 
example, there would be separate accounts for the telephone expense, the rent expense, the 
salary expense, etc., etc. 

Why are these five different types of accounts designated? Well , in total they represent every 
type of account that is necessary to record and track a financial situation of a business no 
matter what type of business they are in. 

To illustrate, a Balance Sheet is produced by taking the individual account balances of assets, 
liabilities and equity and printing them. The basic formula that will be true in a double entry 
accounting system is that Assets =Liabilities + Equity and this 5 the format that a balance 
sheet is presented in. Said in another way, the total of everythillg that you own is equal to 
what you owe plus your equity. 
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To further illustrate, an Income Statement is produced by taking the individual account 
balances in the revenue and expense types of accounts and printing them. The basic 
formula that governs this report is that Revenues minus the Expenses equals the net 
income or loss. Net income or loss is also shown on the balance sheet by the way since 
it also affects the equity of the company. 

3. FIRST PRINCIPLE OF DOUBLE ENTRY ACCOUNTING - Now let us return to the 
principles of double entry accounting. The first principle is that every economic 
event has two sides to it. What this means is that every economic event is going 
to affect at least two accounts. 

Every accounting transaction is going to affect at least two accounts. For example, if you 
wrote a check to pay a telephone bill for $100, that event would have to be shown in the 
telephone account and it would also have to be shown in the cash or bank account that 
you wrote the check from . Every accounting transaction is this way and you will see this 
more clearly as you go through some example transactions later on in this handout. 

3. 	 RULES OF DOUBLE ENTRY ACCOUNTING - Now we get to the ingenious part. 
In order to make this double entry accounting system balance or be self 
checking, some arbitrary rules were devised. This is where the terms debit and 
credit get introduced and this is where most people who have never studied 
accounting, get lost. But the concept is really pretty simple, and you can 
probably understand it very quickly if you just examine how it works and think 
about it a little bit. This part of the handout will help you to do this. 

a) 	 The terms debit and credit 

First of all let's discuss the terms debit and credit so that those terms do not confuse you. 
Debit comes the from the Latin word debitum meaning what is owed to you or a debt. 
Credit comes from the Latin word credere, which if one was using the term in relation to a 
debt, would mean a credit or a payment against that debt. Although that is what the terms 
probably originally meant, today the term debit in accounting just means an entry on the 
left side or in the left column and credit just means an entry on the right side or in the right 
column. When you first hear someone say that, it does not seem to make any sense. But 
read on and you will see that it makes great sense. How did the terms debit and credit get 
to mean entries in the left hand column and entries in the right hand column and how will 
that help to keep financial records? 

To better understand how debits got to mean entries on the left and credits got to mean 
entries on the right, visualize that you were a merchant in the middle ages for a few 
minutes. Suppose you had many customers. Suppose your business was to supply farm 
produce to a number of resellers of this produce in a big city. These were your customers. 
The more prosperous of your customers might be able to pay for the produce when they 
purchased it from you for resale using some currency that was used in that country. 
However, if financial matters and people were at all like they are today, then many of these 
resellers might not be able to pay you until they sold the produce to their customers at a 
profit. Suppose you found that it was good business to let them sell the product anyway 
and then come back and bring you the money that they owed you. If you did this, you 
would have to keep records to keep track of things. Let's suppose you had a book to do 
this. In this book, you might have a page for each reseller. On the left hand side of the 
page, you could write the amount of the debt that they incurred with you to purchase the 
produce, and you could note what type of produce was purchased and when. On the right 
hand side of the page, you could record the payments that they made. 
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Evidently books such as these are still in existence that date back to the 12th and 13th century 
and books such as these have probably existed for much longer than that. 

b) Extending the debit and credit concept of a loan account to all accounting 
transactions 

The double entry accounting system makes use of the two column dbncept that is so logical and 
sensible in the example above and was probably commonly used in those times. But the double 
entry system extends the use of the two column concept and generalizes it and makes it 
balancing and self-checking. It does this by decreeing that the entries made in the left side or 
debit side must equal the entries made on the right side or credit side. The debit side records one 
side of the economic transaction and the credit side records the other side of the economic 
transaction. 

In other words, the same concept that was originally used to record loans and payments with a 
left hand column and a right hand column was extended to cover e ery account. Why would you 
want to do this? The beauty of the system is that if you do this, the'1 the total of the debits has to 
equal the total of the credits at all times. This provides a check that both sides of the entry were 
made. It also provides a check that the same exact amount was used for both sides of an 
accounting transaction. This generalization for the purposes of establishing the double entry 
accounting system is what made debits mean entries in the left column and credits mean entries 
in the right column as they do in modern accounting. 

c) How do debits and credits work? 

Now let us examine how these debits and credits work. Earlier, this handout stated the second 
principle of double entry accounting in layman's terms. It stated that all economic events have to 
be recorded so as to offset each other in a balancing way. Here is the typical way accounting 
textbooks explain this same concept: "The total of the debits must ~qual the total of the credits. 
In other words, for every transaction, one or more accounts must b debited and one or more 
accounts must be credited , and the total dollar amount of the debits must equal the total dollar 
amounts of the credits." (Needles, 54) You can see from this formal accounting definition of the 
second principle of double entry accounting that you have to understand the concepts and the 
use of the terms debits and the credits if you want to deal with accountants. 

The key to the working of the double entry accounting system is that since every accounting 
transaction is going to affect two accounts, then we must make these two entries somehow 
different from each other so that the system will be self-checking? This is done by making one of 
the entries a debit and one of the entries a credit, but some arbitrary rules had to be established 
in order to make this system work. 

d) Which is the debit, which is the credit? - The basic rule - Debits increase asset 
accounts and credits decrease them. 

The first rule is how do we determine which part of an accounting transaction is the debit and 
which part of the accounting transaction is the credit when a new accounting transaction is being 
put into the various accounts. The best way to see how this is done for a non-accountant is to 
start by relating everything to cash. In a cash account, which is an asset account, an entry in the 
left column or a debit means an increase in cash and an entry in the right column or a credit 
means a decrease in cash. (This is the same convention or rule that we discussed in the example 
of the merchant of the Middle Ages and this is the convention or ru e that was probably in wide 
use when the double entry accounting system was either first devised or first explained and 
popularized in 1494. It is the same convention that is still used thrQughout the world today for 
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virtually every accounting system. The net of this is that you should just accept and memorize the 
fact that debits increase asset accounts and credits decrease asset accounts. Accept it just like 
you accept the fact that if you go to a football game, the fans for one team typically sit on the 
same side of the stadium that their team's bench is on and vice versa. It wouldn't have to be that 
way, but it is logical and sensible and that is the way it is.) The acceptance of the convention or 
rule that increases in assets are shown with debits and decreases in assets are shown as credits 
is a necessary starting point to see how the rest of the system was derived and works and still 
works today. 

e) Some debit and credit examples· Expense accounts - Introducing T accounts 

Now for learning purposes, let's determine how a common accounting transaction should be 
debited and credited. 

1. I am paying a telephone bill for $100 with a check. What is going to happen to my cash 
account? My cash account is going to have less money when I do this. It is going to decrease. 
According the rules setup by the originator of the double entry accounting system, this means that 
my $100 entry to my cash account will be on the right side or will be a credit entry. (Remember 
that for cash, a debit increases cash and a credit decreases cash.). Now what does that mean for 
the expense account. Well since the debits have to equal the credits, that means that the $100 
entry to the telephone account will be a debit of $100. It will have to be placed in the left column 
of that account. 

If you read a beginning accounting book, they almost always explain and illustrate these types of 
examples with what they call T accounts. A T account is just a big letter T with the name of the 
account above the T and the left part of the T representing debit entries and the right part of the T 
representing credit entries. 

In summary in paying my telephone bill, I would be 

debiting the telephone account 100 
and crediting the cash account 100 

This would be shown on T accounts like this. 

CASH TELEPHONE 
DR I CR DR I CR 

I 100 100 I 
I I 

It is easy to see that paying any expense account from my cash or bank account would always 
work in the same way since my cash would always be decreasing and my entry to cash would 
therefore always be a credit entry. 

Here are some other examples: 

pay my rent 

debit rent account 800 
credit cash 800 
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pay my travel expenses 

debit travel expense account 500 
cred it cash 500 

Now let's look at the big picture. Cash is an asset account. The telephone expense, the rent 
expense and the travel expense are all expense accounts. All asset accounts like cash increase 
with debits and decrease with credits. Therefore it can be generalized that since all expense 
accounts would increase when they were paid with cash, then all expense accounts increase with 
debits and decrease with credits. 

So we have covered two of the five types of accounts. Assets always increase with debits and 
decrease with credits. Likewise Expenses always increase with debits and decrease with credits. 

f) More debits and credits - Liability Accounts 

Now let's look at liabilities. If we borrowed money from a bank and peposited it into our bank 
account our bank account would increase. Because an increase in assets is a debit entry, then 
an increase in the loan account of the liability that we borrowed from would be a credit entry. 

Suppose I borrowed $10,000 to start a business and deposited it in my bank account. 

My bank account which is an asset would have to be debited for 10.000. The notes payable 
account for this loan would therefore have to be credited for 10,000 to follow the rules for double 
entry accounting. 

Here is how this would show on T accounts: 

CASH NOTES PAYABLE 
DR I CR DR I CR 
10000 I I 10000 

I I 
I I 

What can we learn from this? We already knew that all assets incr ase with debit entries and 
decrease with credit entries. We saw that if we borrowed money from an account that would be a 
liability account, that we would increase cash and therefore we would have to debit that cash 
account for the amount we borrowed of $10,000. Therefore, according to the rules of double 
entry accounting, the corresponding increase in our notes payable account would be a credit entry 
of $10,000. We can now generalize that all Liability accounts incre se with credit entries and 
decrease with debit entries. 

g) More debits and credits - Equity accounts 

Now let's look at Equity accounts. (Remember that Equity accounts represent our ownership in 
our business rather than a lenders claims on our business which is reflected by liability accounts.) 
Suppose instead of borrowing $10,000 to start a business, we useq $10,000 from our savings to 
start a business. We know that the $10,000 would increase our cash and therefore it would be a 
debit entry to our cash account. Therefore, if we used our savings to provide the money to start 
our business, it would have to be a credit entry to an equity accoun. The usual name given to an 
account that provides money or "capital" from the owners of a business is called a capital account. 
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Here is how the T accounts would look like for this accounting transaction. 

CASH CAPITAL 
DR I CR DR I CR 
10000 I , 10000 

I I 
I I 

h) More debits and credits - Revenue Accounts 

There is one more type of account that we have not yet covered. This type of account is called a 
Revenue account. This is the type of accounts that we use to record money that the business 
earns for selling products or producing services. Let's suppose that we sold a product or a 
service for $2000. When we received the money from the customer, we would deposit it in our 
bank account. 

This would increase our cash and therefore it would be a debit to the cash account. Therefore the 
corresponding entry to the Revenue account would be a credit of $2000 to a sales account which 
is a typical name for the revenue account that records sales. 

Here is how that accounting transaction would look like on T accounts : 

CASH SALES 
DR , CR DR , CR 

2000 , , 2000 , , 
, , 

We can generalize from this entry, that all increases in revenue accounts are shown by credits 
and all decreases in revenue accounts would be debits. We have now covered all five different 
types of accounts. 

I) Summary of debits and credits rules 

Let us now summarize how debits and credits affect the different types of accounts by using the 
T account structure: 

ASSETS LIABILITIES EQUITY 
DR I CR DR I CR DR I CR 

INCREASES, DECREASES DECREASES ,INCREASES DECREASESIINCREASES 

REVENUES EXPENSES 
DR I CR DR I CR 

DECREASES, INCREASES INCREASES I DECREASES 

I I 

I I 
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5. SAMPLE DOUBLE ENTRY ACCOUNTING EXERCISE - Now let's illustrate the 
whole double entry accounting process with a short example. 

a)Some sample accounting transactions 

Here is what happened in the first month of a mythical new busines that just started this month. 

All of the following expenses were paid for with checks from a checking account and the money 

from the owner and the sales commissions were put into the same qhecking account. (The only 

exception to this is that office supplies were purchased with an Office Depot credit card.) 


(A.) The owner puts $5000 into the business to start up. 

(B.) The owner pays the rent on a new office for $500. 

(C .) The owner buys furniture for $1000. 

(D .) The owner buys a computer for $2000 

(E.) The owner pays the electric bill for $200 

(F .) The owner pays the phone bill for $300 

(G.) The owner receives sales commissions of $1500. 

(H.) The owner buys office supplies for $300 on credit from Office Depot using an Office Depot 

Credit Card. 


b) The setup of a chart of accounts 

Here are the accounts that the business sets up to be able to track Its financial transactions. 

100 Bank of America 
150 Furniture 
160 Computer 
220 Office Depot 
310 Capital 
410 Sales 
610 Electric 
620 Telephone 
630 Rent 
640 Office Supplies 

The accounts 100, 150 and 160 are asset accounts since they rep r~sent items owned by the 
business. Account number 220 is a liability account since it represents monies owed. Account 
number 310 is an equity account since it represents ownership of the business by the owner. 
Account number 410 is a revenue account that will be used to record the earnings of the 
company. Accounts 610, 620,630 and 640 are expense accounts $ince they will be used to 
record expenses. 

Now let us figure out what all the accounting transactions would be in terms of debits and credits. 
(To simplify things, examples are given that only affect two accoun s equally with an equal debit 

and an equal credit.) 

c) The transactions put into debits and credits 

(A.) The owner puts $5000 into the business to start up. 
This would be a debit to account 100 and a credit to account 310. 

(B.) The owner pays the rent on a new office for $500. 
This would be a debit to account 630 and a credit to account 100, 
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(C.) The owner buys furniture for $1000. 
This would be a debit to account 150 and a credit to account 100. 

(D .) The owner buys a computer for $2000. 
This would be a debit to account 160 and a credit to account 100. 

(E.) The owner pays the electric bill for $200. 
This would be a debit to account 610 and a credit to account 100. 

(F.) The owner pays the phone bill for $300 
This would be a debit to account 620 and a credit to account 100. 

(G.) The owner receives sales commissions of $1500. 
This would be a credit to account 410 and a debit to account 100. 

(H.) The owner buys office supplies for $300 on credit from Office Depot using an Office Depot 
This would be a debit to account 640 and a credit to account 220. 

d) T account summary 

Now let's put all these accounts and transactions into T accounts . Although not usually done on T 
accounts, I am going to indicate the origin of each transaction on the T accounts by the letter of 
the transaction to help you to follow them. 

100 Bank of America 150-Furniture 160- Computer 
DR I CR DR I CR DR I CR 

5000 (A.) I 
I 500 (B.) 

1000 (C.) I 
I 

2000 (D.) I 
I 

I 1000(C.) I I 
I 2000(0.) 
I 200(E.) 
I 300(F .) 

1500(G)1 

220- Office Depot 310- Capital 410-Sales 
DR I CR DR I CR DR I CR 

I 300 (H.) I 5000(A.) I 1500(G.) 

I I I 
I I I 

610-Electric 
DR I CR 

200 (E.) I 

620-Telephone 
DR I CR 

300(F.) I 

630- Rent 
DR I CR 

500 (B.) I 

640-0ffice Supplies 
DR I CR 

300 (H.) I 
I 
I 
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6. PREPARING A TRIAL BALANCE - The next step in a double entry accounting 
system is to prepare a trial balance. This involves computing the balance of each 
account and printing a trial balance. 

The trial balance is a check to make sure that the debits equal the c edits. If they do, it means 
that both sides of the accounting transactions were recorded and that both sides of the 
transaction were recorded for equal amounts of offsetting debits and credits. This insures a great 
deal of accuracy in the entries. There can still be errors in a trial ball3nce that is in "balance" but 
the main ones would be a transaction left out completely or a transaction recorded to the wrong 
account. (For example an electric company expense could be posted to the phone company.) 

On a manual system, the accountant would then sum the debits and the credits in each column 
and then add those results to get an overall debit or credit balance (or the account. This is the 
number that would appear on the trial balance. On a computer system, the computer would do 
this job. Here is a trial balance prepared from the sample transactions given and placed into T 
accounts in the last few pages.: 

Trial Balance - New Business 

Debit Credit 

110 Bank of America 2500 
150 Furniture 1000 
160 Computer 2000 
220 Office Depot 300 
310 Capital 5000 
410 Sales 1500 
610 Electric 200 
620 Telephone 300 
630 Rent 500 
640 Office Supplies 300 

Total 6800 6800 

This trial balance is in balance and thus the accountant can proceed to the next step as is shown 
by the total of the debit column of 6800 being equal to the total of the credit column which is also 
6800. The next step in preparing financial statements is usually to reconcile the balance in the 
cash account on the trial balance with the balance of that same account from a reconciled bank 
statement that originated from the bank. This will insure that accounting transactions affecting 
cash entries that appear on the bank statement will also appear on the trial balance and vice 
versa. In many company situations, there are other "control" accoullts like the cash account that 
have balances that can be checked to an outside source, for example, all credit card accounts 
should be reconciled against the credit card statements to insure that all credit card purchases 
and payments have been properly recorded. The accountant might also make any number of 
accounting transactions that do not affect cash such as entries to record depreciation. These 
entries must be remembered and made. Also a check is made to qatch obvious mis-coding errors 
such as recording an expense in the wrong expense account. Once the accountant is satisfied 
that the trial balance is correct and complete, then he or she can proceed with preparing the 
financial statements. 
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7. From the trial balance, financial statements such as a balance sheet and income 
statement can be quickly prepared. 

Normally an income statement is prepared first because the net income of that statement is 
needed to prepare the balance sheet. The income statement just uses the balances of the 
revenue and expense accounts. A simple calculation is made to subtract the total expenses from 
the total revenue. This becomes the current profit or loss. The income statement for the sample, 
New Company is shown below: 

The New Company 
Income Statement 

For September 1 st to September 8, 2004 

Revenue 

Sales 1500 

Total Revenue 1500 

Expenses 

Electric 200 
Telephone 300 
Rent 500 
Office Supplies 300 

Total Expenses 1300 

Current Profit 200 

The balance sheet only uses the Asset, Liability and Equity accounts, plus adds the current 
income or loss computed from the income statement to the Equity section because that amount 
adds to or subtracts from the net worth of the company. The Balance Sheet follows: 
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The New Company 
Balance Sheet 

September 8, 2004 
Assets 

Cash 2500 
Furniture 1000 
Computer 2000 

Total Assets 
Liabilities 

Office Depot 300 

Total Liabilities 300 

Owner's Equity 

Capital 5000 
Current Profit 200 

Total Owner's Equity 5200 

Total Liabilities and Owner's Equity 

This handout has covered the basics of the double entry accounting system that is used 
throughout the world on all financial transactions. As a person using an accounting system, you 
will benefit greatly from understanding these basic concepts and this understanding should make 
your job much easier and more fulfilling on a day-to-day basis. If you really want to master these 
concepts, you should review this handout and you should also get a few introductory accounting 
books and read and study the sections in them on double-entry accounting. (A good general rule 
is to read all of the early chapters of the book since all basic accounting books are really forced to 
begin with an explanation of the basics of accounting and the doub e-entry accounting system.) 
All these books typically have some sort of sample transactions or exercises to illustrate the basic 
accounting concepts and to help the reader to understand them. YOu can get basic accounting 
books in book stores like Barnes and Noble or in junior college or cmllege bookstores and you can 
also get them very inexpensively in used book stores or on the internet using one of the book 
search programs like www.bookfinder.com. Another good way to learn the fundamentals of 
accounting is to take a course in basic accounting in either a vocational or business school or at a 
junior college or four year college. The accounting book quoted on page 10 is entitled Principles 
of Financial Accounting. It is a college textbook in accounting and was written by Belverd 
Needles, Marian Powers, Sherry Mills and Henry Anderson. It was published in 1999 by 
Houghton Mifflin Company with offices in Boston and New York City. 
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