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Chapter 1 
Introduction and Installation 
Welcome to Computer Checkbook! 

Thank you for choosing the PC Software Windows Computer Checkbook System for 
your client or company accounting needs. We appreciate your business and are 
committed to doing our best to make you a satisfied user of this system. Our goal is to 
make this system as productive as possible for your company. 

Overview 

The Computer Checkbook System is designed to allow you to quickly and easily 
manage your bank account(s). It allows you to print vendor and payroll checks, record or 
print deposit slips and handle other bank transactions. The system has an assortment of 
reports which can be either viewed and/or printed. It also provides a method of transferring 
your data via diskette or electronically to your accountant. 

To assist you in learning and using the Computer Checkbook System, we have provided 
you with a number of helpful sources of information. The book you are now reading is the 
documentation manual which should be able to assist you with many of your questions. 
This manual includes a practice set which is a hands-on exercise which guides you 
through the setup and processing of a sample company. The Practice Set is contained in 
Chapter 2. There is also a set of PROCEDURAL GUIDES, which are part of the System 's 
Help. The System Help is a menu item on the Home Screen. 

There is also extensive online documentation in the system. A very helpful index and 
search feature for the online documentation is available and can be accessed by selecting 
any Help button and choosing the Help Topics tab on the resulting display. Don't forget 
that you may also call us. The system is sold with one year of WATS line support. Our 
WATS number is 1-800-237-9234. After that you may subscribe to an annual support 
update plan. If you do this, you will automatically be provided with system updates and 
you may call us whenever you need assistance on a non WATS number (941-365-1162). 
We will either answer your call immediately or call you back on one of our lines. 

Our Recommendations 

We recommend that you first install the enclosed Windows Computer Checkbook 
System, using the CD ROM installation procedures found on the following pages. We next 
recommend that you complete the Practice Set, which begins in Chapter 2. The Practice 
Set is designed to help you learn the PC Software Accounting Window's Computer 
Checkbook System as quickly and as easily as possible. 
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Current DOS Users 

If you are a current user of the P.C. Software DOS Computer Checkbook System 
you should read Chapter 3, entitled Conversion Considerations. 

Chapter 3 contains instructions for converting your data from the PC Software 
DOS 3.1 Computer Checkbook to the PC Software Windows Computer Checkbook 
data format. The conversion routine allows present users of the PC Software DOS 
Computer Checkbook System to quickly transition to the new system. It also 
leaves the original data on the system as a backup so that it may still be processed 
with the DOS 3.1 Computer Checkbook System if any problem occurs with a 
particular client's conversion. 

New Features 

We have redesigned some areas of our DOS system to take advantage of the 
strong points of the Windows environment. The first major difference is that the 
new system will take advantage of printer drivers, allowing greater latitude in how 
checks will print and in allowing the user flexibility to change the format of the 
check printing. 

The second major design difference from the PC Software Accounting DOS 
System concerns payroll. Each item that affects a paycheck is now totally 
independent from any other item as far as taxing and reporting purposes. This 
change in design allows us to handle unusual and even illogical taxing rules with a 
minimum of hassle or special setup time. 

In Conclusion 

Whether you are an existing user of the PC Software DOS System or a new user 
of the PC Software Windows Computer Checkbook System, we think you will be 
delighted with the Windows Computer Checkbook System. We are continuously 
improving and adding enhancements to the system. We are open to any comments 
and suggestions that you have. We are standing by to assist you in implementing 
the Windows system for your company. 

Thank you again for choosing the PC Software Windows Computer Checkbook 
System. 
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How To Use This Manual 

This manual provides all the information that should be needed to get you up and running 
with the Computer Checkbook System. This section contains a brief overview of the major 
sections of the manual. 

Since Windows is a complex operating system, it is to your advantage to learn as much as 
possible about Windows, not only to use this system effectively, but to also maximize the 
benefits from any Windows system you select for your firm. 

Organization 

Chapter 1: Introduction and Installation - This chapter provides an overview of 
the system to help you get the most out of the manual. It also serves as a guide during the 
installation of the Windows Computer Checkbook System. 

Chapter 2: The Practice Set - This chapter contains a practice exercise which 
introduces the major features of the PC Software Accounting's Windows Computer 
Checkbook System. 

Chapter 3: Conversion Considerations - This chapter covers the procedures that 
are necessary to convert DOS Computer Checkbook data to the Windows Computer 
Checkbook System. 

Chapter 4: Setup - This chapter provides a general Checklist for setting up a new 
company, followed by more specific setup instructions for individual options such as 
setting up employees and vendors. 

Chapter 5: Checks and Receipts - This chapter covers the payroll and vendor 
check writing options. It also has instructions for recording deposits and other common 
banking transactions. 

Chapter 6: Advanced Payables - This chapter provides instructions for using the 
Advanced Payables option which allows invoices to be entered into the computer as they 
are received by the company and paid in a batch mode. 

Chapter 7: Advanced Payroll - This chapter provides instructions for using the 
Advanced Payroll option which allows payroll to be completed in a batch mode. 

Chapter 8: Accounts Receivable - This chapter provides instructions for using the 
Accounts Receivable functions. 

Chapter 9: Interfacing - This chapter provides instructions to an accounting firm so 
that they will be able to interface their clients' data into their Client Write Up System. It also 
provides instructions for a company that has both Computer Checkbook and the General 
Ledger program and interfaces their own data . 

Chapter 10: Miscellaneous - This chapter documents options of the system that 
have not been documented in the previous chapters and also contains a How to Guide 
which provides a large number of answers to common questions such as "How do I 
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Change an Existing Vendor Check?" 

Index - This is a topical index to assist both new and current users in 
locating the information that is located in the documentation manual. 

Pictures and Print 
Screens 

The Windows environment provides a graphical user interface, enabling the 
user to quickly navigate through systems in a more intuitive fashion. Such 
navigation can be easily accomplished using the mouse or the keyboard . 
In this manual, screens are shown to illustrate the operations under 
discussion, and descriptive captions and pointers are included where 
appropriate to call attention to specific areas of interest. 

Text items on menus and screens, particularly those that you pOint to and 
click on with the mouse, are printed in boldface type for clarity and 
emphasis. 

Icons 

Throughout the manual, when an instruction refers to a graphical Icon on a 
screen, a picture of that icon appears to the left of the paragraph in which it 
is discussed. 

Using the Mouse 

Menu options and items that you click with the mouse are shown in bold. 
The following terms are standard throughout the manual when describing 
mouse usage: 

Click: Click the left mouse button once. 

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

Right-click: Click the right mouse button once. 

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

Drag and Drop: Position the mouse pointer to an item, then hold down the 
right mouse button and move the mouse to reposition the item, then release 
the mouse button. 

Before You Begin 

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

Preparing for Installation 

Quit All Other Applications 

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

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

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

Installation Instructions 

Note: If you are installing the system for the first time you will need to call P.C. 
Software Accounting or the company that is supporting your system for a license 
number which depends on your machine's serial number. This licensing can be 
accomplished any time within 60 days of the initial installation . 

It is strongly recommended that you install the CD to a local hard drive such as C: 
and to the \PCSW folder. (These are the defaults settings). However, during the 
installation process, the hard drive may be changed to a different local hard drive 
and the folder may be changed to a different folder if there is some significant 
reason that you wish to do this. Do not install to the root folder of a drive because 
as the folder fills up with files, the machine will get slower and slower when you 
access that folder. Do not install the CD to a network drive as the system is not 
designed to operate reliably from a network drive. However, the system is 
designed to access data from a network drive or from any other local drive on your 
computer. 
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Step 1A: Installing the Program on a 32 Bit Version of Windows. 

If you need to install the program on a 64 bit version of Vista or Windows 7 skip 
to Step 18, otherwise insert the CD-ROM, if you are running any version of 
Windows besides Vista or Windows 7 then proceed to Step 2. 

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

PC~, ~II!!II~~I 


is DVD RW Drive (0:) PCSA 9.25.01 

o Always do this for software and games: 

Install or run program from your media 

Run sebJp.exe --- - - - --..-·"~..···l 
..~..~E!' ~ned_"_ _____._._ _..J 

General options - ---

Open folder to view files 

uSIf1g Wlndo....s E piorer 


View m ore Aut oP lay oRtions in Centrel Panel 

32 Bit Vista or Windows 7 install 

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

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

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

pc~ _ ~._x_ 
-  -

is 
~ 

OVD RW Drive (0:) PCSA 9.25.01 

[J Always do this for ,oftware and games: 

Install or run program from 'lour media -- 

~ Run setup.exe
i1IiiI Pubrd"ler not speafied 

iEW m ore AutoPlay o ptions in Co nt ro l Panel 

64 Bit Vista or Windows 7 install 


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

Step 2: Windows Computer Checkbook Installation Screens 

The first screen that will display is the Welcome Screen. 

Wek:ome to the InstalShiekl WIZard for 
Software from PC Software 

The InstaIiShield(R) Wizard w~1 install Soft", are from PC 
Softwa" on your computer . To continue, dick Next. 

WARNING : This program Is protected by copyright law and 
international treaties . 

Next > I I Cancel 

Figure 1-1: Welcome Screen 

Click on the Next button to continue the installation. The User Information Screen will 
display: 

Please enter your information. 

\.!ser Name: 

IJohnSmith 

~ganization : 

IThe Sample Company! 

Instal this application for : 

o Anyone who uses this computer (all users) 

o Onlv for me ( ) 

<Back 1I Next> I [ Cancel 

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

Key in your name and the name of your company and click on the Next button. The 
Choose Destination Folder Screen will appear as shown on the next page : 
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Clid< Next to install to this folder, or dick Change to install to a different folder. 

Insllll Software from PC Software to: 
, C:V'CSW\ Clhange... 

r" 
<Bad< II Next> l I Can~ 

Figure 1-3: Click on the Next button to install the system in the default folder, C:\PCSW 

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

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

Step 3: Selecting Computer Checkbook 


The Setup Type Selection Screen will appear: 


Choose the setup type that best suits your needs. 

Please select a 'sel1Jp type. 

o wmdows cJM,nt Write-Up 


Windows Client Wrill!-4> and Sample data wi be nsl2llled. 


~ o Windows Computer Checkbook 


Windb'HS CoqJUter Chedcbook and Sample da ta wi be nstilled. 


o Both Systems or Custom 

Customize YOIS choice, default wiU nsl2lll Window. cbent Write-4> 
and Windows Co~ter Chedcbook and SampiI! da Ill. 

~~ d--~-------------

<Bad< l ~ Next> j I Cancel 

Figure 1-4: Click on the Windows Computer Checkbook 
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This screen allows you to select the systems that you wish to install. Simply enable the 
Radio Button in front of the Windows Computer Checkbook by clicking on it if this is the 
only system you are installing. If you have also purchased the Client Write Up System or 
the General Ledger System, you should click on the choice "Both Systems or Custom". 
Once you have enabled the correct option, click on the Next button to continue the 
installation. If you have clicked on the Computer Checkbook Button, the Ready to Install 
the Program screen will display: 

The wizard is ready to begin installation. 

If you want to review or change any of your hstaiaoon settilgs. didc; Back. Clid Cancel to 
exit the · ....zard. 

Current Settings: 

Setup Type: 

Windows Computer Ch ... 

Destination Folder: 


C:\pcSW\ 


User Information: 

Name: John Smith 


Comoarw: The SamoIe COlr1J<lnv 


~~-----------------------------------------
<Back ]I, Instal I I Cancel 

Figure 1-5: Verify the settings and continue on 

If the information is correct, click on the Install button. Click on the Back button to correct 
any information if necessary. The installation will proceed and display the following screen 
when it is complete: 

The InstaliShieid Wizard has successfUly installed Software 
from PC Soft",are. Click Finish to exit the wizard. 

Finish II 
Figure 1-6: Click the Finish button to complete the setup and restart the computer. 

It is recommended that you reboot your computer. Once the ystem has returned to the 
Windows Desktop you will have the PC Software Windows Computer Checkbook Icon, 
shown to the left, on your desktop. 
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Starting the System the First Time 

Once the system is installed, start it by double clicking the System Icon on your desktop. 
A message will display showing the days left on the system, ignore this message and, 
after a short pause, the system will start. This standard message is part of the software 
security in the Computer Checkbook System. To eliminate the message and remove the 
restriction, call PC Software Accounting or the company that is supporting your 
system to receive an access code, which will permanently authorize the system and the 
number of users desired. The system will work fine for the next 60 day giving you plenty I 

of time to make the call. 

Network Installation Issues 

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

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

Trouble Shooting with Computers Running Windows XP, 2000, NT, Vista or 
Windows 7 

After installing the system you may get either one of the following error messages; "!ill:Q! 

sending licensing information over the network" or "ckserve not running". If this 
happens, respond to the system by clicking OK. The system window should close 
automatically. Now complete the following steps to fix this situation: 

1. Click on Start and then Run. 
2. From the Open field, key in C:\PCSw\NETFIX 
3. Hit the OK button . 

This will initiate a program which will run very fast. You might not even be able to detect 
that it has run. However, when you activate the WINCCS icon again, it should work. If it 
still does not work, then contact your software vendor for support. If you get any other 
unusual messages during installation please contact either P.C. Software Accounting or 
the company that is supporting your system. 
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Chapter 2 
The Practice Set 
Introduction 

This Practice Set is a "hands on" exercise which guides you through the setup and 
processing of a sample Computer Checkbook company. Performing this exercise is a 
fast, efficient way to learn the basic setup and flow of information through the system. The 
Practice Set finishes with a review of the reports generated from the practice exercise. 

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

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

Gathering Initial Information 
The first step in setting up a Computer Checkbook company is to gather the basic 
company information such as the Chart of Accounts, the basic payroll information and a 
list of vendors that will be used. The following page provides the sample information that 
will be entered into the system for the "Sample Company, Inc.". You might want to set this 
page aside to make it easier for yourself when you will need it to access it to key into the 
system. This information is very brief and straightforward. It is brief because its only 
purpose is to get you familiar with the flow and the mechanics of the Windows Computer 
Checkbook System. 
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Practice Set Source Documents 


Chart of Accounts I 
Account Number Account Description Type of Account 

110 Cash Asset II 

220 Accounts Payable Liability 

222 Federal Tax W/H Liability 

223 FICA Payable Liability 

224 State Tax W/H 
I 

Liability 

315 Retained Earnings Equity . 
410 Sales Income 

610 Salaries Expense 

620 Rent Expense 

630 Telephone Expense 

640 All Other 
. 

Expense 

Employee Information I 
Employee Number Name and Address SSN II 

1 James J. Smith 
111 First Street 
Statesville, NC 12345 

987-12-3456 

This employee has no dependents and is only claiming himself for a tax 
deduction. He makes $15 an hour, is paid weekly, and is not married. 

Vendor Information I 
Vendor Number Vender Name and Address Memo I 
501 Verizon 

222 Second Street 
Raleigh, North Carolina 54321 

Look up Codes 
Telephone 
Coded to account: # 630 

502 United Reality 
333 Third Street 
Statesville, North Carolina 12345 

Look up Code - R nt 
Coded to account: # 620 
Fixed Amount $750.00 

503 Sam's Cleaning Service • 
444 Fourth Street 
Statesville, North Carolina 12345 

Look up Code .- Cleaning 
SSN of owner 123-45-6789 
Coded to account: # 640 
Fixed Amount $250. 00 

• Sam's Cleaning Service requires a 1099 at year end 
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Starting the Practice Set 

From your Windows desktop, double click on the WinCCB Icon, shown to the left, to start the 
system. The system will briefly display a small licensing information screen which you should 
ignore. The small licensing information screen will disappear on its own and the system will 
display the PC Software Accounting Windows Computer Checkbook System Entry Screen, with 
the spinning globe on it. Click on OK and the system will display the Home Screen shown below: 

I! WinCCn Computer CheckUollk by PC Softwdre AClollnling. Inc. 6.49 

fie Se~ Ched<s II. Receopts Advana!d Opbons Reports PO,TaI Reportng Utilities ....'ndow ~ 

Resolution -
1024X768 

The Home Screen is the main screen of the PC Software Windows Computer Checkbook 
System. The first line of the Home Screen is called the Title Bar, which displays the name of the 
current active program, the program version, and the name of the active client or company if a 
company is activated . The Title Bar shown above is only labeled with "WinCCB - Computer 
Checkbook for Windows by PC Software Accounting, Inc." and the current version number of 
the program. When a client within the PC Software Accounting System is activated, information 
about that client will also appear on the Title Bar. 

Note: Because this system is used by accounting firms, the terms "client" and "company" are 
used interchangeably throughout the system. They both refer to a company that is being 
processed . 

The second bar of the Home Screen, directly below the Title Bar, is called the Menu Bar. The 
words contained in the Menu Bar consist of words that refer to the various Pull-down Menus of 
the system. The Menu Bar consists of File, Setup, Checks & Receipts, Advanced Options, 
Reports, Utilities, Window and Help. Clicking on a specific pull-down menu will access the 
options related to that menu. Below the Menu Bar is the Icon Bar which consists of icons which 
access the most commonly used system functions. The Icons used in the system are shown on 
the next page. 
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Computer Checkbook Icons and Their Function 


Activate a Client - Used to select a client for processing. 


Create a New Client - Used to setup a client the fi rst time. 


• Copy a Client - Used to make a backup to diskette of the active client. 

~ Current Reporting Period - Used to change the active period. 

Chart of Accounts Maintenance - Used to enter the chart of 
accounts. 

ii. Employee File Maintenance - Used to enter employee information. 

~ 	Vendor File Maintenance- Used to enter vendor information. 

Enter Vendor Checks - Used to enter Vendor checks. 

Enter Payroll Checks - Used to enter Payroll checks . 

Process Receipts - Used to enter Deposits and other "Non Check" 
Cash transactions •

D Go to Client Write-Up - used to go directly to CWU (if available) 

Calcu lator- brings up a standard calculator 

Bank Withdrawals- used for withdrawals not paid with a check 

Close Computer Checkbook - Used to end a session of Computer 
Checkbook 

Now that you have reviewed the Home Screen and its functions, you are ready to 
begin the actual operation of the Practice Set. 
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Step 1: Create a New Client 

Click on the Create a New Client Icon, which is shown to the left. The following screen 
(] will display and the cursor will be flashing in the New Client Number Field . 

;;Create New Client File ~ gm~1 
New Client Number: II 

...------ Location For New Files---------''-'", 

Qk 

Cancel 

le e 
Clo~e 

Key in a new company number of 101 and press Enter. Press Enter again and an area 
for new client 101 will be created in the system database. You will then be returned to the 
Home Screen. Verify that "101 New Client 101" is now the active client by checking the 
Title bar of the Home Screen. 101 New Client 101 will be displayed next to the PC 
Software Accounting program name and version number. The "Create a New Client" 
function has created a unique data area for company 101, which will be assigned to 
company 101 as long as this company is processed on the system. "Create A New 
Client" should not be selected for any company more than once. 

Step 2: Beginning the New Client Setup 

When you create a new company, the system assumes that you will begin working on this 
company immediately and assigns the current month as the active reporting period. The 
Practice Set does not require you to change the period. (In a real-life situation, you might 
wish to begin entering data in some other period. If this is the case, you can easily 
change to a different period using the Setup pull-down menu then Date, and Current 
Reporting Period or by clicking on the Current Reporting Period Icon, shown to the 
left.) 

The system assumes 12 reporting periods, one for each month. 
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Step 3: Entering the Chart of Accounts 

The next step is entering the "The Sample Company's" Chart of Accounts. 
Account numbers may be arbitrarily assigned with the only limi ation being that 
account numbers must be from three to six digits long. The sample chart we are 
using for the Practice Set has account numbers that are three digits long. (In a 
real-life situation, the company's chart of accounts should be c00rdinated with their 
accounting firm so that the two charts are identical.) 

Click on the Setup pull-down menu then Account and the Chart of Accounts 
option or click on the Chart of Accounts Icon shown to the left. The following 
screen will display: 

~ Chart of Accounts Maintenance ~I ICilLRI 

Account !:!lImber: r- ~i.t I 

!!!!ain I 

Description: 

~I\CI! I 

!::!elp 

~~letE 

frint 

Clo!" 

Change Aa:t '" I 
C<>mb ine Aa:t I 
UCtie Oesa 

Haxt Aa:t. 

The Chart of Accounts Maintenance Screen is where accou'1ts are added, 
changed or deleted as necessary. For this exercise, refer to the Chart of Accounts 
shown at the beginning of this chapter (Page 2-2). 

The cursor will be flashing in the Account Number field. Key in 110 (the first 
number on the provided chart of accounts) and press Enter. Notice that as you 
enter the account, the word NEW appears in the status field . You can later change 
the account by entering the account number again and the status Active will 
appear. The cursor will now be positioned in the Description field. Key in Cash 
and press Enter. The cursor has disappeared but the focus is now on the Type 
field. This focus is shown by this field being highlighted. A highlighted field 
indicates that some data is already present in a field . In this case, the data that is 
already present is the word, "Asset" and it is one of the possible account Type 
choices. Asset is preselected since the first account that is usually keyed into a 
new chart of accounts is an asset and the computer knows you have just entered 
this program. Since cash is an asset, you should click on the OK button to accept 
this entry. (Instead of clicking on the OK button, you could also press the Enter 
key one additional time in order to accept the screen. This is a more efficient way 
to enter your information.) 
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You are now ready to enter the rest of the chart of accounts. Key in 220 and press Enter. 
Next key in Accounts Payable and press Enter. Now you are in the Type Field which 

still says Asset. Since Accounts Payable is a liability, you must change the type from 
Asset to Liability. To change the type to liability, key in the letter "L" or click on the down 
arrow at the end Type Field this will display a drop-down list of possible choices, click on 
the word Liability. Do not accept this screen but leave the focus in the Type Field. The 
next step will begin from this position and illustrate the Help System. 

Step 4: Using the Help System 

PC Software Accounting follows the Windows standards for Help. Press the F1 key and 
the Help Screen for Type will appear. You will see the possible accounting types 
displayed. Once you are finished looking at the type help screen, press the Esc key to 
return to the Chart of Accounts Maintenance Screen. The F1 key will always show you 
the help information for the field you are in. This is called field by field help. There is also 
a Help pull-down menu from which you can access help on any Computer Checkbook 
topic. It is found on the Menu Bar on the top of the Home Screen. Finally there is a Help 
Button on most screens which will let you access help for the whole screen that you are 
on. 

Step 5: Continuing Chart of Accounts Entry 

Make sure that you are still on the Chart of Accounts Maintenance Screen and that the 
entry for account 220 is complete. If not, exit from help using the Esc key, and make sure 
the entry for account 220 is complete. Click on OK to accept account number 220, 
Accounts Payable. 

Enter the remainder of the Chart of Accounts as shown on page 2-2. Remember that the 
Type will have to be changed whenever you get to an account with a different type than 
the previous account. After the last account (number 640, "All Other") has been entered 
and accepted by clicking on the OK button click on Close to return to the Home Screen. 

Step 6: Printing the Chart of Accounts 

Click on the Reports pull-down menu then File Listings and the Chart of Accounts 
option. A screen which controls the printing of the chart of accounts will appear. There 
are two sets of option frames which include choices enabled by a Radio Button. Only 
one radio button can be enabled in a particular frame. In the first frame the Standard List 
is selected by default by having its radio button enabled. The second box refers to printing 
the chart of accounts on either the screen (with view) or on the printer (with print). View 
is selected by default by having its radio button enabled. 

For the Practice Set exercise the Standard List is what we want, but we actually want to 
print the chart on the printer, so enable the Print radio button by clicking on it. Click on 
OK and the Chart of Accounts will print. You could also print the chart of accounts from 
the Chart of Accounts Maintenance Screen using the Print Button but it is important 
that you know the main place to list files is found on the Reports pull-down menu. It 
should be noted that many reports may be printed from more than one place in the system 
as a matter of convenience. 
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If the listing of the Chart of Accounts that you have just printed does not contain 
the same information as the sample listing on page 2-2, you must correct any 
errors that you have. To correct errors click on the Setup pull-oown menu then 
Account and the Chart of Accounts option. This will display the Chart of 
Accounts Maintenance Screen which will let you change any previously entered 
account. If you wish to change an account just key in the account number and 
press Enter. Make the necessary corrections and accept the change by clicking 
the OK button. When finished with any corrections click the Close button to return 
to the Home Screen. 

Now click on the Reports pull-down menu then File Listings and Chart of 
Accounts. On the List Chart of Accounts screen enable the Print radio button. 
Click on OK to accept that choice and the Chart of Accounts wi! print again . If the 
Chart of Accounts listing is correct, continue; if not, you may change it and reprint 
it until the listing of the Chart of Accounts matches the sample rsting. 

Step 7: Company Information 

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

- - - Company t-Iam e 101 Slatamen1> ""d Repotts 

I _ Clienll0l 

I 

Ccmp.".y t-I me 8.nd Addr.... lor Lettelllead 

Ccntad Nam e I 
ConlaCl Plt<>ne 1.------

QI: I fancel ~Ip I Clo~ I 

The focus will be on the first line of the company name as shown by New Client 
101 being highlighted. The company name of New Client 101 is the default name. 
Key in The Sample Company, Inc. and press Enter. Notice the six Tabs in the 

upper portion of the screen. They are labeled Name and Addr~ss, 
Options,Options/2, Check Writing Name and Address, Receipts Default 
Accounts, and Disclaimer Letter Options. Each tab refers to a different screen 
of information and can be accessed by clicking on it. The active screen is the 
Name and Address information screen which is indicated by that tab being in the 
foreground. The company name is the only data that will be entered on this screen 
for the purpose of the Practice Set. Click the OK button to retu rn to the Home 
Screen. 
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Step 8: Entering the Cash Account 

Cash Accounts are bank accounts (checking, money market, savings, etc.) that you will 
be reconciling to a bank statement. The purpose of this option is to identify which 
accounts are Cash Accounts and thus can be reconciled. 

Click on the Setup pull-down menu then Account and the Cash Accounts option, the 
following screen will display: 

~ . Cash Accounts 

R""",. EIC. I Ct.>N1Wg _ om I ~.Wnoog Logos I CIIorge Em!> lie! Aoc:t I - SoIup I 

Enter the cash aCC0unt 110 and press Enter. The focus will now be on the Reconcile 
this cash account check box. Enable this box by either clicking on the box or by 
pressing the space bar. Now click on the arrow at the end of the Disbursements journal 
code Field and the available journal codes will display. Scroll through the list until you 
find the CD journal, click on the CD journal to select it. In the same way select CR for the 
Receipts journal code. Finally click on the OK button to accept the screen. 

Note: The system comes with a number of Journal Codes already setup. If you need or 
want additional Journal Codes, they must be entered into the system from the Setup pull
down menu then System and the Journal Codes option before they can be used. 

The Recon, Etc tab is the only Cash Accounts tab that is used in the Practice Set. The 
Ck-Writing Bank Data, Check-Writing Logos and NACHA Setup tabs are used with the 
optional MICR feature to provide the bank encoding information. The Change Employee 
Net Account tab accesses a utility program that makes it easy to change the cash 
account from which paychecks are written, either for a single employee or for all 
employees. Finally click the Close button to return to the Home Screen. 
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Step 9: General Payroll Information 

Next we need to enter the general payroll information for the cdmpany. Click on 
the Setup pull-down menu then Payroll and Payroll Setup. The Payroll Setup 
Screen will display: 

III 

r~~ Payroll Setup .I. ,L- lloJ£fl 
Client twO fi'iie Sample Company I 


l!MMI"III T Options and Tab Stops T Unemployment Page 1 Mise 


Federal !D: 

r Create GL Detail For EnUr. PayClleck 

Casn Ace\. Default for new 1091M1endor Redpienls - :J1 
lU G cioIIh 1.11. a.uta 

FICA Options -
r Auto FIC... Fix 


r Corred YTD FICA on Payroll TransaClion Entry 
 1' 

r Prevent FICA Reca/rolations on Standard ened< 


~ Ii I 
J 

MinlmumWag<l 

r 

r 
Qk !Cancel I:!elpI I I~o~ 

-

Key in 123456789 for the Federal 10 and press the Enter key. Now Click on the 
Options and Tab Stops and the following screen will appear: 

:. Payroll Setup GJ(Q]~ 

2-10 

C I: 

Ii" Oer MW efTplcyees based t~ de(a I employ:-e; 

r 0 PR Trar<5 Entry. Ikve Clfrsor bac to CI!e::k N ber at K" r Prepare PR Trans By 

~ 0 FR Tra>s Ertry. Use Net CalC!! l ion r Use Custom te3" Tin-e Carl E" try SerHr 

r Sl; ppress pi . tin; o' YTO HI)~s or ClleckstL'ils r Soscml E yer 

r Use Date Rar,;;e 011 PR Preparatioll r SI-DN 4 Olg:lts 0 SSN· 

r !.LeJno 
r Date Ii" Co-5t ~~ 

__Qk_ ......I;I _ :._ca_r. _cel-.....I __tl_eJp_-, __CJose_ -_-I 
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There is an important, time-saving field on this screen for client processing. It is the 
Define new employees based on the default employee check box. If enabled, (the 
system automatically enables this option for a new client), all employees entered into the 
system after the first employee will have the same basic additions and deductions to their 
pay as the first employee. In common payroll situations, this streamlines setting up the 
payroll for each employee. 

Now enable the Unemployment State check box. This will direct the system to skip this 
field during payroll transaction entry since all employees are in the same state in this 
exercise. Click on OK to return to the Home Screen. 
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Step 10: State Information 

The next required screen is the State Entry screen. Click on the Setup pull-down 
menu then Payroll and State. Key in the state abbreviation of NC in the State 
Abbreviation Field and press Enter. North Carolina will app~ar in the State 
Name Field and the Wages and State Withholding fields willl!>e filled in with the 
default Payroll /terns Codes for NC; NCGROS and NCSTWH. 

~ State File Maintenance 

State ~brENiation: ~~ State Name: INorth Carolina Status: I 
~ State Income Tax Withholding 

Income Tax 10: I 
r Fed WH Reduces SIT Taxable Wages 

r Default State for New Employees 

r Round State Withholding 
---State Unemployment 

r 
Beginning Dates for Alternate Rates 

Dates Rate 

1 ~~ ~ I I I 
I I I 

10 Humber: I 
2nd Rate 

~ 
Rate: I 

2nd Rate 1' - = 
Note: Now input upper limit on 
SetuolSvstemlCalendar Years -='--_--=--=::..J 

Debit Account I ~ Credit Account- I List 

Wages State Withholding 

Item 10: INCGROS Item 10: INCS1WH List I 
Account: , ~ Account-I ~ 

New 

Qk 

~ancel 

Help 

Qelete 

NCGROS and NCSTWH are the payroll item codes that you will be using for the 
Practice Set for state information . You will also be using similar codes in almost 
every case with regular companies. The default Wages payroll item code for a 
state will begin with the state initials and end with GROS. The default State 
Withholding payroll item code for a state will begin with the state initials and end 
with STWH. Since the Practice Set is using North Carolina for the example, the 
codes are NCGROS and NCSTWH. 

Position the cursor to the Wages Account Field by clicking in that field. Key in 
610, which is the Salaries Expense account, and press Enter. Now position the 
cursor in the State Withholding Account Field and key in 224, which is the State 
Withholding liability account, and press Enter. Now press OK to accept the 
screen, then click on the Close button to return to the Home Screen. 
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Step 11: Payroll Item Codes 


The Payroll Item Screen is the next required screen. What is a payroll/tern? A payroll 
item is any item that affects a payroll check. This system allows each payroll item to be 
separately considered as far as being subject to or exempt from any particular taxing 
entity. It also allows each payroll item to be considered separately for placement on forms 
and chart of account postings. 

The Payroll Item Screen is used to enter all the payroll items used by the company. 
Later the payroll items that apply to each employee are attached to those employees. 
Thus a typical company might have"10" to "15" payroll items for the company as a whole, 
but only "3" to "7" payroll/terns for any particular employee. 

Now we will enter the payroll items that are valid for The Sample Company. Click on the 
Setup pull-down then Payroll and Payroll Item. The following screen will display: 

" Payroll Item Maintenance ~IIQ/~ 
!Iero <A<Ie: II 1,151 , 

GroUlt 

Cat..gory: 

Ibin r F~d~ril J Stat. 

_________p_~I_~_k_~__. _' ____~~~ 

r ~pl Frnm. Pl1cece.,.e C-r.uclior 

1 LOcal T 

Fixe'l AmotIr; I 
Anrtnillmil Ar!Iou< I 

Mise 

Qeiele 

Narr..., I 

iJ 

The cursor will be positioned in the Item Code Field. Key in NCGROS and press Enter. 
The entire screen will be filled in correctly because the system automatically setup 
NCGROS as a payroll item when you set up North Carolina under State File 
Maintenance. (The previous step) Although the screen is already completed. we will 
discuss the different fields for instructional purposes. 

NC GROSS is the name of the payroll item. Press Enter to proceed to the next field which 
is the Group field. The Group Field designates how this item affects payroll . (Additions 
add to the gross and are posted to the general ledger. Deductions subtract from the 
gross and are posted to the general ledger. Notations have no effect on the paycheck 
and are not posted to the general ledger. A typical notation is cash tips which is retained 
for W2 purposes. Employee Paid Items have no effect on the paycheck but are posted to 
the general ledger.) 
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NCGROS is an addition so press Enter to accept NCGROS as an addition and the focus 
will proceed to the Category field. The Category Field identifies different categories of 
payroll items so they will be correctly handled on the paycheck, in the general ledger, for 
the different taxing entities, and for reporting on various government forms. NCGROS is a 
gross pay and its category is GROSS. Press Enter to accept it and move the focus to the 
Item Type field . 

The Item Type Field is defaulted to "Amount" since most payroll items are amounts. 
Press Enter to accept "Amount" as the Item Type for NCGROS. The focus will now be in 
the Posting Account Field and account number 610 is highlighted. This account number 
was previously entered in the State Setup (Step 10), as the default account number for 
gross pay in NC. Press Enter to accept this entry and the focus moves to the Fixed 
Amount Field. The Fixed Amount field is not used in the Practice set and neither are the 
Annual Limit Amount or the "Exempt from Percentage Deduction." There are also four 
additional tabs on the top of this screen besides the Main screen which allow you the 
capability to handle complicated taxing situations. Click on the Federal tab. Notice that 
there are four check boxes under the words "Subject To". 

Each check box can either be enabled or disabled and is not related to any other check 
box. If the check box has an "X" in it, then the payroll item that it refers to is subject to that 
particular taxing entity. The system automatically enables all four check boxes on newly 
entered payroll items since this is the most common situation. If a payroll item is not 
subject to a particular taxing entity, you would disable that particular check box by clicking 
on it to remove the "X" from the box. In the Practice Set, NCGROS is subject to all four 
taxing entities listed. The state and local TABS give similar flexibility for states and 
localities. Click on OK and you will be returned to the Main Screen. 

The next payroll item is FED, which is a pre-set code used for Federal Income Tax 
Withheld for all individuals subject to federal income tax. We will need this payroll item 
since the Practice Set employee is subject to federal income tax. Key in FED for the Item 
Code and press Enter. The focus will move to the Name field and most of the screen will 
be filled in with the default entries for FED. Federal Withholding is the name of the FED 
item code and since Federal Withholding represents a deduction , the Group selection is 
"Deduction", with the Category being Federal Withholding. The Item Type is "Amount". 
The screen will now appear as follows: 

. • Pdyroll Item Maintenance !-lrgl~1 
~-~ 

1-C-·IFED 

Gooup; IDoduct.oI 

C~egoty : IF",,~,,' w.1t!hot!I>; 

Ibin F.d..... 

lie", T:,:po. l!<moonl 

s .... L..... lIiK 

ga te 

~J friol 
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Click on the Posting Account Field . The posting account for FED in the Practice Set is 222, so 
key in 222 and press Enter. The cursor will move to the Fixed Amount Field. This field is not 
used for the FED payroll item code. Click OK and you will now be ready to enter the next Item 
Code. 

The next payroll item is FICAMD. Key in FICAMD as the Item Code and press Enter. FICAMD 
is another pre-set payroll Item code, which stands for "FICA and Medicare Withholding". The 
system provides this pre-set item code because almost all the companies in the country will be 
subject to FICA and Medicare taxes and this code makes the calculations and record keeping of 
those taxes simple. 

Notice the default entries that have been made for FICAMD. The name of FICAMD is "FICA + 
Medicare Withholding". The Group default is "Deduction". The Category is "FICA/MEDICARE 
Withholding (Employee Share)". The Item Type is defaulted to "Amount" since FICAMD is 
entered as the combined amount of both of these deductions. After reviewing all of the default 
entries, click on the Posting Account Field and key in 223 which is the general ledger account 
for FICA and Medicare Withholding in the Practice Set and press Enter. Click on OK to accept 
the screen. We are done with the Gross Pay and Federal payroll items and now we need to move 
onto the State withholding payroll item. 

Note: The system handles FICA and Medicare in a special way by allowing these deductions to 
be entered as a combined amount called FICAMD. The system then pro-rates the FICA and 
Medicare amounts to the forms as needed. This eliminates some time consuming tasks. It also 
automatically considers the limits of FICA and Medicare in its calcula 'ons as well as providing a 
changeable tax table set up for the current percentages and limits of FICA and Medicare. This 
tax table is set up by PC Software Accounting when the system is shipped and you can change it 
after the last pay period of each year using the Setup pull-down menu then System and 
Calendar Year. 

PRACTICE SET 2-15 




Step 12: The State Payroll Item Code 

The next payroll item code that needs to be entered is NCSTWH for North Carolina 
-State withholding. Key in NCSTWH as the Item Code and press Enter. The 

following screen will display: 


' . Payroll Item Maintenance 1-1~lrRI 

GrOllI" IDeductic>n ~ 
____ . __:_IN_C~ W-------- : llmt_____v'__________ __________S_~!,'''1!�_~_~ ~~H ~-I~v_-N-~-~-_ ~ ' ! t* ' -v ....~ e@@ ¥ I 

~I~; ISlate WitllboldinQ iJ 
r 

lIIin F.cIeral Stitt! L~I Mioe 

lie Typt!: IAmounI 

!tN!..P".tilt; Aooo"n!: 1224 

------------~~~----------~ 

The entire screen will be filled in correctly because like NCGROS the system 
automatically setup NCSTWH when NC was entered under State File 
Maintenance (Setup, Payroll and State) Click on the OK button to accept this 
screen. 

This will complete the entry of all the payroll item codes needed for the Practice 
Set. Click on the Close button to return to the Home Screen. 
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Step 13: Entering Employees 


A sample employee will now be entered using the Employee File Maintenance Screen. To 
access this screen either click on the Setup pull-down menu then Payroll and Employee or click 
on the Employee File Maintenance Icon shown to the left. The Employee File Maintenance 
Screen will display and the cursor will be positioned in the Employee 10 Field. Key in an 
Employee 10 Number of "1" and press Enter. Now enter the employee information as shown on 
the Employee File Maintenance Screen below, but do not click on the OK button since the 
employee information takes more than one screen to complete. 

:t Employee File Maintenance ~[Q]rRl 

Employee~: r- Active p ames J Smith Status: 
!,ist 

I Use this record as defaul (standard new employee sell 'gs) 

@' ~8sic information O !lems o ~tan{jard Check 

Firsl Name: I james Mi: IJ 
Last Name: ISmith 

Street Address: / r1-11- F-irs-t --Str- e""':et-------

I 
City: IStatesVil1e 

State: ~ Zip: 112"...45 - I 
Look Up:JJ aCk 

r ~mplo}' eeNendor Memo 

..- - ---;::========:
SSN: 1987-1 23456 

Ollie of Brih: 1 I! ~ 

Pay Fre-quency: IWeekly :::J 
fNC 

Center: l ~ 

L nemployment State: 

I Pension PIIIn 
I Foreign Address 

(i) 941 0 943 o Household 

1-===T=8X= D= :==(i)=! =s=SN___O_F_ed_er~al,,=D=N~umbe_r_--==--_~I_ t Hired: 1
1

011SJ02 Terminated: 1 I I 

[-Qk ~ancel Qelele 
Find ' Iext AVllilllble Employee [J 

ElT1llcyee [J Starting Point: I 

There is an important field on this screen you should be aware of and that is the Look Up Field. 
This field allows you to enter a Look Up Code for this employee. This Look Up Code can be 
used in place of an Employee /D anywhere in the system where it prompts you to enter an 
Employee /D . The system already allows you to look up an employee using their first or last 
name, so the Look Up Code is typically a nickname or a short code that can make it easier to 
distinguish a number of people with similar names. In this example WH can access James Smith's 
employee record by entering the ID# of "1 or James or Smith or the first letters of either of those 
names." Now we could also use his Look Up Code of "Jack" (his nick name) or just "Jail . 

Note: You have to assign a numeric Employee /D when first setting up a new employee. 

The main information just entered was input on the Basic Information Screen (The Basic 
Information radio button is enabled). Now enable the Items radio button by clicking on it. The 
Items Screen will display, This screen is where you will enter the particular payroll items that 
apply to this employee. (Remember that a payroll item is any item that affects a paycheck.) 
When you enter the payroll items for an employee, you have to enter them by correct grouping 
(Additions, Deductions, Notations or Employee Paid Items) 
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James Smith, the sample employee has a simple payroll check. He has gross 
wages represented by the payroll item NCGROS, Federal Withholding represented 
by FED, FICA and Medicare represented by FICAMD and NC State Withholding 
represented by NCSTWH. His net pay is normally paid out of account 110. 

The Additions radio button is enabled. Click on the List button in the lower left 
portion of the screen next to the Remove button to list the available Payroll Item 
addition codes. (Remember your choices for an employee must be made from the 
payroll items that were set up for the company in general.) Highlight NCGROS 
from the list and click on the OK button within the Payroll Item List Window and 
NCGROS will appear on the employee screen as an addition. The screen will 
display as follows: 

:0; Employee rile Maintenance ~1r:g:1~ 

El1l1loyee~: ~ List I ~ames J Smith 

~ r Use Ibis record liS defauft (standard new employee settings) 

o ~asic in formation @ .ftems 

Tax Jurisdiction: IFederal 

Code Name 

NCGROS HC Gross 

, 

List Remove I 

~tandllrd Check 

,I 

£mployeeNendor Memo 

iJ Ljst I Remove 

@ Add~ions 
Deductions 

Notations 

n Employer 
Paid lems 

1 A ccount I Account Name I J 
=IN=et=====~l~-----II~ca~sh~~-C~h-ec~ki~ng----~~~~----------~ ~ 

Status: Active 

~ancel I__ti_el_ p ---, J;!elete I CIo}e I Find Next AVII~able Employee I) 
Qk 

Employee I) Starting Point: I 

You have just informed the system that NCGROS is an Addition to the paycheck. 
Since there are no other additions for James Smith's paycheck enable the 
Deductions radio button by clicking on it. Click on the List button in the lower left 
portion of the screen next to the Remove button. Highlight FED from the list and 
click on the OK button within the Payroll Item List Window and FED will appear 
as a Deduction. Click on the List button again and enter FICAMD as a Deduction 
in the same manner as FED was entered. Click on the List button a third time and 
enter NCSTWH in the same manner as FED and FICAMD were entered . The 
screen should now look like the screen shown on the next page, 
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= Employee File Mdintenance ~](QI~ 
Status: ActiveEmployee JO ~ 1,ist I p arnes J Smlh 

-=::..J r Use this record as defaul (standard new employee selli1gs) 

o ,e.asic Information @I ~erns o .§Iandard CheCk 

Tax Jurisdiction: IFederal 

Code Name 

FED Federal WlIhholding 

FICAI.ID Fica + Medicare Wdhholding 

NCSWl/H NC State Withholding 

List Remo~ 

o ~mployeeNendor Memo 

3 L~ Remove I 
o Add. Jl.S 

(i'; Deductions 

o Nola ns 

o EmplGyer 
Paid kerns j 

1 Account I Account Name I I.... I 
=IN~~=====~r,------' ~lc~as~h~in~C~he-Ck~in-g--------~--------~~-; ~ 

Qk ~ncel !:!elp l QeIeIe CIo!C 
Find !lex! Available Employee D 

------ ~=r====~ 
E~Ioyee III Starting Point: I 

Now click in the Net Account Field. The system is now waiting for the Net Account for James 
Smith's paychecks so key in 110 and press Enter. Since the Net account was the last field on 
this screen, you will automatically be taken to the Standard Check Screen. This screen shows 
that James Smith has North Carolina Gross as an addition to his paycheck and the account for 
North Carolina Gross is 610. It also shows that his net account is 110. (By the way, when you 
are doing your regular company, and you are interfaced with P.C. Software's General Ledger or 
Client Write Up System, you may enter any account on this screen for any employee. This allows 
you great flexibility in distributing wages to the proper account.) 

I\low enable the Deductions radio button, and you will see that his deductions are FED, FICAMD 
and NCSTWH with accounts of 222, 223 and 224 respectively. In other words the Standard 
Paycheck Screen tells the user everything about an employee's check. 

The Standard Check Screen has another very important function which is not used in the Practice 
Set but it provides a powerful capability that is worth mentioning at this point. If an employee gets 
the same weekly paycheck, the amounts for the various payroll items can be entered into the 
amount fields on this screen. Then those amounts will automatically appear each time the 
employee is accessed and these amounts will not have to be re-keyed with every paycheck. This 
is a great time saver. This is how employees on salary are handled. It is also how fixed 
amount deductions that vary by employee are handled. In other words if someone had 50 
dollars taken out for medical insurance each paycheck and used INS as the payroll item code for 
Medical Insurance, then INS would be entered as a deduction and the 50 dollar amount would be 
placed in the standard check even if it was the only amount that did not change with each 
paycheck. 
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Step 14: State Tax Jurisdictions 

The payroll items that have been entered so far were all entered under the Federal 
Tax Jurisdiction. Looking back at the last couple of payroll item screens you will 
notice the word Federal in the Tax Jurisdiction Field. Now we have to enter the 
payroll item codes that apply to the State of North Carolina. The only ones that we 
need to be worried about are NCGROS and NCSTWH. So, click on the Items 
radio button to return to the Items Screen. Click on the List bu on to the right of 
Tax Jurisdiction Field. The following display will appear: 

He North Carolina 

Qk 

record 8S defaul (standard n.ew employee settin!/l) 

!;ance! 

Account Name 
Cash in Checking 

('I J;mployec/llendor Memo 

G Remove I 
o Al!d_io~ 
@ OedUc\illll 

n NDlatio lllO 

o Employ 
Palcll 

____CM ~I I!/Il AvaMble Employee () 
!!elp Qelele 

mplDyee () Starting Point 

Highlight North Carolina and click on the OK button within the Tax Jurisdiction 
List Window. When you do this, the following screen will display. 

:. Employee file M<lintenance r;](QJ~ 
Stalus: A ctiveEmployee JJ: ~ l.lst I ~ames J Smith 


......::::.J r Use this record a.1 defau. (slandard new el11lloyee R iling. ) 


j llasic information C, !itandard Check I ~l11lloyllllNendor Memo 

Tax Jurisdiction: ln!tMmiiamrli!iii!l,l. ...~ i . Ii••••••••••lllr3::J Ljst 

o A1d~ioIr$ 

@ Dedu~ns 

0 1 atioll1l 

O E,,,,,lc 
Paid 1~'Ils 

List Remove I 
Account Name , •• I 

~----~~--~~~ca-S~h~in~Ch~e~cl~·in-Q--~~~~~----------1 ~ 

FlOd IJ Avaiable El11lloyee [) 
~ancel !:Ielp l2elele --..;......-

Emp yee 10 Slarting Point: I 
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You will notice that North Carolina is now showing in the Tax Jurisdiction Field. Enable 
the Additions radio button and click on the [List] button located in the lower left hand 
portion of the screen next to the [Remove] button . Highlight NCGROS from the list and 
click on the [Ok] button within the Tax Jurisdiction List Window and NCGROS will 
appear as an Addition. Now enable the Deductions radio button by clicking on it. Next 
click the [List] button again and highlight NCSTWH from the list, click on [Ok] within the 
Tax Jurisdiction List Window and NCSTWH will appear as an Deduction. The screen 
will appear as shown as follows. 

:. Employee File MiIIlltelldllce ~1lQ:1(RJ 

Employee p: r- List 1parnes J Smith 

-- r Use this record as defaul (standard new employee srilings) 

l ' ftasic informaticn @ ~erns o ~lBndard Check 

Tax Jurisdiction: INorth Caroina 

Code -!Name----
NCSTWH NC Slate Withholding 

List Remove I 

-
o ~mp yeeNendor Memo 

iJ Ljst Remo';e 

O ~iIions 
@, Oe:uctions 

o Nc:ations 

o EfllJloyer 
Pad kerns 

I Account I Account Name I ~ 
~----~--~-~~~~----~~~---------~J ~t 
1"""llIet_. ___-1]1 10 ICash in Checking 

Status: Active 

Qk I~Cel J l!elp I Qelete I_CIo!~ 
F"~ Next Available Employee D -----

Employee [) Startilg Poilt I 

Click the [Ok] button to record the information for John Smith. You will then get the 
following prompt "Do you want to go to Check Writing Setup?" Answer No. 

Note: If there were other employees we needed to enter into the system, the payroll item 
codes setup under John Smith (the first employee) would duplicate to all remaining 
employees without you having to key them all in again. You can still add and remove 
items as needed but this is such a significant time saver, you should always be aware of it. 

The next step is to make sure we have the Tax Tables needed to actually calculate 
federal, state and local taxes. 

Step 15: Tax Tables 

In order to calculate taxes properly, the appropriate tax tables that have been legislated by 
the various government entities must be setup. To save you time and effort, P.C. 
Software Accounting ships the system with the federal and most state withholding tax 
tables already setup. For the purpose of standardization and to make communication and 
customer support more efficient, P. C. Software Accounting has named these tables (See 
State Tax Tables starting on the next page). The Federal Tax Withholding tables are 
quite straightforward. There are only two Federal Tax Tables used by the system . They 
are FEDS for federal single and FEDM for federal married . 
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State Tax Withholding Tables 

There are a wide array of different laws governing state income taxes. Many of 
these laws are similar in their basic approach while others are unique. Some 
states have no state income taxes at all. The way the system handles the different 
state situations are discussed below: 

1) States with only one table would be "xxSTWH" 

2) 	States with only "Single" and "Married" would be "xxSTS" & "xxSTM" 

3) States with "Single", "Married" & "Head of Household" would "xxSTS", "xxSTM" 
& "xxSTH" 

4) 	States that have a unique methodology would have their 0 unique item 10's. 
These 10's are shown in the following table. 

5) 	 States that have no state income tax are shown in the following table. 

6) Connecticut is handled in a special way. When processing a client with 
Connecticut payroll taxes you must designate which Connecticut W/H code (A, 
B, C, 0 or F) each employee needs according to the Connecticut State rules. 

Note: The "xx" is where you would put your states abbreviation. 
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State Tax Table Names 


Abb State Single Married Head of 
Household 

AL Alabama ALSTS ALSTM ALSTH 

AK Alaska No State Income Tax 

AZ Arizona AZST10 10% 
AZST17 17% 
AZST20 20% 
AZST22 22% 
AZST28 28% 
AZST32 32% 

AZST1M 10% 
AZST2M 17% 
AZST3M 20% 
AZST4M 22% 
AZST5M 28% 
AZST6M 32% 

AR Arkansas ARSTWH Single Tax Table 

CA California CASTS CASTM1 0-1 Exemptions 
CASTM2 2+ E emptions 

CASTH 

CO Colorado COSTS COSTM 

CT Connecticut CTSTWH Single Tax Table using in conjunction with codes (A, S, C, D & F) 

DE Delaware DESTS DESTM 

DC District of Columbia DCSTS DCSTM 

FL Florida No State Income Tax 

GA Georgia GASTS GASTM 
GAST1 Filing Separately 

HI Hawaii HISTS HISTM 

ID Idaho IDSTS IDSTM 

IL Illinois ILSTWH Single Tax Table 

IN Indiana INSTWH 

IA Iowa IAST1 0-1 Exemptions 
IAST2 2+ Exemptions 

KS Kansas KSSTS KSSTM 

KY Kentucky KYSTWH Single Tax Table 

LA Louisiana LASTO oExemptions 
LASTS 

LASTM 

ME Maine MESTS MESTM 1 Income 
MEST2 2 Incomes 

MD Maryland Tables by County see System 

MA Massachusetts MASTS MASTM 

MI Michigan MISTS MISTM 

MN Minnesota MNSTS MNSTM 
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Abb State Single Married Head of 
Household 

MS Mississippi MSSTS MSSTM 
MSST2 

1 Income 
2 Incomes I! 

MSSTH 

MO Missouri MOSTS MOSTM 
MOST2 

1 Income 
2 Incomes 

MOSTH 

MT Montana MTSTS MTSTM 

NE Nebraska NESTS NESTM 

NV Nevada No State Income Tax . 
NH New Hampshire No State Income Tax 

NJ New Jersey NJSTS NJSTM 

NM New Mexico NMSTS NMSTM 

NY New York NYSTS NYSTM 
I 

NC North Carolina NCSTS NCSTM NCSTH 

ND North Dakota NDSTS NDSTM 

OH Ohio OHSTWH 

OK Oklahoma OKSTS OKSTM II 

OR Oregon ORSTS ORSTM 
II 
II 

PA 
Pennsylvania PASTWH II 

RI Rhode Island RISTS RISTM II 
SC South Carolina SCSTO o Exemptions 

SCST1 1 + Exemptions 

SD South Dakota No State Income Tax 

TN Tennessee No State Income Tax 

TX Texas No State Income Tax , 
UT Utah UTSTS UTSTM 

VT Vermont VTSTS VTSTM 

VA Virginia VASTWH Single Tax Table 

WA Washington No State Income Tax t 
WV West Virginia WVSTWH Single Tax Table 

WI Wisconsin WISTS WISTM 

WY Wyoming No State Income Tax 
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Step 16: Entering Tax Tables into the System 

If you only have federal and state tax, all you have to do is update your system with the tables 
that P.C. Software Accounting has provided. This will load all the tables you will need into the 
system. Later when you setup individual employees, all you have to do is assign them the correct 
tables. 

If you have also have local taxes, you will also have to set up the local tax tables. Since the 
Practice Set does not have local taxes, this will not be discussed here. However a detailed 
discussion of local taxes can be found in the Miscellaneous Section of this documentation 
manual. 

To update your system with the pre-loaded tax tables, click on the Utilities pull-down menu then 
System Utilities and Get Updated Tax Tables after Update as shown below: 

lOClltlo Sellop Error. 

Compact FiI~s 

Rebuild Fie List 

Version Control 

Deletlo Tobies from Active Client 

Copy ClIent Selectively 

EmpIovee/11endor Utility 
Repair Data 

System InfooMtion 

Tr"""action Utities 

COP¥ A1XOLI1t£ 

CoP¥ DOS crn Employeesl'Jendors from Aoppy 

Altlornatlo Rebuild Rle List· Show Errors 

Rx Dupficatlo OleO: !>Umbers 

Ax Credits To Cash 

Choose New Datlo for Initial Balances 

Dele tlo Old Tnne cards 

Refresh Demo Data 

This option will process for a few seconds and you will have the tables you need. 
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If you wish to look at the tables or check them against the Circular E or your 
annualized state tables, you may access them using the Setup pull-down menu 
then System and Tax Tables. When you do this, the following screen will display: 

.:t Tax Tabl~s ~lr51rRl 

Table ID: J DescriPtionl 

Source: r-IF-E-D----  L Lis! I 

Table 

(j:1Annua.1 0 Check 

ExemptionslCreditsJReductions 

Delete Line I 

r----..,--- Standard Deduction --:----- ----; 

Percentage Minimum Maximum Annual Limit 

0.0000 0.00 0.00 

Qkay II I Qelete I I .c.ancel I I Clo.§.e 

To examine a tax table simply key the name of the tax table (i.e . FEDS or NeSTS) 
or click the List button to the right of the Table 10 Field and select the table off the 
list by double clicking the name or by highlighting the name and press the OK 
button . You also have to select a year before the table will appear. To select 
a year either key in a year or click on the down arrow at the end of the Year Field 
and select the year off the list, in either case once the field is filled in press Enter 
to display the table. The FEOS table for federal single for 2006, is shown on the 
next page. 

Note: If you type in a year and the table is zero, just enter the appropriate figures 
for that year. 
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:w Tax TablE's G](QJ~ 

Table 10: IFEDS ~ OescriPlionlFederal Withholding - Ingle 

Source: I,-FE- O---- , ListJ 12006 3 vear 1r-.C-O-py-.E!-ro-m....1 

T!ble ExemptionslCred~slReductions 


@ Annual 0 Check 


10000.00 0.00 

32240.00 735.00 

100000 

7325·0.00 4071 .00 

158€~,Q.00 14323.50 

25. 0000 

.... 1'1.1'11'11'11'1 

15.0000 

28.0000 

Standard Deduction 

Delete Line I 

Percentage Minimum Maximum Annual Liml 

0 0 0 I 0 i 
~~~~~~~~--~I 

Qkay 1 I Qelete I I ~ancel I I. Clo~e IBemo/e Old Tafui] i 

Now access the NCSTS table for North Carolina Single Individuals. This screen displays as 
follows: 

:. Tdx Tables LJ(QJ~ 

ExemptionslCreditsJRe1uctions 

6000000 

120000.00 

99999999. 00 

765.00 7 .aaao 

4072.50 7.7 500 

8722.50 8.25.00 

Table 10: INCSTS ~ OescriPtionlNOrth Carolina STWH - Single 

Source: INC I LiSU 12006 3 vear LlJOPY' troml 

Delete Line I 

r-------Standard Deduction - - ------,. 

Percentage Minimum Annual LimK _ mom I 
o 3000 o I o 

Qkay I I Qelete I I ~ancel J I Clo.§.e IBemcrJe Old Tabl e~1 

Click the Close button to return to the Home Screen. This concludes the section on updating 
and entering Federal and State Tax Tables. Remember that you should refer to this section to 
decide what tables your employees should be assigned. 
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Step 17: Entering Payroll Figures in Mid Year 


There is one other payroll related topic that should be discussed and it concerns the entry 
of payroll figures in mid year. If you want to have complete and accurate payroll records 
on your paycheck stubs and payroll summary reports for the purpose of completing 
quarterly deposits, and if you were entering a company in the middle of the year, you also 
have to gather the payroll records up to that point and enter them. The rules for entering 
initial payroll earnings into the system involve the computation of two amounts. 

The first amount is the year-to-date figures for all components of pay (payroll items) 
for all quarters previous to the current quarter. They may be summarized and dated 
with the end-of-quarter date for the latest quarter. 

The second amount is the quarter-to-date figures for all payroll components for the 
current quarter that will not be entered into the system as individUal checks . They 
may be summarized and dated with the date of the last check of the group. 

These summary entries would be entered as payroll checks. The current period would 
have to be changed to the period immediately preceding it so that the monthly, quarterly 
and year-to-date numbers would be registered correctly. The current period would be 
changed using the SETUP pull-down menu then DATE and Current Period or by clicking 
on the Current Reporting Period Icon shown to the left. 

Note: The actual entry of payroll checks will be explained a little later on in the Practice 
Set. 
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Step 18: Individual Check Writing Setup 


Since you will be entering time cards and calculating checks on the system, you will need to 
inform the system about specific information concerning each employee, such as what tax tables 
they will be using and how many deductions they are claiming. Click on the Setup pull-down 
menu then Payroll and Check Writing Employee Setup. The following screen will display: 

~ Check Wrttt,. Setup 

Tax Jurisdictions IHours/Rates I Uisc I 

r 
Federal Tax Table 

@' Sjngle (l Married C other 

Statell.ocal Tax Jurilllldion-----------=~ 

Jurisdiction: I ::::1 

Tax Table: I 3 

Deductions Claimed : I Credits Claimed: I 
Add~ional WIH: I 

Federal Jurisdiction ----~ 

Deductiol's Claimed: I 
Claim Sell r 

Claim Spouse: r 
Claim He.l of Household r 

Add~ional \\I H I 

The cursor will be in the Employee 10 Field. To access an employee you can either key in the 
Employee's ID and press Enter or click the List button and select them off the list. Since we only 
have one employee key in "1" and press Enter. There are only two possible Federal Tax Tables 
to select from (Single or Married) and they are selected via a radio button. John Smith is a single 
taxpayer so the Single radio button should be enabled. 

The state and local jurisdictions are selected in the Tax Jurisdiction Frame. To select the 
appropriate State and/or Local tax jurisdiction, press the down arrow located at the right of the 
Jurisdiction Field. The Tax Table(s) corresponding to the selected Tax Jurisdiction are 
accessed by clicking on the down arrow at the end of the Tax Table Field. The Practice Sets 
only tax jurisdiction is North Carolina. There is no local state tax so only the State Tax table must 
be selected. Highlight NC and press Enter.To decide what state tax table to use, refer to the drop 
down list on the Tax Table Field or to the Tax Tab/es Section beginning on page 2-23. When you 
do this, you will see that there are three possible state tax tables for North Carolina. They are 
NCSTS, NCSTM and NCSTH. NCSTS is used for single individuals. NCSTM is used for married 
individuals and NCSTH is used for individuals who are defined as a head of household. In the 
case of John Smith, who is single, the NCSTS tax table should be selected. Now press Enter 
and you will be in Deductions Claimed for State. Enter a 1 in this field . "Now hit Enter and you will 
be in Credits claimed. Credits are not used in North Carolina so leave it zero and press Enter. 
Leave additional W/H for the state blank also and press Enter." 
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Now you are in Deductions Claimed for Federal. Enter 1 and press Enter. Leave 
the other fields in the federal jurisdiction blank. Your screen should appear as the 
one below: . 

~ Check Writi llg Setup 1- II'6lrxl 
-

Employee Il. r- .bist I Status: I Active ~ ~c~ ~ 
Name: Fmilh, James J Qe!ele I ~IoJeJ 

ax Jurisdictions IHoursJRlltes I MiSc I 
- Federal Tax Table Earned Income Cred~ 

(iSjngle Married OIher Ii) None o loIarried wlhoul Spouse 

C'Sllgie o Married wlh SJIOu se 

Federal Jurisdiction __'l JState/Local ~ax Jurisdiction 
I Jurisdiction: INC ..:J ~udOOnsC~~d: r---

Tax Table: t'Si.....ttMUiMI.liitj.iijjj41 ,[il~iJ Clam 58111" 

Claim Spouse I" 
Deductions Claimed: r Credb Claimed: ra-

Claim Head of Househokl l" 

Add4ional WIH: 10 Add4ionlll WIH 10 

Now click on the Hours/Rates Tab and the following screen will display 

:'i Check Writing Setup 1 '~llollxl 

Status:Employee Il: r--~ Act~e 1~ 
Name: ISmith , James J __J Qelele I 

~------~---

Tax Jurisdictions HoursJRates IMisc I 

Pay Rate: I 
Beg. Date 0 !the above Pay Rate: I 

Di"ect Deposll" 

Hourly I" 

r"Extra' Hours Type Descriptions and Rates Houts Accruals------

Oesc Rale: Accrue/Me Toto5 l 

I Vacation ~ lo.ao 

Slck ~ 10.00I 

I 


The cursor will be in the Pay Rate Field. This is where you would enter the 
employee'S hourly wage. 
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You would leave this field blank if this is a salaried employee. The Extra Hours Type 
Description and Rates Frame is where you would enter a description and rate for any special 
time the employee may work. The system gives you room to setup three different cases. All you 
have to do is enter a description and dollar figure. See the Miscellaneous Section of this manual 
for further discussion of the special time fields. 

The Hours Accruals Frame is where you would enter any Vacation and/or Sick time that the 
employee accrues per month. The Total Field is where you would enter any hours the employee 
had accrued before being entered into the system. 

The three check boxes Hourly, Use Time Card and Direct Deposit on the right hand side of the 
screen are used to further define the type of employee. Simply click on the appropriate box to 
select the option. 

The Hourly box is enabled if the employee is an hourly employee. The system will then use the 
entered hours and the rate in the Pay Rate Field to calculate the employees paycheck. If you do 
not check Hourly the system will ignore the figure in the Pay Rate Field, assume the employee is 
salaried and use the figures entered on the Standard Check in gross wages. 

If you enable Use Time Card the system will then bring up a time card when entering payroll 
checks. 

If the Direct Deposit check box is selected if the employee is setup to have his paycheck directly 
deposited into their back account. The system will generate a Non-Negotiable copy of their 
check to give to them instead of an actual check. The information concerning where to send the 
money is located on the Misc Tab. 

James Smith earns $15 an hour so key in "15" into the Pay Rate Field and press Enter. You 
should also enable the Hourly and Use Time Card check boxes. Next click the OK button to 
accept the screen and then click the Close button to return to the Home Screen. 
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Step 19: Vendor Setup 

The Practice Set vendors must be setup, so click on the Setup pull-down menu then 
Vendors and the following screen will display (you could also use the vendor ID icon 
shown to the left): 

:- Vendor File Maillten,mce C ltr:llfxli 
Still",,: ',-- -

v4tl!4o< ~ I r PriMYTO )1\ C St"b 

StlMl M:ress: I 
~I----------------- 

Zip 

Look Up: 

~e_ ,-------------------

Corti:! NI.......: ,---------"'-----------

[ 

OpIIOU! EmployH ~ 

Firsl N&tN: II 
LuI N.me: I------- -!...---

EIecIJoNc g P.ymall1 

r-

TIXI~ @ Social Security Number 
O~_ID -

SSN. r---<........---

r lftll Neltt ...,.-.e Veodor 10 

endor 10 St.rt~ Po;"t I 

. l..oIt ~1 J Total Amount: r-I---~ 

C non-W2 Em~ '" VenOors -----

ABANn>ber 1 Tral's Coce 

_ ACOOlflll Nom"'" 1-1------------ [ 

G ~ 

Each vendor must be given a unique Vendor 10. You may use whatever numbers you 
wish but many firms number their employees (employees receiving a 1099 should be 
considered a vendor) starting with number 1 and their vendors starting with a much higher 
number like 500 or 900 so that it is easy to distinguish them. (You can even use a four 
digit number if you wish. This would be appropriate if you had large numbers of employees 
or vendors. In that case you would start your employees numbers with 1 and start your 
vendor numbers with a much higher number like 5000 or 9000.) 

Then enter the information for the first vendor in the Practice Set as shown on the next 
page. 
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=- Vendor rile Maintenance GJ[QjfRl 
Stat~s: I ""1M! 

Ver~ Name: IVerl:mn 


Street ADlhss: Ir=::':"'s-.nd=--~-------m Street

SSN' r------
C,ty. lRDi;h 

Slit., INC Zip: 154321 

Loolc Up' ITelopbone 
~, '1-----------: 

Telephone; 

Contict N.",.. 

l.i5t~.t I Totai ........... c r-I--- 
Optlor.aJ E". PbyH "..~====~:-;:======-1l~N.~

First w t fUmeNt""" I1-- lie I ________________.1..- _ 

I 
PIIId !.ext .....ilabIe v_ 10 

ElectJOrjc 1111 p~ymet".t----------- --- .:.....----- I 
Vr-dor 10 S..rti~ Po, t: I

ABA NlltIIbar I 
"'''''''l1li1 N ".be< '/------------ 

00S9 Type: INo 10i!I9 No W2 

~ I_~ 

The entry of vendor information is brief and straightforward . Social Security Numbers or 
FederallO's are not required for all vendors. The only vendors that need them are individuals or 
firms who require a 1099. One of the nice features of the system is its ability to lookup vendors 
using the information found in Lookup when you are writing that vendor a check. The system will 
also lookup the vendor based on the first letters you key into the Vendor 10 when you are writing 
checks. In other words, if you key "Ver" in the Vendor 10, the system would find "Verizon." If 
more then one vendor has a name beginning with "Ver", then the system would list all companies 
starting with "Ver". You would then just pick the one you wanted off the list. The system will also 
search based on the Look Up Codes you enter on this screen . For example, the system would 
find "Verizon" if you entered either Telephone or the first few letters of telephone in the Vendor 10. 
(Note you can have multiple look up Code just separate them by a comma.) 

The Memo Field is important because whatever you enter here will appear on the memo line of 
this vendors check. 

While the system does not require you to enter an account number it will speed up vendor check 
entry if you do enter one. This way you will not need to keep entering this number when writing 
them a check. The same principle applies to amounts. If the vendor receives the same amount 
on each check you may enter an amount. (i.e. Rent checks, lease payments, etc) If you do not 
recall what account a vendor's payments should be recorded to, just click on the List Account 
button which will list the company's accounts. Then select the proper account off the list. 

The Change all non-W2 Employees to Vendors button is only valid for people who had a prior 
DOS version of Computer Checkbook. This button will convert vendor employees to vendors. 
See the Chapter 3 - Conversion Considerations for more information. 

When you have entered this vendor as shown above, click on the OK button to accept it. Then 
enter the two remaining vendors shown on page 2-2 of the Practice Set in the same manner. 
Make sure you enter their look up codes and fixed amounts. When you are finished click on the 
Close Button. This will return you to the Home Screen. 
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This completes the setup of the Practice Set company and the input of the source data. 
The next sections will cover the day-to-day operation of making deposits and writing 
vendor and payroll checks. 

Day to Day Operations 
The options that are used in day to day tasks are accessed under the ¢hecks & Receipts 
pull-down menu . When this option is selected , the following sub-menu displays: 

VlJrite Vendor Checks 

Write Payroll Checks 

Journals 

Receipts 

Fix Check Numbers 

View Transfered Dos Receipts 

Bank '1~lithdrawals 

The table below lists the sample transactions you will be entering into the system in this 
section of the Practice Set. 

II 

Sample Transactions II 
A deposit for $10,000 from capital II 
A vendor check for $750.00 to United Reality for rent II Ck #1001 

A vendor check for $333.33 to Verizon for telephone expense II Ck #1002 

A paycheck based on 40 hours of regular time and 8 hours of overtime for 
John Smith 

Ck #1003 

A vendor check for $250.00 to Sam's Cleaning Service for office cleaning Ck #1004 

A journal entry reflecting a $10 debit to account 630 and a $10 credit to account 640 
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III 
Step 20: Receipts 

The first transaction is a deposit so either click on the Receipts Icon shown to the left or click on 
the Checks & Receipts pull-down menu then Receipts. The screen shown below will display: 

:. DeposiUCharge/Misc Entry l:]rEl~ 

~ Ne~Entry' Jnl Code: ICR !:ist I Status: INew 

C Update Entry Description: I 
Cash .A.cd: I List I 

Date: I03/29106 
r Calc Hal 

I '8al. Remaining: 

.Amount: I0.00 I 
Type -

r. Qeposit r Interest 
Account jOescriPtion I Amount "' I 

0.00 

r Transfer r Service Charge 
1:31 

r Return Eee r Mise 

r Pyrchase Checks r oTM Withdraw =
r Retym Deposit (Bad Check) 

QK I Erint Deposit Slip I D~lete I ~I 

tielp I ~ancel J Clo~e I ~ Separate Description I~· I 

The New Entry radio button is automatically enabled when you first enter this option. Since there 
is only one cash account (110) it should be placed in the Cash Account Field. If it is not, place it 
there. Now lets look at the items on the screen. The Type is defaulted to Deposit. (Notice the 
different non-check entries the system handles, these types make it easy for you to record 
common banking transactions.) 

The Help Screen further explains the different options. The help screen for Type appears on the 
next page. It is accessed by clicking on the Help Button and selecting Type. If you access it to 
look at it, make sure you press ESC to return to the deposit screen. 

The Journal Code Field holds thejouma/ code you setup under the Setup pull-down menu, 
Account and the Cash Accounts option for Cash Account 110. The Description defaults to a 
description that describes the transaction depending on the type of transaction and the date. 
(This description does not show on this screen at entry time, but will be placed in the permanent 
record if it is left blank.) If the Calculate Balance check box is checked, then the line items of the 
deposit will automatically total and will do this for each successive deposit without further 
selection unless you turn it off. The Date Field defaults to today's date, but you can change it to 
the true day the transaction took place. The Amount Field is where you enter the total amount of 
the transaction, in this case the total amount of the deposit will be entered here. 
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IReceipts - Type 

Deposit - A deposit can be recorded as a total or each item can be input individually 
such that an actual deposit slip can be printed by the system. 

Transfer - A transler between two bank accounts can be recorded, sing this type 
transaction . The transler amount lield will reduce the cash account anC! the 
distribution amount lield will increase the bank account listed in the distribution account 
lield . This type can also be used to record other transactions , such as automatic bank 
payments. 

Return Fee - A transaction recorded under this type will reduce the cash account 
and is usually used to record a charge Irom the bank lor a returned ch~ck 

Return Deposit (Bad Check) - Use this type transaction to record a check that was 
returned by the bank . The transaction reduces the cash account . 

Purchase Checks - This transaction records the bank charge lor the cost 01 
checks or deposit slips . The transaction reduces the cash account . 

Interest - This transaction records interest earned on the bank account . The 
transaction increases the cash account . 

Service Charge - This transaction records any charges on the bankccount . The 
transaction reduces the cash account . 

Misc - This type can be used lor any other transaction. To increase the cash 
account, both sides 01 entry must be positive numbers( +) . To decrease the cash 
account, both sides 01 the entry must be negative numbers(-) . 

You should now enter the $10,000 deposit from Capital. To reach the Amount Field either 
press Enter until you reach the field or just click in the Amount Field. Enter the amount as 
a positive number without a comma and press Enter. The cursor will now be in the 
Account Number Field, key in 315 (the Capital Account number) and press Enter. 
Press Enter again to leave the Description alone and 10,000 should be in the other 
Amount Field. Press Enter since there is only one account involved for the $10,000. The 
Balance Remaining should then show zero. Now click on the Print Deposit Slip button, 
this will accept the deposit and print a deposit slip for you. Close the Receipts screen by 
clicking on the Close Button to return to the Home Screen. 

Note: If we didn't press the Print Deposit Slip button before pressing the Close button 
the deposit would not have been recorded. If you do not want to print a deposit slip then 
you would have to press the OK button to accept the transaction before pressing the 
Close button. 

Deposit slips are meant to be printed on pre-printed MICR encoded deposit slips, so that 
they can be deposited at the bank. 

To change or view a previously entered transaction you would enable the Update Entry 
radio button. A Sequence box would appear and then you would click on the List button 
located next to this field and you can then pick the transaction off the list (either by double 
clicking it or by highlighting it and pressing OK within the Receipts List Window). You 
could then change the transaction or print a deposit slip again if need be. 
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Step 21: Entering Vendor Checks 


The next four transactions are checks, with the first two being vendor checks. So either 
click on the Checks & Receipts pull-down menu and then Write Vendor Checks or click 
on the Vendor Checks Icon shown to the left. The screen shown below will display: 

:. Write Vendor Checks - [gJrxl 

A:i::r~ss: I 
r---------------------

~ Remov e I Olte FO! New C ~e::l<s : I03124.~ 
r ,.. ~'* lias .alte .... .." beet! n. IT~ 
f;i Print ote O~ 0 .:1( St.b 

r ILIkt! St..i>CWd C~e=i< 

r. CocSe: I SI.I~S: 1 "" 
Bark S. : "'-1---

C~=k N.fI'ber: I !,lsI I 
Ck DAte: 1 

C~AITO t:1 
Bala!>ce R~ : "'1 ----'------;;-0.00::: 

r 
Ct-ek style is: 
51 C"«ICISt •. b 

......._n._11 

____J £ .:ncel 

~ Oe5: . J !ielp 

r CII~ Ba 

~.... .'-.= 
Clo!" 

The Cash Account will default to 110 because it is the only cash account we have setup. If you 
had setup more than one cash account you would have to pick the appropriate account either by 
keying in the account number or by using the List button and selectin;J it off the list. The focus is 
in the Check Number Field. The first check we are entering is check 1001 so enter the check 
number of 1001 and press Enter. (The system will remember this check number and will start 
numbering all future checks starting from this number) Press Enter to bypass the date which will 
automatically reflect today's date, which should be the date you are writing the check. 

Enter Rent in the Vendor 10 Field and press Enter. The system will then look up the vendor, (In 
this case by Lookup Code. We could also have entered a Vendor ID of 502 or typed in "United" 
to bring up this vendor), and display the vendor's name, account number and fixed amount if any. 
Remember these were entered for this vendor on the Vendor File Maintenance Screen. The 

screen should look like the screen shown on the next page. This is all the information we want on 
this check so click the Write Check button to record and print the check. 

Note: You can enter a memo in the Memo Field and it will appear on the check. Enable the 
Save Memo check box and this memo will be saved and appear on all future checks. You can 
always remove or change it from the Vendor File Maintenance Screen. 

PRACTICE SET 2·37 




:w Write Vendor Checks rol~ 

Cuh Acet: 1 0 ~ JnJ Code.lco S_ c ~-----r:'li;-= ve

~r--~b------~~~--------------- Sank Ihlance: r =cl -------:s=-=,0ge =.lf1
 

VendolIO: 1502 ],isl I r.",p i nvoices 

~=:----

Check Amo.r.t: I 50. 

~ 
N._: -~M~R ~~~~! ~~~--~==~-======-~======~ 

r Calc Sill 
Aod11!S" . Jj33 Thlld SlIM! 

BaW><:e ~: ,,--------::-:::.00
1S~IUY NC 12304' 


Save Memo r Memo: I 


I 
..I: ... ."::' .. ·--==-11 

~ Remo,'e Dale Fe< N.... Cheeks. 10l.13QIOe 

r CIIr..k lwI .ue*y bean Ie rnill\ll&ly Write Chec!! CIo!" J 
J;i' Pri>l N4le on CMcIc S b 

N\inllJer 0 Copiesr ~odCMc.k Ir !lake Slandatd Check 

Prltrl lleckCk N.....ber: I _________ I 
--- 

Now Enter the check to Verizon for $333.33 in the same manner. You may use either Ver, 
or telephone to look up the vendor. You will notice that the check number was 
automatically incremented to 1002. Once the Verizon check is entered and written with 
Write Check click the Close button to return to the Home Screen. 

:- Write Vendor Checks 1Ql[8J 

r ChIIck lias akeady bee 

J;i' P.;r,1 NOle ' ''' CJ:~k Slob 

r lUke SWKWd Oe:k 

Saye ~ 

Dille For N... , C~ecb: I03,i~ 

len rurl.dy 

Cl< Number: 

JnJ Coae: iCo Stalus: "",Ii' " 

Sanlc Balance: 1r----=--:s:"':.oge=-=,lf1= 

~ 
Ck Cale: /r-=-:"="",.,,------

CMck AmoIIJt ' 'r:13""3=-=13,.,,------

Ih : I 
r Wemo I 

~ 
""rile C fte.c!! -

63:fi1Jor. 0&:. 

P ' I& 

0.00 

Sicb 

..... 
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Step 22: Entering Payroll Checks 


The next check is a payroll check. To access the Payroll Entry Screen either click on the 
roil Write Payroll Checks Icon shown to the left or click on the Checks & Receipts pull~ t ...... _<~ I&ii

I 

down menu and then Write Payroll Checks. The following screen will display: 

;iii Payroll' ranS<lctlOns i-1rQ:lfEJ 
I ~ IX e~nt Che¢ \ 1003 EmployM 10 --2:!' J I 

Oot.: I O·~~ ·~A ~ r ~ I , .. I us ~ " .. Ir-__----'-______ ....:....-_~-_~_..._;::==___'""nte<: t _~ nemp tate: IFL ~ 

C~.d< M.mo_\ 17 Print Note on ."edt Stub 
Stub Memo: r OwNriC141 Poyr<: l1llem ArT'ounb 

, A<XIOUnt Am<>unt\ 1"',•• ,,1011 Amount I 

-

~unl 

0 .00 - ---~--~~~~ 
!jelp I ~OidChe~ ~~~ Re._ I t _~. I~rit. Ch_ ~nQ81 

ReaolaJl.te eNd< I 
Chedf: Ityle j, St&.b · Cr...c:k~St"'t 811"" Bolonoo: Z .2O 1.91 

r She Stub -= by Empl_ 

The focus will be in the Transaction Number Field, which contains the number 1. This field 
starts with one on the first payroll check and automatically increases by one with every 
subsequent check. This makes it easier to change a check if necessary. Notice also that the 
system has entered the correct check number (1003) into the Check Field. Press the Enter key 
until you get to the Employee 10 Field and then enter the number "1" and press Enter. The 
system will display only the additions and deductions that apply to James Smith on the screen. 
(Remember these were defined when we setup James Smith, Step 13 page 2-17) Press the 
Enter key to bypass the Date. The Center and Unemployment State will be bypassed because 
you selected to bypass them on Payroll Setup. The Time Card Entry Screen will appear over 
part of the Payroll Transactions Screen. It will appear as the screen on the following page: 
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IRThM Card Entry l_lLcfEI 
i. ~i' ~ - il t:l ll~11 

Seauanc. St.elUi j;OW~ 
E"1Iiltyee D: Slalusf HewCostCAntw , ...!;!!.) !  ~J I' 

W-. Camp COde' t Cenler:i 1.1&1 Une/I1I Slale: ~ ~~ ! 

r. ..c GROSS 

R-oul.. 

1.5 

""'loa, 
Vamlion 

51'" 

Item T.o.tall 

Time e.,o T:S.li 

Ch.d: lOllI's 

Sesoiion Talai, 

r.r Pml Nole on ~ lub 
r Override Payrol l _ Amounls 

I j Aacounl Amounl ! 

~.. I ",",0..,,,1-
•
I t, 

, ~ 00 -" 
0 22.5 00 ~Accounl. 
0 .00'5 
0 .00 ~id lema IAccount Amount! 
a '5 .O~ 

'5 

0 0 .00 


0 0 00 
 ..;;., 

Account r AmounllII OC I 00 ,,0 1000'-'- "'--'C 
J 00 I .00 

-'" 
Remove t: j00 .00 ~~I I'I I 

-'-'~ -'" I 00 I 00 
,I Recalculale ChecI< I r M.u. This A Swndard Titr. Cara 


Delete c.ncot .QK TI.... CaRl ~.. And Roi_
I, I I J L J L I .,- -= t - - . . 
The focus will be in the Regular Hours Field. Enter 40 hours in regular hours and 8 in 
overtime hours. The following screen will display: 

II 
B TIme Card Entry 

Sequeno. ~ 
Cool c.nt.. , ~ I 

Wadcer',·Comp Cod • . I ~ I 

r. ..c GROSS 

-  f<oLlro ! R.Ie! 
~~_ul. 40 15

f-- 
'. 5 8 22.5-y a t~· 

V.~tiOf' a '5 
Sid! 0 ' 5 

'I 0 a 
0 0 

Item Tetal' I 48 .00 

Time Cara Tota~ J C8.00 -
Ct'ledr: Tor.ls I ~8 . 00 -

SeotstoP T olals I 48.00 

r Mw. Thjl A Slat!U.'d TI".. Cara 

1 0..... J I Cana.l II .QK TimeCanl 

t_ .n.t:lD 
St.tus ~ 

' 

I 
I 

Amount] 

eoO.OO 

, ~ 
.00 

00 

00 

.00 

.00 

J 710.00 

I 780.00 -
I 780.00 

-~. 

I 710 .00 

] 1 ~• ..,. And Return J 

Since this is the only time card for John Smith for this pay period, click on Save and 
Return when the screen reappears, The system will calculate the Additions, Deductions 
and the Net amount of the check and display them the to the screen. The new screen will 
display as follows: 

.. "'"~~~ 
Employee D: Slltusj Hew~J 11 
Cenler i _1.At~ Unemp Slate. rm:--~ 

r.r Pml Nole on CIIed< SL.b 

r Override Psyrollem AnIounls 


iACClJU ni i AmaIInl! 

.!J 
JstAccoUnla I 
idioms lAc_ ni l Amounll 

:1 

I Amounll"f9?uns I10.00 
--

110 
-- 

I 0:-..•• J~~ ~J L ,I Recalcuillie Cheel< 
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;W Pilyrull I rans.l [ lioll ' 1-1 1u~ 
rrannc:t.icn : 13 ~liic."..' ChecX 1Eli! E",ployeeIC : llit J 11 5 ....... 1 Adrva 
, 11 m.: \Smith.. !ames J Oale.: 10 313 11011 ~ c.nt_ ' LrttJ Unem p Stitt.· ~~ 
C"_~"""O I P Pri"' Not. on c:; tX Stue 

SM>~_ r o..nlde P.Y'o Item AmoU"niJ 

AdditiON ,-",j AIr."w., 1 ACQIIIU:'" Ame""'1 
IfC GROSS el0 780 .00 

U5IACCOl.lnb I-
O.clod.iQ1q A CXDl.Int ' Amount 

I """ -'~-' 
,Ac:.",,", Am"""'1 

F4!CI.... 1 "ft'ilhholding ~~~ 102 .42 

R ca. + Mad i ~. Wl lnholot r'"g 223 59117 

NC StII'e W1t11holdl"Q 122. 44.74 

\11 0AcooIm' 
r 
1573.17 

Am",,,", I 

~rite Check ~n(Jt1 I !:!elp I Ve-id Cheat CI_---.J i,.ist R. move I I " J- ~ 

r Ched: tt&1 alIe8dy bM.-n written manually r M_ Sid Ch.". ReglOlI.ta QJe~ I 
CopjH: ~ Ct-.d\ sryta i. S'ub ChedtlS ... t r 8 .. nk ealance: 8.093.~ 

r S.\Ie CheCk hlemo bV EmplO)4e r 5... Stub Memo t. Employ.. 

There are three options at the bottom of the screen we should mention. The first is the Memo 
Field. Anything you entered into this field will print on the memo line of the check. The Check 
has already been written manually check box, if enabled, tells the system that this check has 
already been hand written and not to print it. So if you clicked the Write Check button the system 
would record the check but not print it out. The Make Std Check check box, if enabled, will 
record this check as the standard paycheck for this employee once you click the Write Check 
button. If you need to change the standard check for an employee you should access it from the 
Employee File Maintenance Screen (click on the Employee File Maintenance Icon shown to 
the left). Once the screen displays, you should then enable the Standard Check radio button to 
access and change the Standard Check figures . 

To finish this payroll check click on the Write Check button to record and write the check. Then 
click on the Close button to end payroll entry and return to the Home Screen. 

Click on the Vendor Check Icon to access the vendor check screen again. Now write the vendor 
check to Sam's Cleaning Service for $250. Then close the Vendor Checks Screen . 

Note: If you need help return to Step 21 Entering Vendor Checks page 2-37. 
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Step 23: Journal Entry 

Your last transaction is a Journal entry. Click on the Checks & Receipts pull-down menu 
and then on Journals. The following screen will display: 

:t Journal [nlries i-lrrJllXl 
Journal: II Date: 1(}4J30J06 _ ~ 

Account Account Oescnptlon 

Oebb Credtls 
Totals: Difference: ' 

r 
Date Ranlltl 

start: '""I0-1,/-01-120- 0-6 --~ End: '-10-413-0-f20-06--~ 

Remove rEna Out Of Balance Warning 

J 

1 


While this is an important option it should not be used for the everyday entry of 
transactions. This option is primarily intended to be used to enter non-standard entries as 
directed by your accountant. 

Click on the down arrow at the end of the Journal Code Field and select the GJ journal 
code and press Enter. Key in a Reference Number of "1" and press Enter. Press Enter 
again to bypass the Date. Now type in account number 630 and press Enter. Type in 
"10" in the Debit Field and press Enter, for a Description enter "Phone Card" and press 
Enter until you get to the Account Number Field again. Now type in account number 
640 and press Enter until you get to the Credit Field, type in "10" and press Enter. You 
can duplicate the Description in the second line by entering a period (".") in the first 
position of the description field. The screen should now look similar to the one shown on 
the next page. 

Note: The system comes with a number of Journal Codes already setup. If you need or 
want additional Journal Codes. They must be entered into the system from the Setup 
pull-down menu then system and the Journal Codes option before they can be used. 
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:'I Journal Enlries ~llQIrEl 

Journat IGJ General Journal Reference: t 1 iJ Date: 101l31l06 ~ I 
A ccountl Account Description i 

630 Telephone 

640 All Other -
I 

Debits !: Cred~s Description l !.Iemo 

510.00 1 50.00 Phone card .. 
SO .OO 510.00 Phone Card0-

1I 

Debts 

Totals: 10.00 

Remove CIo§eI~ ~ancel I 

Credo 

10.00 Dilleren ce: 0.00 

r~~· 

Start: ,.."""3JO"'"',-::f2-:-:006,-:----::~= End: I ~ I
0 1 r-:O-:-313:O-1-=-120:-:-06-::--·

r Enable Out Of Balance Warning 

Now click on the OK button to accept the entry and then click the Close button to return to the 
Home Screen. 

A Brief Note on Setting Up a Beginning Bank Balance 

Setting up your beginning bank balance can be accomplished by either entering a deposit or by 
making a journal entry for the amount of the beginning balance. 

Here are a couple items to consider when making this entry for the beginning bank balance: 

1) The date on the entry should be prior to the first date period that you will start or that you will 
be transferring to the accountant. For example if you were starting the system as of January 1, 
2006, you would usually date the entry December 31, 2005. 

2) When making the off setting entry for the beginning bank balance dollar amount, you need to 
post to an account other than the cash account. In other words, if you were to do a journal entry 
and use the cash account for both sides of the entry, the net of the entry would be zero ($0) and 
your bank balance would be incorrect. 

This completes the Practice Set exercise with the exception of reviewing some reports . 
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Step 24: .Sample Reports 

We recommend you print the following reports to familiarize yourself with reports. 
Click on the Reports pull-down menu and run the following reports. 

1) Check Register (Payroll Only) - Simple Check Register 

2) Check Register (Payables & PR) - Simple Check Register 

3) Payroll Summary 

4) Bank Report 

5) Vendor Summary - Hold down the CTRL key and highlight all three vendors 
and then click the Select button to move them to the Selected Vendors side of the 
screen. Click the Okay button. The Vendor Summary will print to the screen. Click 
on the Printer Icon to print the report. 

6) Account Report - Hold down the CTRL key and highlight all the accounts and 
then click the Select button to move them to the Selected Accounts side of the 
screen. Click the Okay button. The Account Report will print to the screen. Click 
on the Printer Icon to print the report. 

The reports are listed on the following pages in the order shown above for your 
reference. The reports were printed using the default settings and asking for all 
vendors and accounts. This completes the Practice Set exercise. 
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Trn # Chk# Date 

Gross 

The Sample Checkwriting Company 
Payroll Check Register -All Checks 

3/1/2006 to 3/31/2006 Client No: 101 
Emp 10 Name 

Fed VVH FICNMD state WH Other Deds 

Page 1 

[\Jet 

Totals 

1003 03129106 
780.00 

780.00 

102.42 

102.42 

Smith, James J 
59.67 

59.67 

44.74 

44.74 

0.00 

0.00 

573.17 

573.17 

Practice Set Payroll Check Register- Simple 

Printed by clicking on Reports 1...+ Check Register (Payroll Only). 
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The Sample Checkwriting Company 


Payroll Check Register - All Checks 


3/1/2006 to 3/31/2006 Client No: 101 Page 2 

Additions 
NCGROS 780.00 

Deductions 

FED 
FlCAMD 
NCSWVH 

102.42 

5967 

4474 

Net 573.17 

Deposit Liabilities 

Fica Uability 
Medicare Liability 
Fed WH Liability 
AdVance EIC 

Total 

96 .72 

22.62 

102.42 

0.00 

221.76 

FUTA Liability 6 .24 

Nunber of checks to print: 0 

Ledger Entries 

610 Salaries 780.00 

22.2 Federal Tax W/H -102 .42 

223 FICA Payable -59.67 

224 State Tax W/H -4474 

110 Cash -573.17 

The total page shows the company totals, the payroll liabilities for the purpose of making 
the tax deposit for payroll and the allocations to the general ledger accounts 

The Sample Checkwriting Company 

SIIVPLE CHECK REGISTER 
March 31,2006 CD - Cash disbuffiements Client No: 101 p age 1 

Date ~ An10unt Ck Num 

3129/06 United Reality 750 .00 1001 
3129/06 Verizon 333 .33 1002 
3129/06 Sn,ith. Jarnes 573.17 1003 

3129/06 Sam's Cleaninll Service 250 .00 1004 

Totals for 4 Checks 1,906.50 

Practice Set General Ledger Transaction Register-Simple 

Printed by clicking on Reports '-+ Check Register (Payables &PR) '-+ Simple Check 
Register radio button. 
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The SampleCheckwriting Company 

Payroll Summary 
31112006 to 313112006 Client No: 101 Page 1 

Gross Fed Fica State Deds 

! James J Smith 987-12-3456 
1003 3·29;06 780.00 102.42 59.67 44. 4 0.00 573.17 

QID 780.00 102.42 59.67 4-U4 000 573. 17 

YID 780.00 102.42 59 .67 44. 4 000 573.17 

Payroll Summary - Narrow Report 


Printed by clicking on Reports L-t Payroll Summary L-t Narrow Report radio button. 
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The Samcie Checkwitirg Co~ 
BANK REPORT 

March 1, 2006 - March 31, 2006 	 Oient No: 101 Page 1 

111} Cash 

Initial Balance 

D~'2906 2 D CeJX:'Sit# 2 0 ~'29'06 


315· Retained Bl-n ings 


c::,'29'!l6 1001 L 	 United Real iI'y' 


Rer.t - -lS),OO 


n-29'OS 1002 L Verizoo 

€30 Teleprroe

D'Y29i06 1004 L Sams Cicff1i~ &nice 


€40 AJI01hel- -25') ,00 


pn-:WOS 1003 	 J!t11eS J Smith 
61:J NCGRDSS 78D,!X) 


222 Fede.a/ Witht'ddi~ 10242 

223 Fica + Medica'e \f\iithtx:ldi~ 59,67 


224 NC state vVithtclding 44,74 


11:J 	 Net -573,17 

Endi~ BaIcr1ce 

Practice Set Bank Report - Detail Report , 
Printed by clicking on Reports 4 Bank Report, 
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Vendor summary Page 1 

The Slnlple Checkwriting Company 
Report for. Ol'O1lO6 - O1'31lO6 

Vendor Amount 
501 Verilon 333.33 
502 United Reality 750.00 
503 Sarrfs Cleaning Service 250.00 

.... Selection Total 1,333.33 

Practice Set Vendor Summary 

Printed by clicking on Reports 4 Vendor Summary 4 Summary radio button and selecting all 
the vendor from the list. 

Account Report Page 1 

The Sample Checkwriting Company 
Report for: 03101/06 - 03/31/06 

Account Debits Credits 
110 Cash 10,000.00 1,906.50 
2.22 Fed.eral Tax VVJH 102.42 
223 FIG.6. Payable 59.67 
224 state Tax 'NiH 44.74 
315 Retained Earning s 10,000.00 
610 Salaries 780.00 
620 Rent 7!1l.00 
630 Telephone 343.33 
640 All Other 260.00 10.00 

File Total 12,133.33 12,123.33 

Practice Set Account Report for all Accounts 


Printed by clicking on Reports 4 Account Report and selecting all of the accounts on the list. 
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ChaRter 3 

Conversion Instructions for 
Converting 
DOS Computer Checkbook to Windows 
Computer Checkbook 

General Information 
The purpose of this conversion program is to provide an efficient way to convert existing 
DOS Computer Checkbook Company information into Windows Computer Checkbook 
Company information. This conversion program was written with the goal of minimizing 
operator intervention and minimizing any rekeying of existing information. Note that if you 
have a version of DOS Computer Checkbook that has not been updated in the last few 
years, it is important that you make sure to load a current version of the DOS Computer 
Checkbook. Instructions for the loading of this update will be enclosed with the DOS 
Computer Checkbook Update. 

How far back should I convert the data? 
This conversion is capable of converting all the data of the existing DOS Computer 
Checkbook Company but it is also capable of limiting the amount of data to be converted 
based on a user entered cut off date. Our recommendation is that you only convert the 
data from the current calendar year for the following reasons: 

Reason 1: You should convert the data for the current calendar year so that payroll 
information will be complete in the new system. If you do not do this, your check stub 
information will be incorrect. 

Reason 2: You should not convert old data from DOS Computer Checkbook because you 
will not need it to run the new system. All information that you do need such as the chart of 
accounts and the vendor information will be converted regardless of when it was entered. 
What can be bypassed is primarily old check information. If you are concerned that if you 
don't convert the old information, you will not be able to look up old checks from previous 
years on the computer, you should just keep DOS Computer Checkbook loaded on your 
machine. That way if the need arises to look up information from previous years and you 
want to do it on the computer, you can. You can do this if you keep the DOS information 
on the computer because the Windows Computer Checkbook Program will not interfere 
with the DOS Computer Checkbook program and the conversion program will not affect 
the DOS Computer Checkbook data. 
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Reason 3: The main reason that you don't want to convert data from previous 
years is that data will probably exist on DOS Computer checkbook that goes back 
many years . This can cause problems in that this old data is often invalid for a 
number of valid reasons. For example, the company may have deleted inactive 
account numbers without deleting checks that were written using those account 
numbers. Therefore, if you want to convert the old data and you want it to be 
correct, then you have to fix the invalid information before you do the conversion. 
This is probably not worth the time or the effort. 

Steps To Take In DOS Computer Checkbook 

1. Load the latest version of the DOS Computer Checkbook: Make sure that 
you have loaded the latest DOS Computer Checkbook program on your machine. 
Instructions to do this are provided with the updated CD ROM that you have been 
sent. 

2. Run the "CHECK FOR ERRORS" option in the Computer Checkbook: 
As we discussed in the question about "How far back should I convert the data?". 
the quality of the converted data is dependent on the quality of the original data . 
For this reason. the original data should be examined using the Check Errors 
option of DOS Computer Checkbook. The CHECK ERRORS option is found on the 
Utility Menu / Option number 5. It should be run for all files. You should print the 
error list. When the original data is examined. most errors that exist will probably 
be from many years ago and will typically reflect valid changes that have been 
made in subsequent years. For example. accounts that were used five used ago 
might have been changed by the company to different accounts three years ago. 
The old accounts might have then been deleted but the old checks may have been 
left in the system with the old account numbers. A transaction such as this will be 
noted in the Check Errors option as having an account number that is not in the 
chart of accounts. In the same manner. employees who are no longer with the 
company may have been deleted from the system. Check records for those 
employees may still exist and will show in Check Errors even if the checks are 
deleted. A transaction such as this will be noted as having no gross amount 
although it has a state code. You may always ignore any errors from checks that 
are marked deleted. You may ignore any errors that occur before the date that you 
have decided to convert. You will have to correct errors in the vendor file and other 
files with general information if there are any. For example. if you have a vendor 
showing an invalid account number. you have to correct the account number or 
delete the vendor if you are sure that the vendor will have no transactions after the 
cut off date that you plan to select for the conversion . Once you are satisfied that 
you will only be converting valid data. you may proceed to the next step. 
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3. Select option 16 on the interface menu to run the DOS side of the Conversion: 
You should access the Interface Menu and select option 16 which is entitled, "Export to 
WINCCS." If you don't have an option 16 on the interface menu, you do not have the 
correct version of DOS Computer Checkbook correctly loaded in your machine. When you 
do run this option, a screen similar to the following will display: 

Figure 3-1: The DOS Conversion Options Screen 

This screen will display all the bank accounts that you have set up in the Company Data 
option of DOS Computer Checkbook and the Checks and Receipts journal codes that you 
have selected for those accounts. A common error is depicted above. The error is that the 
same journal code is selected for more than one bank. In this case, DEP is used for the 
Receipts Journal Code for both banks 102 and 105. The system will still work but the 
purpose of the journal code is to allow transactions to be separated by bank on reports like 
the journal report. A different journal code must also be used for each bank if you wish to 
reconcile the banks using the bank reconciliation program on the computer. The 
conversion program will automatically suggest non duplicate journal codes in an attempt to 
help you get better usage out of the Windows Computer Checkbook System. You can use 
your existing journal codes and continue to not use various reports and the reconciliation 
feature if you wish, but we recommend you take this opportun ty to make things work 
better for yourself by correcting the journal codes. 

We think the best journal codes to use are CD1 and CR1 for the first bank, C02 and CR2 
for the second bank, CD3 and CR3 for the third bank, etc. , !3tc. (Some people like to use 
CD and CR for the first bank because there is often only a single bank and if there is a 
second and third to use C02 and CR2 and CD3 and CR3, etc.) The nice thing about this 
choice of journal codes is that it makes the journal codes easy to remember and it also 
allows the system to work at maximum efficiency. If you leave the changes to the 
recommended codes at this time in the conversion, all the previous history will be 
converted to the new journal codes during the conversion. On the new system, you will 
then be able to use the corrected codes which will allow you to run all the reports and also 
use the bank reconciliation feature. 
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The correctly filled out screen for our recommendation is shown below: 

Figure 3-2: The DOS Conversion Options Screen with recommended responses. 

Note that on the above screen, the date 01/01/2001 has been entered as a cut off 
date. This means that any transactions prior to 01/01/2001 will not be converted. 
It is our recommendation that you only convert transactions from the current fiscal 
year, so change the cut off date to the first day of the current fiscal years i.e. 
01/01/2003 to follow our recommendation. 

Once you are comfortable with your choices on this screen, select the F6 key to 
actually complete this step of the conversion. It will process very quickly and return 
to the menu. If you are doing the conversion on the same machine or on a 
networked machine, you are finished with the DOS system. If you are using 
different non networked machines to do the conversion or you are sending this disk 
to another location, you can place the converted files on a diskette using option 17. 

Now exit the DOS Computer Checkbook program and enter the Windows 
Computer Checkbook system. 

Steps To Take In Windows Computer Checkbook 

1. Load the latest version of Windows Computer Checkbook: Make sure that 
you have loaded the latest Windows Computer Checkbook system. Instructions to 
do this are provided in Chapter 1 - Introduction and Installation. 

2. Select the FILE pulldown menu and then select the IMPORT DOS CCB 
OPTION: If you do not have this option, you do not have the correct version of 
Windows Computer Checkbook loaded on your machine. When you select this 
option, the screen shown below will display. It is the main conversion screen. 
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:. ItBegin Imporling ~1(Q:ltBJ 

Ledger Trans 

Emplo,ees 

To Do 


f'ayToll Trans Chart 


Vendors Deposits 


~elect Source Data 

.!;;.ancel 

Salary Codes 

r Update Company 

r n IlIlrtlJa Fl n e 

Pa~Tollltems Cash Accounts 

Figure 3-3: The Main Windows Conversion Screen. 

3. Inform the system where the converted data is located: The first task is to click on the 
Select Source Data button so that you can inform the system where to look for the DOS 
Computer Checkbook Converted Data. When you do this an OPEN windows screen similar to the 
one shown below will display: 

DeoIdop 

My Music 

My Shared Folder 

pcsw 

Prayram Ales 
QBTransn.r 

QBDATA 

SW5etup 
....) system.5aV 
" 1lIL 

TBLSave 

Temp 

TrialB~ 

lJT2OO4 

1JTOO4 

l1TS04 

lITS05 

Valve 

WIf\l)()WS 

WUTemp 

;;Iii. Shortalt to 3'h Floppy tAl 

) 

~============~3~~~= I 
Res of type: IConversion FIIes(codata.cvw) 3 CMa!l I 

/. 

Figure 3-4: Selecting the location of the DOS conversion file. 

The files and folders that display on this screen will depend on what information is on your 
computer. You should click on the downward pointing arrow to the right of the LOOK IN box. 
When you do this, you will be able to select the drive where your converted Computer Checkbook 
data is located. If you have put your information on a diskette with option 17 of the interface 
menu, select the 3 112 inch Floppy Drive A. If you data is on a floppy diskette, you have completed 
this step. If your data is not on a floppy diskette, you will have to first select the drive for your 
conversion files and then the folder and subfolder within that drive. If you are on a single machine, 
the drive will probably be drive C. 
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If you are on a network, it will be the network drive. Once you have selected the correct 
drive by double clicking on it, you will need to select the correct folder and subfolder. The 
correct folder and subfolder are the CWU folder and a subfolder labeled with the letter E 
and then the company number. You will have to double click on the folder and then on the 
subfolder to select them. Your final display with the correct selected files would look 
something like that shown on the next page. (In this sample case, the Computer 
Checkbook Company is numbered 801 so the Company subfolder is E801) 

Look In I E801 :o:J .. (!J LJ' 1m. 
Codol • . cvw 

My~ 
OoCl.lTleli. 

Oeoktop 

:.J 
My Oocunerts 

MyComp,ier 

My NalwDlk Flen""",: ICod"'.,cvw ..:..I Open 
Places 

Fiescf~: IConveBion RIes(codaIUYYI') 3 c..nc.i 

Figure 3-5: Sample display of located DOS conversion file. 

4. Select the Conversion Data: Now highlight the conversion data fil e, "Codata.cvw" 
and click on the [Open] button. 

After you do this, the conversion will begin. The above screen will disappear from view and 
the "Import DOS CCB" screen will appear. As each portion of the data Is converted, the 
name of the data being converted will display along with a progress bar indicating the 
progress of that portion of the conversion. When all portions of the conversion are 
completed, the last progress bar will disappear from view, "Ready" will appear in the lower 
left-hand corner and a screen similar to the one that is shown below will display: 

:. Illlegm Importme l-  J[QI® 

I To Do I 801 Tbe Sample Compaay 

r Led!jer Trans T Payroll Trans T Chart T Exceptions 

I Employees r Vendors ] Deposits r Journals 

iQ!!~!>!!~J 1 Salar, Codes T Payroll Items I Cash Accounts 

r Update CQmpany I 

I 
r IP r' aIr R.I, e I Select Source Data j 

I 

I I I 
, e I I ~3ncel 

ReadY r , 
r I 

I 

Iii 
Figure 3-6: The Main Windows Conversion Screen. 

I 
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5. Provide Account Numbers for Salary Codes: Click on the Salary Codes Tab. A screen 
similar to that shown below will appear: 

:. flBegin Importing GJIQI[8J 

Chart Exceptions 

Deposits Journals 

Figure 3-7: Entering the Account Numbers for Salary Codes. 

Click on the account number field and enter the account number that should correspond to 
whatever salary codes are shown. After you have completed this step, click on Payroll Items. 
The screen shown below will display: 

:t flBegin Importing r-=l~~ 

Figure 3-8: Entering the Account Numbers for Payroll Items. 
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6. Provide Account Numbers for Payroll Items: Click on the account box next 
to each deduction code that originated in DOS Computer Checkbook and enter the 
appropriate account number next to it. Write down each payroll item code on a 
scrap sheet of paper. After you have completed this step, click on the Options 
TAB. The screen shown below will display: 

~ EtBegin Importing 

r ToDo 1 801 The Sample Company 

r Ledger Trans T Payroll Trans T Chart T Exceptions 

r Employees T Vendors T Deposits J Journals 

!Qp~.<>.':'~'! T Salary Codes T Payroll Items T Cash Accounts 

r Update Company 

r Import Data RanqEl I .select Source Data I I 

I h 

I ~an~1 

Read ~ 

J I' 

GJ[Q)([] 


Figure 3-9: The Main Windows Conversion Screen. 

7. Start the Final Import of Data: Click on the [Begin Importing] button and the 
conversion will proceed. It does not matter which client is active as long as the 
client you are trying to create does not exist. The client will be created by this step. 
When this step is finished, the screen will display "Complete" in the lower left-hand 
corner. Now click on the [Cancel] button as the computer steps of the conversion 
are complete. 

Other steps that must be completed 

1. Make sure that payroll items are what you want. If they are not, then change 
them using Payroll Utilities. 

Examine the payroll items that you are using . Look at the scrap of paper that you 
wrote down to see the payroll items that were used by DOS Computer Checkbook. 
Now double check to see that those payroll items have been created in the new 
windows client. The easiest way to do this is to look at the payroll items that are 
set up for a few typical employees. This can be done using SETUP 4 PAYROLL 
4 EMPLOYEE and clicking on the ITEMS or STANDARD CHECK radio buttons. 
Now decide if you want to change these ITEMS to different item codes. For 
example, in this example, there are three different codes for Missouri Withholding. 
MOW, MOS and MOM. We would recommend that all of these should be changed 
to MOSTWH. The normal situation is that you will change these codes to match 
the codes that your accountant is using for the same items. This is where 
coordination between the accountant and the client is very important. Once you 
have decided which items to change and what to change them to, the actual 
changes can be easily accomplished using the Utilities 4 EmployeeNendor 
Utility and selecting Substitute or Add PR Items. 
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2. CHECK THE CHECK WRITING SETUP FOR EACH EMPLOYEE: Go into SETUP 4 

PAYROLL 4 CHECK WRITING EMPLOYEE SETUP for each employee. You should 
check the information to make sure that the correct tables are designated, the hourly rate 
is correct, etc., etc. If everything seems fine, click the OK button and you are ready to use 
the system. You do have to do this for each employee otherwise that employee will not be 
allowed to have a check written. 

3. Click on the Vendor Check Writing Icon to see what the cash balance of any cash 
accounts are showing. If the company is ready to write checks now, the balance may be 
corrected by first changing the date to the previous accounting period and then entering 
the necessary adjustment. Then return to the current accountjng period and verify that the 
adjustment was correct. If the company is going to make entries to catch up before using 
the system to write checks, you should delay making the correction to cash until they are 
ready to start writing checks on this system so that you do not have to make an entry 
twice. 

The following page presents an abbreviated checklist of the items that have been 
discussed in this documentation. 

Conversion Checklist 

Get Ready 

1. Make sure you have the latest versions of DOS Computer Checkbook and Windows 
Computer Checkbook loaded before you begin the conversion. Soth of these systems are 
on the Windows Computer Checkbook CD ROM that you recently received . The 
instructions that you will need to install these systems were provided with that CD ROM. 

2. Decide how far back you want to convert the data. We recommend that you only 
convert the current year. 

Enter into the DOS Computer Checkbook System: 

3. Run the "CHECK ERRORS" option in DOS Computer Checkbook. (Utility Menu/Option 
5). Make any corrections that are necessary remembering that you do not need to correct 
any check or deposit data prior to the cut off date that you select on your conversion. 

4. Select Option 16 on the Interface Menu entitled "Export WINCCS". This will run the 
DOS portion of the conversion. 

5. If necessary place the converted data on a diskette. (This will only be necessary if the 
data from the DOS conversion is not on the same machine as the Windows Computer 
Checkbook program or is not on a network that is accessible to the Windows Computer 
Checkbook program. 
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Enter into the Windows Computer Check System: 

6. Select the File pulldown menu and then select the "IMPORT DOS CCB" option. 

7. Access the converted data using the "Select Source Data" button. 

8. Select the conversion data and click on the open button . This will begin the Windows 
side of the actual conversion process. 

9. When the machine portions of the conversion are completed, you will be returned to 
the IMPORT DOS CCB conversion screen. Provide the Account numbers for the salary 
codes by clicking on the Salary Codes TAB. 

10. Click on the Payroll Items TAB and provide account numbers for the Payroll Items. 

11 . Click on the "Begin Importing" button to begin the final import of the data with the 
updated account information. 

12. Check the payroll items that you now have. If they do not match when the accounting 
firm has for these same items, they must be changed. 

13. Check the "Check Writing Employee Setup" for each employee and correct any data 
that is incorrect and add any data that is missing. 

14. Adjust the cash balance if necessary by making a journal entry in the previous 
accounting period. 

15. If you have to send this data to another location, click on the diskette Icon and zip the 
information to drive A. At the other location, they can access the data by clicking on the 
diskette Icon and unzipping the information from drive A. 

16. When the system is first used, make sure to particularly examine the vendor and 
payroll checks that are produced to ensure correctness. 

This concludes the instructions for the DOS COMPUTER CHECKBOOK TO WINDOWS 
COMPUTER CHECKBOOK conversion. 
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Chagter 4 
Setup 
This chapter begins by providing a Checklist to setup a New Windows Computer Checkbook 
Company (New - meaning a company that was not previously setup on P.C. Software's DOS 
Computer Checkbook). The checklist is followed by a section entitled Setting Up a New 
Company which explains the use of the options that are used in setting up a new company. 

General Note One: 

Make sure you have correctly installed the Windows Computer Checkbook System. 
This installation is discussed in the Introduction and Installation section of this manual. 
If you also use the Windows Client Write Up System or the Windows General Ledger 
System, you will also need to install the update for those systems. The programs 
(Computer Checkbook, Client Write Up and General Ledger) should all have the same 
version number. If you do not do this, you will constantly be asked to run the Version 
Control program whenever you access the same data with the different systems. 

General Note Two: 

You should go through the Checklist shown on the next page to setup any new company 
for the Windows Computer Checkbook System. These steps will not implement the 
advanced Windows Computer Checkbook features which are Advanced Payables and 
Advanced Payroll. If you wish to implement either of these features, you should still 
follow the Checklist and then follow the instructions for implementing these options which 
are found in Chapter 6: Advanced Payables and Chapter 7: Advanced Payroll. 

General Note Three: 

Users on the Windows Client Write Up program will notice that the options in Computer 
Checkbook do not have as many fields or choices, compared to the same options in Client 
Write Up. For example, in the Chart of Accounts, only the basic postable accounts may be 
entered in Computer Checkbook. All the financial formatting and tax interface fields and 
choices that are found in Client Write Up are removed in Computer Checkbook since they 
are not applicable. 

General Note Four: 

If you will be setting up more than one company using Computer Checkbook, you should 
consider using the option "Clone Client" for set up of any company after the first company 
setup. This will save you a lot of time compared to setting up a company from the 
beginning. Details on how to use this option can be found in c apter 10 and the option is 
located under the File menu and sub-option Copy, and then Clone Client. 
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Checklist to Setup a New Company: 

1. 	 Set up a new company using the Create a New Client Icon, shown to the left. 

2. 	 The Fiscal Year End and the Current Monthly Period for processing will 
automatically be set up based on the day you set up a new company. Fiscal 
Year End is not used in Computer Checkbook as such. It is only used to set 
up the periods that you want to process. The system will assume you want to 
process monthly and you will be in the current month. You may change to a 
different month or set up different periods if you wish by using the Setup pull
down menu then the options found under Date. 

3. 	 Use the Chart of Accounts Maintenance Icon, shown to the left, and enter a 
Chart of Accounts. All you should enter are accounts that will have balances. 
There is no need to enter any "heading" accounts and their entry will not be 
permitted. 

4. 	 Use the Setup pull-down menu then Accounts and the Cash Accounts option 
and enter any Bank Accounts that will be used in Computer Checkbook and 
their appropriate journal codes. 

Note: Only the first TAB (Recon, etc.) should be used. The second and sixth 
TAB (Check Writing Bank Data & Check Writing Name & Address 
Override) and the third TAB (Check Writing Logos) are only used with the 
MICR feature. The fourth TAB (Change Employee Net Account) is a utility 
program that would only be used if the company changed the bank account 
that it uses to write payroll checks. The fifth TAB (NACHA Setup) is used in 
conjunction with Direct Deposit of payroll checks for employees. 

5. 	 Use the Setup pull-down menu then the Company option and enter the 
company's name. 

Note: The only TAB that you would typically use is the first tAB (Name and 
Address) which is used to enter the company name. The second TAB 
(Options/2) only applies to customers that have had custom programming 
done for special requirements. The third TAB (Check writing Name and 
Address) applies to MICR Checks and an assortment of additional features. 

6. 	 Use the Setup pull-down menu then Payroll and the Payroll Setup option to 
set up a company for payroll just like you would in after-the-fact payroll. 

7. 	 Use the Setup pull-down menu then Payroll and the State option to set up 
state information, gross pay and gross state withholding for payroll just like you 
would in after-the-fact payroll. The system will default the state payroll item 
codes to XXGROS for gross pay and XXSTWH for state withholding, where XX 
is the abbreviation of the state. 

8. 	 Use the Setup pull-down menu then Payroll and the Payroll Item option to set 
up deductions and additional gross pay. Make sure that you enter the payroll 
items, FED and FICAMD. You also need to add any other payroll item codes 
that you will need for the payroll such as INS for medical insurance etc. 
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9. 	 Use the Employee File Maintenance Icon, shown to the left, to enter the employees. It is 
best to use the recommended payroll items that you have set up for federal and state 
withholding. Thus if someone was using the Federal Single Table, they would still have FED 
for the federal deduction code in ITEMS. Likewise a married person that was using the 
Federal Married Table, would also use FED for the federal deduction code in ITEMS. In the 
same manner the general state code XXSTWH would be used for all employees in that state 
regardless of which state tax table they will be using. Make sure at you set up all 
appropriate taxing jurisdictions such as the state and local jurisdictions if they are needed. (If 
you need more detailed information on how to do this - please accomplish the Practice Set 
exercise found in Chapter 2 of this manual.) 

10. Use the Setup pull-down menu and the Vendors option to enter the vendors. Note that this 
option does not exist in the Client Write Up System. 

11. Make sure you have the tax tables you need to process your company. You can probably get 
what you need by loading the pre-set tables provided by P.C. Software Accounting. You can 
do this by using the Utilities pull-down menu then System Utilities and the Get Updated Tax 
Tables after Update option. If you are not familiar with what tables you need to assign to 
each employee, you should read the section on Tax Tables found in the Practice Set 
Chapter beginning on page (2-21). 

12. Use the Setup pull-down menu then Payroll and the Check Writing Employee Setup option 
to setup the paycheck information that will be needed to calculate taxes on the paychecks. 
This is where you enter the information for each tax jurisdiction including the correct tax table 
to use and the numbers of deductions or credits. This is also where you designate which tax 
table is used for an employee. In the right center of this screen there is a place to enter the 
federal tax tables and deductions or credits . It is important to check the Hourly check box 
and the Timecard check box if you are going to enter time cards for the individual. 

Note: You have now completed the setup of the system and you are ready to write either 
payroll checks or vendor checks or enter and print deposit slips. 

13. To write payables checks use the Enter Vendor Checks Icon shown to the left. Enter the 
information and check it. When you are finished and click on Write Check, the check will be 
written and immediately become a part of the Client Write Up records. 

14. To write payroll checks use the Enter Payroll Checks Icon shown to the left. If you have 
indicated that this individual is going to have a timecard (Step 12 above), then a Timecard will 
flash up when you get to the Gross Field. Enter the timecard . The time card may have as 
many components as necessary. When you have entered the full timecard, click on Save and 
Return and the individuals check will be calculated. The check will print when you click on the 
"Write Check button". 

15. To enter and print deposit slips or other types of miscellaneous transactions, use the Process 
Receipts Icon shown to the left. You enter the information and print the deposit slip from 
here. This information is also immediately available to the Client Write Up System. 

16. This completes the basic Computer Checkbook Cycle. There are a number of other reports 
that you can run using the Reports pull-down menu, such as a bank statement report and 
vendor and account reports. 
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Setting Up a New Company 

This section will walk you through the setup of a completely new company. The 
setup will include the following items: 

• Creation of a basic company data file 
• Establishing Dates (Fiscal Year and Current Reporting Period) 
• Setting up a Chart of Accounts 
• Defining Cash Accounts for check writing 
• Entering beginning bank account balances 
• Entering company payroll information 
• Setting up payroll items like deductions, etc 
• Entering employees and vendors 

If a step does not apply, (such as you will not be handling payroll), or you do not 
have the information at hand you can skip that step. If you need to complete the 
step, you can return to it later. 

To complete the setup of a new company the following source documents are 
necessary in most cases. 

• Chart of Accounts Listing 
• Bank Balances 
• Employee Listing 
• Employee Year-to-Date Wage Amounts 
• Vendor Listing 
• Company payroll information 

New Client 

[] 

Before setting up a new company for processing with Computet Checkbook, you 
must first create the data files for the new company. This may be done by clicking 
on the File pull-down menu and then the New option or by clicking on the Create A 
New Client Icon, shown to the left, which will provide a speedier access to this 
option. 

Once you are in this option, you should select the disk drive where you wish to 
store the new files. The system will default to drive C and the folder PCSW. To 
change the drive first click on the down arrow located at the end of the Drive 
Location Field which will display a list of available drives. Select the drive where 
you wish to store the data files from this list. Next, in the frame titled Location for 
New Files, select the folder where you wish your new company files to be stored. 
Double-click on any folder to display the names of any subfolders within it. Click 
on the up or down arrows to scroll through the folder list. Next, click on the New 
Client Number input box, and enter a company number, which can be up to five 
characters. This will be the number (it can be alphanumeric) that will be used to 
identify the company for future proceSSing. Finally, click on the OK button. The 
company files will be created, and the system will display the Home Screen. The 
newly created company will be activated for processing. Later on you will be able 
to name the company and enter their information. 
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Setup Pull-Down Menu 
The options listed on the Setup pull-down menu are discussed below: 

Date 
The Date option has two sub-options, Enter/Change Fiscal Years and Current 
Reporting Period which are discussed below: 

Enter/Change Fiscal Years 
This is where you can change the Fiscal Year Ending and how many Reporting 
Periods exist in the year. When you first setup the company the system will 
assume a December year-end and 12 periods since this is by far the most common 
choice. Once these items are input, the system will calculate the date ranges 
automatically for you. You can override these dates if desired. 

Current Reporting Period 
This is where you establish which Accounting Period you want to process. 
Usually a selection will be made from the displayed list. If there is data available 
from a prior year which you would like to access, you may select the Reporting 
Period date within that year. 

The Current Reporting Period option can also be accessed using the Current 
Reporting Period Icon. 

Account 
The Account option has two sub-options, Chart of Accounts and Cash Accounts. They 
are discussed below: 

Chart of Accounts 
Shown on the next page is the Chart of Accounts Maintenance Screen. It is 
accessed either by using the Setup pull-down menu then Account and the Chart 
of Accounts option or by clicking on the Chart of Accounts Maintenance Icon. 
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Figure 4-1: Chart of Accouriis Maintenance Screen. 

All of your Chart of Account information is entered into the system using this 
screen. 

Account Number 

The account number may be any length between three and six digits. The account 
number must not include any non-numeric characters with the exception of a 
period. 

For example, 118 or 118.1 would both be valid account numbers. 118A would not 
be acceptable . 

Note: The accounts will appear in numerical sequence on the financial statements 
as long as all of the accounts for a company contain the same number of digits 
such as 1002, 3001 and 4010, which all have four digits. 

It is possible to enter accounts of mixed length if necessary, by using a decimal 
point. For example, 234 and 234.5 could be in a single Chart of Accounts. If 
accounts of mixed length are entered in any other manner, the accounts will not 
necessarily sort in numeric order. For example, account 99 would come at the end 
of the chart, instead of preceding account 100. Consequently, if you desire to use 
99, enter it as 099. 

List Account Number 

The List button located to the right of the Account Number Field will display the 
Chart of Accounts for your review and/or account selection. To select an account, 
highlight the account and click OK or double-click on the desired account. 
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Account Description 

Each account should have an associated description entered. This description 
may be up to 100 characters in length. Due to the varied width of the margins, font 
sizes and content of the various reports generated by the system, the system will 
control how many characters and lines the account title description will take to 
print. A good rule of thumb is to keep the description at less than 30 characters, 
unless you don't mind it taking more than one line in reports. 

The operator may use upper and lower case letters when entering the description. 
(Le. If all upper case letters were desired on the reports then the accounts should 

be entered in upper case. Likewise an account keyed in using both upper and 
lower case letters will appear that way on the reports.) 

Account Type 

In order for the computer to accomplish the correct accounting calculations, each 
account must be classified as to its accounting type. 

The types possible using this system are: 

• 	 Assets 
• 	 Liabilities 
• 	 Equity 
• 	 Income 
• 	 Cost of Sales 
• 	 Expenses 
• 	 Other Income 
• 	 Other Expenses 
• 	 Provision For Taxes 

Print Chart of Accounts 

To verify that the Chart of Accounts has been entered correctly, you should print a 
copy of the Chart of Accounts. To print and correct the Chart of Accounts either: 

1. 	 Click the Print button while in the Chart of Accounts Entry Screen. 
2. 	 Compare the listing with your source documents. 
3. 	 Make any necessary corrections or changes. 

or 

1. 	 Click on the Reports pull-down menu then File Listings and the Chart of 
Accounts option. 

2. 	 Enable the Standard List and Print radio buttons. 
3. 	 Click OK. 
4. 	 Compare your printed list with your source document. 
5. 	 Make any corrections necessary 
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Cash Accounts 

This option allows the setup of Cash Accounts, also referred to as bank accounts, . 
and their related Journal Codes. The system, when asked to use a particular 
Cash Account, will display the related Journal Codes you have entered. 

Journal Codes are important to the system, because they are the means by which 
you segregate transactions. So when you want to print a check register or 
reconcile a bank account, you want to assign all the checks and deposits for a 
particular bank account a unique Journal Code. The recommended choice for a 
first bank account is CD1 for cash disbursements and CR1 for cash receipts. In 
the same manner a second bank account would use C02 for cash disbursements 
and CR2 for cash receipts, etc. If you only have a single bank account and don't 
anticipate adding a second bank account, you could use CD for cash 
disbursements and CR for cash receipts. 

The following fields are discussed below: 
• 	 Cash Account 
• 	 Reconcile this Cash Account 
• 	 Disbursement Journal Code 
• 	 Receipts Journal Code 
• 	 Prevent Posting of credit to cash from payroll (The following field is not 

used in Computer Checkbook). 

Cash Account 

A valid account number (one already entered into the Chart of Accounts) can either 
be typed into this field or entered by clicking on the List button located to the right 
of the Cash Account Field and selecting an account from the list of accounts. 

Note: Only Asset and Liability accounts can be setup as Cash Accounts. 

Reconcile this Cash Account 

If you enable the Reconcile this cash account check box the system will allow 
you to reconcile this bank account using the Bank Reconciliation feature which is 
discussed beginning on page 4-39. 

Disbursement Journal Code 

Journal Codes are setup using the Setup pull-down menu then System and 
Journal Codes. Any Journal Code that you setup is available to be used by all 
clients . 

Either type in a valid Journal Code which applies to the Cash Account or select a 
Journal Code from the list of available Journal Codes, by clicking on the down 
arrow located at the far right of the Disbursement Journal Code Field . 

Note: Various reports, like the Check Register and Journal Report, are segregated 
by Journal Codes 
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Receipts Journal Code 

Journal Codes are setup using the Setup pull-down menu then System and Journal 
Codes. Any Journal Code you setup is available to be used by all clients. 

Either type in a valid Journal Code which applies to the Cash Account or select a Journal 
Code from the list of available Journal Codes, by clicking on the down arrow located at the 
far right of the Receipts Journal Code Field. 

Note: Various reports, like the Check Register and Journal Report, are segregated by 
Journal Codes 

What are Journal Codes? 

The system uses both the predefined Journal Codes and any others you add to 
segregate transactions/entries into separate journals. This is a system wide feature, so 
the Journal Codes that you setup will apply to all clients. 

The journal code is three digits long and may have any characters that you desire with a 
few exceptions. 

How to Setup Cash Accounts: 

In order to setup your Cash Accounts, follow the steps below: 

1. 	 Click on the Setup pull-down menu then Account and select the Cash Account 
option . The Cash Account Entry Screen will display. 

2. 	 Enter your Cash Account number in the Cash Account Field or click on the List 
button to select the account number from the list. 

3. 	 Using the drop down list, select from one of the preset Disbursement Journal 
Codes that relate to this Cash Account. 

4. 	 Using the drop down list, select from one of the preset Receipts Journal Codes 
that relate to this Cash Account. 

5. 	 Click on the OK button to record the information. 
6. 	 Setup any remaining Cash Accounts using the same steps. 

Note: If you are coordinating with an accountant please check with them for the Journal 
Codes that would be best for your use. 

The Check-Writing Bank Data TAB 

This TAB accesses a screen which is only used with the optional MICR feature which is 
discussed beginning on Page 10-36. 

The Check-Writing Logos TAB 

This TAB accesses a screen which is used mainly with the optional MICR feature which is 
discussed beginning on Page 10-36. This TAB screen can be used to establish a logo that 
would print a signature on pre-printed standard checks. 
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The Change Employee Net Account TAB 

This TAB accesses a screen, which allows you to change the employee's net 
account for a single employee or for all employees. This option is useful if you 
change payroll bank accounts for your company. 

Note: This option will not change any existing payroll transactions. 

The NACHA Setup TAB 

This TAB accesses screen is only used with the Direct Deposit option which is 
discussed beginning on Page 7-19. 

Check Writing Name & Address Override 

This TAB accesses a screen, which is only used with the optional MICR feature, 
which is discussed beginning on Page 10-36. 

Setting Up a Beginning Bank Balance 
Setting up your beginning bank balance can be accomplished by entering either a 
deposit or by entering a journal entry for the amount of the beginning balance. 

Here are a couple of items to consider when making this entry for the beginning 
bank balance: 

1. 	 The date on the entry should be prior to the first date period that you will begin to 
enter transactions. For example if you were starting the system as of January 1, 
2006, you would usually date the entry December 31,2005. 

2. 	 When making the offset entry for the dollar amount of the beginning bank amount, 
you need to post to an account other than the Cash Account. In other words, if you 
were to do a journal entry and use the Cash Account for both sides of the entry, the 
net of the entry would be zero ($0) and your bank balance would be incorrect. 

Company 
The Company option has the following setup screens Name and Address, 
Options, Check-Writing Name and Address, and the Receipts Default 
Accounts. Note that the Disclaimer Letter options TAB is not used in CCB. Each 
of these screens is discussed below: 

The Name and Address TAB 

This TAB accesses a screen where you can enter the company's name and 
address that you want to appear on Statements and Reports, and consists of three 
(3) lines. There is also a place to enter the company's name and address that you 
want to use as their letterhead for letters and consists of four (4) lines. This should 
be ignored as letters are not produced in Computer Checkbook. 
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The Options Tab/The Options 2 Tab 


The Options tab accesses a screen which allows you to select the "Auto Cents" feature, 
which allows cents to be set to be entered without entering the decimal pOint. (i.e. 20012 
would mean 200.12). You can also indicate to the program that you are using the "Cost 
Centers" . This screen would also contain any special custom modifications that might 
have been made to your system. The Options 2 tab is where you would type in a code to 
unlock any special modifications to the system that P.C. Software has specially made for 
your company. l\Iormally this portion of screen is blank and not used. 

The Check-Writing Name and Address Tab 

This TAB accesses a screen where you would enter the company's name and address, 
exactly as you want it to print on a check. This feature works in conjunction with the 
special add-on option for producing MICR codes on checks. 

If you print checks from many different bank accounts and prefer having only one stack of 
checks, the MICR add-on option may be of interest to you. Under this method of printing 
checks, you would order what is called "Blank Stock Checks" which have no bank name, 
no company name and no pre-printed MICR bank encoding numbers. The system will 
produce this information on the check for you . If you think you might be interested in this 
option, contact P.C. Software Accounting. 

This screen also contains check boxes for a number of special features. 

Payroll Check Stub Note - If you enter a message or note in this field , you can have it 
print on each employee's payroll check stub (i.e. Happy Holidays to you and your family). 
While in the Write Payroll Checks option, you would want to check the box "Print Note 
On Check Stub" to print your note. 

Vendor Check Stub Note - If you enter a message or note in this field, you can have it 
print on each vendor's check stub (i.e. Thank You for your continued business). While in 
the Write Vendor Checks option, you would want to check the box "Print Note On Check 
Stub" to print your note. 

Show Bank balance during Check-Writing - This checkbox allows you to decide if you 
want your bank balance to appear on the screen while writing checks and recording bank 
withdrawals. If the check box is enabled the balance will show, otherwise it will not show. 

Show Check Number on Receipts - Checking this box tells the system you would want 
place a column labeled "Check Number" on the Receipts screen on the Distribution Grid 
between the Description field and Amount field. This feature is very useful if you want to 
track the check numbers from customer's check deposits. 

Client Specific Check Alignment - Checking this box tells the system that you will be 
setting up a check alignment specific to this active client. For more information on setting 
up a check format, go to "Align Laser Checks" on page 4-34 . 

AP Check Stub Distribution Printing - You control how the Account Distribution 
Description prints on the vendor check stubs: 
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Print as Entered - With this selection, the system prints whatever text exist in the 
Account Description field in the Distribution Grid on the check stub. If you override 
the account description or leave the existing chart of accounts description, the 
system will print every description with a dollar amount. 

Print Only Overrides (And Totals) • Selecting this choice will cause the system 
to print each distribution on the check stub where the account description is 
overridden . It prints a MISC total of the distributions that are not overridden. And 
then prints a total of the check amount. 

Print Total Only • This selection will only print the check total amount on the 
check stub, no matter what entries you make in the distribution ,grid. 

Display Bank Balance on System Info Screen - Checking this box will cause a 
bank balance to appear in the System Information Screen, which is display on 
the lower right hand corner of the Home Screen of Computer Checkbook. The 
screen will display the Cash Account number and current balance for the last cash 
account with activity. 

The Receipt Default Account(s) TAB 

This screen allows you to specify a default offset account for any or all of the 
receipt type transactions. For example, you can set Interest default account to 
450, which is the Interest Income Account. Then when you select the Interest 
Receipt type, account 450 will automatically display in the Distribution section of 
the Receipt Entry Screen. All you have to do now is fill in the amount.) 

Payroll 
The Payroll sub-options are discussed below. 

Payroll Setup 
Setting up your payroll information is very important and needs to be done 
systematically. Below is our recommended order in setting up your payroll options. 

1. Payroll Setup - General 
2. Payroll Setup - Options and Tab Stops 
3. State Setu p 
4. Payroll Items 
5. Locality 
6. Employee Setup 
7. Assign Deductions By Week 
8. Check Writing Employee Setup 
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General TAB of Payroll Setup 

Below is a brief description of the fields contained on this screen and their function. 

Federal ID - Enter the company's federal tax identification number. Enter the number as 
you want it to print. 

FICA Options: The FICA option choices you make here have no effect on the calculation 
of the FICA and Medicare for Computer Checkbook. The FICA options only pertain to the 
Client Write-Up or General Ledger programs and how they handle FICA and Medicare. 
The Computer Checkbook program will always calculate the FICA and Medicare based on 
the correct year-to-date amounts. 

Auto FICA Fix - This check box is only used in after-the-fact payroll for accounting firms. 
Leave blank if you are calculating checks. 

Correct YTD FICA - This check box is only used in after-the-fact payroll for accounting 
firms. Leave blank if you are calculating checks. 

Prevent FICA Recalculations - If this check box is enabled (has an "X" in it) the system 
will not recalculate the FICA withholding on a standard check if the employee's earnings 
exceed the FICA maximum limit. Leaving the option disabled (blank) will allow the system 
to automatically make this correction to FICA. 

The check box "Create GL Detail for Entire Paycheck" and the cash account choices 
under "Cash Account Default for New 1099Nendor Recipients" are Client Write-Up or 
General Ledger functions. 

Minimum Wage - In this field you would enter the Federal minimum wage. The system 
uses this figure to determine if a tipped employee is meeting tile minimum wage 
requirements. 

Options and Tab Stops TAB of Payroll Setup 

Below is a brief description of the fields contained on this screen and their function. 

Define new employee based on the default employee - To help speed up the setup of 
new employees, the system allows you to designate an employee as the sample setup 
employee. Thereafter any payroll information, such as the payroll items and the tax 
jurisdictions that you input for the default employee will carry forward to any new employee 
that is being setup. To make this function work, complete the following steps: 

1. 	 Enable the option by clicking on it, and "X" will appear in the check box. 
2. 	 Access Employee File Maintenance Screen (Setup, Payroll and Employee) and 

bring up the default employee. Enable the Use this record as default check box and 
click OK. 

During Transaction Entry Prevent the Cursor from Stopping On (Tab Stops) - During 
payroll transaction entry, some of the entry fields may contain defaulted information or 
may not need any data entered. An example would be the date where the system carries 
forward the existing date; and the day would normally be changed using the Day Field. 
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In the same manner, the Cost Center Field should be skipped if the company 
does not use cost centers. 

The system allows you to select the following fields to bypass during transaction 
entry: 

• Memo 
• Date 
• Cost Center 
• Unemployment State 

Mise Tab 

This tab screen handles features related to the Transmittal Sheet used in 
conjunction with the Advanced Payroll. The left hand side of the screen allows you 
to customize the column headings for the Transmittal Sheet. 

The right hand side of the screen addresses a feature to help speed up time card 
entry in Advanced Payroll. The program can be setup to have employees 
automatically sequence without having to call up each employee. If you are then 
inputting from the transmittal sheet, the employee sequencing can match the 
transmittal sheet. You would check the box labeled "Auto sequence to the next 
employee during Time Card Entry" and select the sequencing you desire. Only 
employees marked as hourly under "Setup/Payroll/Check Writing Employee Setup" 
will appear in the sequence. Employees indicated as terminated in the "Basic 
Information" screen of "Employee File Maintenance" will not show up in the 
sequencing. 

State 
Before any payroll checks can be processed, information regarding the states in 
which the company operates must be entered. Below is a description of each field. 

State Abbreviation - Enter the two-character postal abbreviation for the state. 
Clicking on the List button located the right of the State Abbreviation Field will 
display all the states, which have been previously setup. 

State Name - If a valid state abbreviation is entered in the State Abbreviation 
Field, the full state name will be displayed in this field. 

Status - This is only a display field . This field indicates whether this state is being 
setup for the first time (NEW) or it is being changed (ACTIVE). 

State Income Tax withholding - Enable this check box if your state has state 
income tax. 

Income Tax 10 - This is a 15 character field for the state income tax 10. 

Fed WH Reduces SIT Taxable Wages - Federal Withholding Reduces State 
Income Taxable Wages. Some state income tax withholding calculations allow the 
reduction of gross wages by the amount of Federal Withholding before calculating 
the state tax withholding . If your state does this, enable this check box. . 
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Default State for New Employees - Enable this box if the majority of the employees are 
from a particular state and you want this state to be automatically assigned to each new 
employee that is being setup. 

When a two digit state 10 code is entered in the State Abbreviation Field, the Payroll 
Item Creation entry area will appear. At this time you can go ahead and assign the Gross 
Wages and State Withholding codes and the accounts the system will post to. This 
bypasses having to go the Payroll Item Setup Screen to setup this same information. 

In cases where the state has no Income Tax Withholding, only the following fields will 
appear: 

Gross Wages - This field will default to an entry of the State two digit 10 + GROS. Unless 
there is a good reason to override this selection you should use this code for your state's 
gross wages payroll item code. 

Posting Account - In this field you will enter the account number you want this state's 
gross wages to post. If your company uses different accounts for different employees, 
enter the most commonly used account here. Remember that each employee may have a 
different account number setup in their employee record if necessary. 

In cases where the state does have state income tax withholding, the following two 
additional fields will appear: 

State Withholding - This field will default to an entry of the State two digit 10 + STWH. 
Unless there is a good reason to override this selection you should use this code for your 
state's withholding payroll item code. 

Posting Account - In this field you will enter the Account Number you want this state's 
income tax withholding to post. If your company uses different accounts for different 
employees, enter the most commonly used account here. Remember that each employee 
may have a different account number setup in their employee record if necessary. 

How to Setup State Payroll Information Summary 

1. 	 Click on the Setup pull-down menu then Payroll and State. 
2. 	 Enter your state code into the State Abbreviation Field. 
3. 	 If your state charges income tax, enable the State Income Tax W/H check box, enter 

your State Tax 10, and enable any other option needed. 
4. 	 Click on the Gross Wages-posting Account Field and enter the account number 

that you want the gross wages to be posted to. 
5. 	 If your state has income tax withholding, click on the State Withholding-posting 

Account Field and enter the account number that you want the withholding to be 
posted to. 

6. 	 Click on the OK button to accept the screen . 
7. 	 Click on the Close button to return to the Home Screen. 
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Payroll Items 

You will now need to setup the payroll items that are needed by your company. A payroll 
item is anything that affects a payroll check (addition, deduction, etc). The gross wages 
payroll item was automatically setup by the system during State Setup and so was the 
state withholding payroll item if that state has a state income tax. Any other additional 
gross wages, taxes withheld, insurance deductions, etc, must be setup with this option. 

Payroll Item Code 

The Payroll Item Code can be up to a six digit alphanumeric code. Our recommendation 
would be to either use the codes we have already setup or to enter a code which best 
describes or identifies the payroll item you are setting up. 

Below are a few examples of our preset codes: 

FLGROSS Florida Gross Wages (Automatically setup when you 
setup the state) 

FED Fed Withholding 
FICAMD SS & Medicare (If combined on the paycheck) 
MEDWH Medicare (If separated on the paycheck) 
INS Health Insurance 
EIC Advanced EIC 

Payroll Item Name 

This field should be used as a complete description of the payroll item and the description 
that will print on the employee's check stub. 

Payroll Items - Type 

This section of the screen allows you to establish what type or how you want the system to 
handle the Payroll Transaction Items and to what account you want the system to post 
the dollar amounts. Your choices of item types are: 

Amount - A field appears which allows you to enter a Fixed dollar amount or more 
commonly to leave it blank and enter the amount while processing the payroll check. 
Once you enter the dollar amount and add this payroll item to an employee's setup, the 
dollar amount will automatically appear each time you attempt to enter a payroll 
transaction for the employee. An example of a fixed amount might be a deduction for 
health insurance where each payroll period the same dollar amount is withheld. 

Percentage - Four fields appear which allows you to enter a percentage, a maximum 
and/or a Minimum dollar limit and an Annual Limit Amount. An example of a percentage 
item might be a deduction for a SEP/IRA where we want to withhold 15% of the gross up 
to an annual maximum limit of $5,000.00. 

Setup FED Payroll Item 

Next you will call up the pre-set payroll item code used for Federal Income Tax Withheld, 
FED. 
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Note: Later you will tell the system which tax table, FEDS(Single) or FEDM(Married), to 
use for calculating Federal Income tax withholding for each employee. This is done by 
marking either Single or Married in the Employee Check Writing Setup option. 

The main task in setting up any payroll item is to designate the account number that will 
be used for that payroll item. The following steps take you through entering the posting 
account number for FED. 

1. Click on the List button to the right of Item Code Field . 
2. Select FED from the list by highlighting it. 
3. Click on OK. 
4. Insure the Name Field says Federal Withholding. 
5. Insure the Group Field says Deduction. 
6. Insure the Category Field says Federal Withholding. 
7. Insure the Item Type Field says AMOUNT. 
8. Enter your Federal Withholding account number in the Posting Account Field. 
9. Click the OK button to accept the screen. 

Setup FICAMD Payroll Item 

Next you will call up the pre-set payroll item code used for FICA and Medicare Withholding 
(FICAMD). 

1. Click on the List button to the right of Item Code Field. 
2. Select FICAMD from the list. 
3. Insure the Name Field says "Fica + Medicare Withholding". 
4. Insure the Group Field says Deduction. 
5. Insure the Category Field says FICA/Medicare Withholding(Employee Share). 
6. Insure the Item Type Field says Amount. 
7. Enter your FICA + Medicare account number into the Posting Account Field. 
8. Click the OK button to accept the screen. 

Setup Payroll Deduction 

Below is an example of how to setup a normal payroll deduction. 

1. Enter INS in Item Code Field. 
2. Enter a description of HEALTH INSURANCE in Name Field. 
3. Insure the Group Field says DEDUCTION. 
4. Insure the Category Field says OTHER DEDUCTION. 
5. Insure the Item Type Field says Amount. 
6. Enter 465 into the Posting Account Field. 
7. Click the OK button to accept the screen . 
8. Click the Close button to return to the Home Screen. 

The Payroll Deduction Examples listed on the next page illustrate additional examples of 
deduction setup, such as 401 K, local with holdings, deductions calculated by percentage, 
etc. 
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Payr011 Deduction Examples 

The following table depicts some common deductions: 

Deduction Category Item Type 

401K Employee Deduction 401 K (Employee Paid) Amount 

Cafeteria Plan Cafeteria Plan Amount 

Local Withholding Local Withholding Amount 

Typical Deduction 
(Uniforms, etc) 

Other Deduction Amount I 

The table shown below depicts the status of the deduction in relationship to being 
subject to Federal taxation (for state or local status, check with your accountant): 

Deduction W/H FICA Medicare Unemp 

401 K Employee Deduction X X X 

Cafeteria Plan 

Local Withholding X X X X 

Uniforms, etc. X X X X 

Locality 

This option allows you to setup multiple Local Taxing Entitles. You will use this 
screen primarily to identify Locality information which will print on the W-2's. 

The following fields are available: 

Locality Abbreviation - This is a six (6) digit character field . This abbreviation is 
used to name this locality and is used in the setup of the local tax tables. 

Locality Name - This is a twenty (20) digit character field. This field will carry 
forward and print on the W-2's if you request. 

Income Tax 10 - This is a fifteen (15) digit character field. This field will also carry 
forward and print on the W-2's if you request. 

Posting Account - Enter the account number or select from the drop-down List 
the account number where you want to post the local tax withheld from an 
employee's pay check. 

Default Tax Table 10 - Enter the tax table 10 or select from the drop-down List the 
tax table 10 that you want to use to calculate this locality's tax withholding. If there 
is no local tax table available that you want to use, then you will need to setup a 
local tax tables using the method described below. Once the local tax table has be 
setup, you will need to access this option and enter the tax 10. 
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Note: You can have more then one tax table for a locality. The default field holds the tax 
table most often used with this locality. In most cases it should have the same ID as the 
locality abbreviation for example if the locality abbreviation is ATL for Atlanta then this 
code should also be A TL. 

Local Tax Tables 

If your company requires a local tax, you should accomplish the following steps. The 
process will be illustrated by setting up a local tax table for Smalltown, North Carolina. 
This locality has a 1 % tax on all wages earned in its locality. 

1. 	 Setup the Locality. Click on the Setup pull-down menu then Payroll and Locality. 
The screen shown below will display: 

locality 8bbrevlation: I S atus: 

Locality Name: 

Income Tax 10: 

Posting Account 

Default Tax Table: 

Qelete ~~ Close 

Figure 4-2: Locality File Maintenance Screen 

Key in a unique LocalityAbbreviation for your location . Then enter the locality's 
name and the company's tax ID. Next enter the account the locality tax liability will 
be posted to and the Default Tax Table for this locality, The screen shown on the 
following page is correctly filled out for the Smalltown, North Carolina example: 

Note: The locality must be setup before you can enter the local tax table. (Setup, 
System, Tax Tables) 

Note: While the system doesn't require that the locality abbreviation and the 
default tax table ID match, they should. The only exception to this would be if there 
were more than one tax table for a specific local tax which is possible but unusual. 
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:"Ii Locdilty file Mdll,leodoce 

Locality ~bbreviation : ISMA 

Locality Name: Ismalltown 

Income Tax 10: 1123456 

Posting Account 1224 

Default Tax Table: ISMA 

~-I-~ancel 

Figure 4-3: SMA Locality Abbreviation Defined 

2. Enter the tax table that the locality will use. Click on the Setup pull-down menu 
then System and Tax Tables. Once the Tax Table Entry Screen appears fill it 
in as shown: 

T .. ::I.:IC : IE 
SO CE : I'-S-~.I-A----- WED 

Faroe nts1-= Minim m 

I 

r---=-------s~ C __ ll ' r------ 

l,....---=o.;..oo;;;;.o~o 0 00 0 .00 

L Q~j II CI ~ B- 'TIOV e ll) Tscl;;; 

Figure 4-4: SMA Local Tax Table Defined . 


Note: That 999,999,999.99 is used to indicate an unlimited upper limit. 
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3. 	 The next step is to check that the payroll item code for this locality was automatically 
setup correctly. 

Click on the Setup pull-down menu then Payroll and Payroll Item. Enter the locality 
name that you used once the payroll item screen appears. The screen should look 
similar to the one shown on the next page for Smalltown , North Carolina. 

Item Tlpe: IAmou nt :::J ';0'.....~ 10 00 i I 
l
 

Postmg Accoun ' 1224 __L_is_t'---, ________ 
J 
];lelel. 

po Include in Custom PR Summary P' I"clude In CUstom PR Transaction list 

Item Code: ISMA .Liat I Name: ISmalitown 

Group' ~'~ I""'jloeduction 	 .:J 
Category: ILocalWithholding ::1 

Eederal Slate Locil 

Figure 4-5: SMA Payroll Item Code Defined 

This completes the general setup of a locality entry. You may now assign the locality 
to any employees that need it. To assign the locality click on the Setup pull-down 
menu then Payroll, Employee and select the Item Screen. The locality item code 
should be included in both the Federal and Local Jurisdictons. It should also be 
included in the State Jurisdiction if the local tax affects the State Tax in any way. If the 
local tax does not affect the state tax, it should be left out of the state jurisdiction items. 

The normal gross pay for the local tax is typically the same as the federal and state 
gross pay. The default for these items is XXGROS where XX is the state abbreviation 
of the state in which the employee is paid. 
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Employee 

This option is used to set up new employees or to edit existing employee records 
and can be accessed either by clicking on the Setup '"-+ Payroll '"-+ Employee or 
by clicking on the Employee File Maintenance Icon shown to the left. 

Note: To help speed up the setup of new employees, the system allows you to 
designate an employee as the default setup employee. Therefore any payroll 
information that you input for the default employee will carry forward to any new 
employee during setup. To make this function work, complete the following steps: 

1. 	 Enable the Use this record as default check box on the Employee File 

Maintenance Screen. 


2. 	 Click OK to accept the screen. 
3. 	 Click Close to return to the Home Screen. 
4. 	 Click on the Setup pull-down menu then Payroll, Payroll Setup and the 

Options and Tab Stops Screen. Enable the Define new employees based 
on the default employee check box. 

5. 	 Click OK to accept the screen and to return to the Home Screen. 

The three major screens associated with employee maintenance are listed below 
with each discussed in detail. 

• 	 Basic Information 
• 	 Items and Accounts 
• 	 Standard Check 

Basic Information TAB of Employee Option 

This screen allows for the entry of basic employee information such as name, 
address and Social Security Number. 

In addition, the following miscellaneous information can be noted. 

Tax Identification - The default is set to Social Security Number. But if the 
employee is reported under their Federal 10 Number, then enable the Federal ID 
radio button. 

Pay Frequency - Select the appropriate pay frequency for this employee using the 
drop-down list. 

Unemployment State - Input the two-character postal abbreviation for the state 
used in the calculation of state unemployment for this employee. 

Center - Enter the cost center number if one usually applies to this employee. 
Otherwise leave this field blank. Applying cost centers helps in oeing able to 
distribute payroll costs to various accounts and printing various reports by cost 
centers. 

Pension Plan - If this employee is covered under a pension plan, enable this 
check box (put an "X" in the box) so the system will mark the Pension Plan box on 
the W2 Form. 
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Foreign Address - Enable this check box if this employee has a foreign address, so the 
system will know to indicate such on the W2 form. 

943 - If this is a farm employee, enable this check box so they will be reported on a 943 
instead of a 941 . 

Hired & Terminated - These two date fields are primarily used to calculate and print the 
number of weeks worked on the state unemployment report forms. 

Note: Employees with a terminated date in a prior year will cause that employee not to 
appear in the current year's payroll reports. 

Setup Employees 

The next step in payroll setup is to add employees. 

Here is an example of an employee setup: 

1. 	 Click on the Employee File Maintenance Icon shown to the left or on the Setup pull-
down menu then Payroll and Employee. 

2. 	 Enter 1 in Employee 10 Field and press Enter. 
3. 	 First name James 
4. 	 Middle Initial M 
5. 	 Last Name Smith 
6. 	 St Address 1402 Main St 
7. 	 City Sarasota 
8. 	 State FL 
9. 	 Zip 34234-0009 
10. SSN 987-65-4321 
11. Pay Feq Weekly 
12. Unemp St FL 

Items TAB of the Employee Option 

This screen handles the setup of Payroll Transaction Items which will affect the 
display/function of the employee's payroll check transaction. If most employees will have 
the same payroll items associated with their payroll checks, you can setup a default 
employee which best represents the most common payroll check. To do this just check 
that box labeled "Use this record as default (standard new employee settings)". After you 
have set up the items for an employee. This will have the effect of repeating the same 
items for any new employee that you set up. 

The payroll check transaction will be broken down into the following groups: 

• 	 Additions 
• 	 Deductions 
• 	 Notations 
• 	 Employer Paid Items 
• 	 Net 
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Standard Check TAB of the Employee Option 

Many employees receive the same payroll check each pay day. If this is the case 
and you want to save time on payroll entry, you can setup the repetitive check 
information in this screen. The Payroll Items which appear in this screen are 
derived from the setup in the Employee - Items Screen. If changes, additions or 
deletions are needed to be made, you will need to return to the Items Screen. 

Once the standard/repetitive entries have been made, any time this employee is 
entered during payroll transaction entry, the standard information will automatically 
appear. 

Set up of a standard check is not limited to just the total payroll check. You can 
limit the standard items to certain deductions which are repetitive from check to 
check. For example if the only standard item on a paycheck is the $50 deducted 
for health insurance, you can enter the $50 on this screen. 

Payroll Additions 

Payroll items entered in this area represent the items which will add to or increase 
the net of the payroll check. These items can be taxable as well as nontaxable 
amounts. The most common taxable item for additions is gross wages for a 
particular state (i.e. XXGROS, where XX is the state abbreviation.) 

The items could also be taxable amounts from multiple states. Tips from credit 
cards reimbursed through the check would also be Additions. Examples of 
nontaxable items would be special nontaxable income and Advanced EIC. 
Expense reimbursements can be handled either as an addition or as a negative 
deduction. 

Payroll Deductions 

Payroll items entered in this area represent the items which will subtract from or 
reduce the net of the payroll check. These items can be Federal, state or local 
with holdings or FICA and Medicare with holdings. They can be items which have 
special tax exemptions, such as 401 K Pension Plans or Section 125 deductions. 
Or they can be just ordinary deductions. Remember there is basically no limit on 
the number of items which can be setup. 

Payroll Notations 

Payroll items entered in this area fall into two categories - Those which may have 
some tax effect and those which have no tax effect. 

Examples of items which have some tax effect would be Reported Tips. 

Examples of non taxable items would be if you wished to use notations to track 
some form of employee personal time. 
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Payroll Employer Paid Items 

Payroll items entered in this field, represent items paid by the employer usually for 
the benefit of the employee or which have some tax consequences for the 
employee, but have no affect on the net of the check. 

Examples would be money paid into a Pension Plan by the employer for the 
employee or life insurance paid by the employer which is taxable to the employee. 

Payroll Net 

The bank account number on which the payroll check has or will be drawn should 
be entered in this field. 

Setup Employee Payroll Items 

We will now apply the payroll items to the employee. These items were setup 
using Setup Payroll Items (pages 4-16 to 4-18) 

1. 	 Enable the Items radio button (below Employee 10). 
2. 	 Insure the Additions radio button is enabled. 
3. 	 Click on Code Field and enter FLGROS or click on the List button located 

next to the Remove button and select FLGROS from the list. 
4. 	 Click on the Deductions radio button to enable it. 
5. 	 Enter the FEDS and FICAMD payroll item deductions in the same manner 

as shown in step 3 above. 
6. 	 Click on the Net Field and enter 110 (The Checking Account Number). 
7. 	 Click on OK to accept the employee information. 
8. 	 Click on Close to return to Home Screen. 

Setup Employee YTO Wages 

If you are setting up the company in mid-year and need to enter year-to-date wage 
information for employees, you would use the following procedures to enter the 
employee's year to date earnings. 

Assume that you are setting up this company as of April 1 ,2006. Then you must 
first change the Reporting Period to 3/31/06, the date just prior to going live. 

ri 	 1. Click on the Setup pull-down menu then Date and Current Reporting Period 
or on the Current Reporting Period Icon. 

2. 	 Click on the down arrow located at the end of the Change Period End To 
Field. 

3. 	 Select the date period 3/31/06. 
4. 	 Click OK to accept the screen and return to the Home Screen. 

We will enter the YTD wage data in the next step. 
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Enter Employee VTO Wages 

To enter the Year To Date wage information for each employee, a payroll 
transaction will be required to record the earnings. 

Here is an example: 

1. 	 Click on the Checks & Receipts pull-down menu then on the Write Payroll 
Checks option or click on the Enter Payroll Check Icon, shown to the left. 

2. 	 Press Enter to leave the Transaction Number alone. 
3. 	 Enter 1 in the Check Number Field. 
4. 	 Enter an employee number or pick one from the drop-down list and press 

Enter. 
5. 	 Click on each Amount Field and enter the corresponding YTD amount. 
6. 	 Click on the check box the "Check has been manually written" . 
7. 	 Click on the Write Check button. 
8. 	 Click on Close button . 
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Check Writing Employee Setup 

This option is used to complete the Employee Setup by entering the withholding 
deductions claimed by the employees plus credits, all tax jurisdictions, hourly pay rates, 
hour accruals and special types of pay. 

To access this option click on the Setup pull-down menu and then on Payroll and Check 
Writing Employee Setup. . Below is a brief discussion of each field on the screen: 

• Employee 10 
• Tax Jurisdiction 
• Tax Table 
• Federal Dependencies Claimed 
• Hours Accruals 
• Claim Check Boxes 
• Hourly, Time Card &Pay Rate Boxes 
• Extra Hours Type Description and Rates 

Employee 10 

Just as the field implies, this is where you would enter the 10 of the employee that you 
wanted to work on. You can either type in the employee 10 or click on the List button 
locate to the right of the Employee 10 Field and select the employee from the list. 

Tax Jurisdiction 

If the employee has state or local withholding withheld from their check, select that 
jurisdiction from the drop-down list and then assign the number of deductions or credits 
the employee will be claiming. 

If any of the check boxes, Claim Self, Claim Spouse or Claim Head of Household, are 
enabled, those deductions or credits will be added to the number entered under Tax 
Jurisdiction. 

If the employee desires any additional amount withheld for a particular jurisdiction, the 
dollar amount can be enter in the Additional W/H Field. 

Tax Table 

If you want the system to calculate state income tax withholding for an employee, you 
need to assign the State Tax Table 10 for each employee for wages earned in that state. 
Most state tax withholding tables are shipped as part of the program. 

The drop-down list will only display those tax tables that relate to the state tax jurisdiction. 
In other words, for the state of New York, the system will display two tax tables, NYSTM 

(Married) &NYSTS (Single). For a detailed discussion on tax tables, see Chapter 2: 
Practice Set - Step 15: Tax Tables, starting on page (2-21). 
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Federal Dependencies Claimed 

The number of deductions that the employee will be claiming for Federal 
Withholding purposes should be entered in this field. Presently the Federal tables 
do not use Credits. If any of the check boxes, Claim Self, Claim Spouse or Claim 
Head of Household, are marked, those deductions will be added to the number 
entered under Federal Dependencies Claimed. If the employee desires an 
additional amount withheld for Federal withholding the dollar amount should be 
entered in that field. 

Claim Check Boxes 

Because some tax jurisdictions allow different amounts to be deducted for Self, 
Spouse, Head of Household or Dependents, this screen will allow you to handle 
all situations that arise. 

Note: That any check boxes which are enabled will be added to the claimed 
deductions/credits indicated under Tax Jurisdictions or Federal Dependencies. 

Hourly/Rate Screen 

Hourly Employees: The system requires the following fields, as a minimum, to be 
setup for an hourly employee. 

Hourly - Enable this check box to indicate an hourly employee. 

Use Time Card - Enabling this check box will cause a pop-up screen to 
appear during payroll check writing, so that time card information may be 
entered. 

Pay Rate - Enter the base pay rate for the employee in (his field. 

Salaried Employees: The system does not require any field on this screen to be 
setup to process a salaried employee's paycheck. Salaried employees are setup 
using the Standard Check Option located on the Employee File Maintenance 
Screen. However, if the salaried employee has a special item, (i.e. they get 
commissions or overtime in addition to their salary), and you want the system to 
calculate the amount you can enable the Time Card Option. If you don't want the 
system to calculate the amount then disable the Time Card Option, and just type 
the figure in on the Payroll Checks Entry Screen and Recalculate the Taxes. 

Use Time Card - Enable this check box and a time card screen will appear during 
check entry allowing you to enter an hour times a rate and let the system figure the 
amount. 

Note: Once the card comes up enable the radio button for this additional code and 
enter the hours and the rate. You will also have to Recalculate the tax amounts. 

Note: If you need a special item for a salaried employee you will need to add an 
additional addition payroll item to the employees standard check, with a zero 
balance. 
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Extra Hours Type Description and Rates 

These fields are used in cases where you want to define some special type of pay and 
assign that pay a rate. This may be some special overtime payor some form of unit pay, 
etc. 

Desc - This description will appear on the time card screen and print on the check pay 
stub. 

Rate - Enter the special rate associated with the description. 

Setup Employee Check Writing 

After the basic employee information is setup, additional information for calculating an 
employee payroll check must be entered. 

Here is an example of a normal setup: 

1. 	 Click on the Setup pull-down menu then Payroll and Check Writing Employee 
Setup. 

2. 	 Enter an employee number or select it from the drop-down List. 
3. 	 If the employee has state withholding, select the correct state jurisdiction, then 

select a tax withholding table and enter the number of claimed Deductions or 
Credits. 

4. 	 If the check boxes Self, Spouse and/or Head of Household are enabled they will 
be added to any claimed deductions under this tax jurisdictions. 

5. 	 Enter the number of claimed Deductions for Federal Withholding. 
6. 	 If the check boxes Self, Spouse and/or Head of Household are enabled they will 

be added to any claimed deductions under the Federal jurisdictions. 
7. 	 Click on the Hours/Rate Tab. 
8. 	 If an employee is paid on an hourly basis, check the boxes Hourly and Use Time 

Card and enter the hourly Pay Rate. 
9. 	 Click the OK button to accept the screen. 
10. Click the Close to return to the Home Screen. 
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Vendor Setup 

This option is used to setup the vendor information. It has features like "Look Up" 
for vendor recall, "Memo" for information to print on stub and check, "1099 Type" 
for designation as 1 099 recipient and for default distribution of the vendor check. 

The topics listed below will be discussed: 

• Vendor 10 
• Vendor Name & Address 
• Look Up 
• Memo 
• Tax Identification 
• SSN 
• 1099 Type 
• Acct 
• Account Description 
• Amount 
• Total Amount 
• Vendor Setup - Control Buttons 
• Vendor Setup - Change Employees 

Vendor 10 

This is a unique four (4) digit number used to identify the vendor. Vendors and 
employees share the same numbering sequence. Therefore a vendor and an 
employee can not have the same id number. 

Vendor Name & Address 

Enter either the individual or the company name and address for this vendor. If the 
vendor is an individual that will be receiving a 1099, there are special fields under 
the title "Optional Employee Name" to enter the individual's name to match that 
needed for the IRS Form 1099. 

Look Up 

The system initially requires the setup of a vendor using a numeric Vendor 10, 
however it is not always easy to remember a Vendor 10 number. Therefore the 
system includes a Lookup Field, where you can enter any easy to remember word 
or words to identify this vendor. (i.e. Phone, Rent, Water, Cleaners, Consultant, 
etc) The system then uses this field as an additional method of vendor recall, 
whenever the system requests a Vendor 10, even on this screen. In other words, 
lets say we had setup Tri-State Reality with a Vendor 10 of 501 and we had RENT 
and LANDLORD in the lookup field . (Note RENT and LANDLORD must be 
separated by a blank space.) We can then look up this vendor by keying in Tri, 
501, rent or landlord into any field that asks for a Vendor 10 and Tri-State Reality 
will appear. 

Note: The system will always look up the vendor based on the fi rst few letters of 
the vendor name. So the Look Up Fields should not contain the vendors name. 
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Memo 


Any information that you enter in the Memo Field will automatically appear in the Memo 
Field on the Vendor Check Entry Screen. (i.e. You could enter your account number, 
assigned to you by the vendor). Information entered will print on the check and check stub. 

Tax Identification 

If this vendor will be receiving a 1099 form, mark whether they report with a "Social 
Security" number or "Federal 10" number. 

Social Security Number 

Enter the vendor's Social Security number or Federal 10 number. You do not have to 
enter any of the dashes, as the system will automatically add t e dashes based on your 
selection of SSN or Fed 10. 

1099 Type 

The system defaults each newly entered vendor to "No 1099 No W2" which means the 
system will not generate a 1099 or W2 for this vendor. If the vi:mdor is to receive a 1099 
form, you need to indicate the type of 1099 form they will be receiving. 

A drop-down list provides the following types: 

1099M Miscellaneous 
10991 Interest 
10990 Dividends 
1099B Brokerage 
1099S Stock 
1099R Retirement 
1098 Mortgage Interest 
No 1099 No W2 (Default Setting) 

Account, Description & Amount 

Account Number - Enter the posting account for this vendor's checks in this field . Do not 
enter the Cash Account that the checks will be written out of but the offset account (i.e . 
Rent Expense, Notes Payable, etc). You can enter the account number or use the List 
button and select the account from the Chart of Accounts listing. 

Account Description - This field will automatically display the account description setup 
in the Chart of Accounts for the account number you just entered. 

Note: On the Vendor Check Entry Screen, you can override the account description 
with other information such as an invoice number and the system will print the override 
information on the vendor's check stub. 

Amount - Enter the dollar amount for each posting or distribu~ion in the appropriate fields. 
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Note: You would only enter an amount if the vendor is receiving the same dollar 
amount for every check that you write to that vendor, like a fixed amount for rent 
each month. Otherwise leave the amount field blank . You would fill it in on a 
check-by-check basis as necessary 

Total Amount 

The system will display a running total of all distributions made during vendor 
setup. 

Change All Non-W2 Employees to Vendors 

Clicking on this button will take all non-W2 people or companies (vendors) setup 
as employees and convert them to vendors. 

This way they will appear as vendors in any list, call up or report. This is a 
convenient option to assist in organizing data that has been converted from the PC 
Software DOS Computer Checkbook. 

Find Next Available Vendor 10 

This button will find the next available vendor 10. This Find feature will work in 
conjunction with the "Vendor 10 Starting Point" discussed below. So in the example 
below, the system would find the next available number above 500. 

Vendor 10 Starting Point 

This allows the user to start vendors at a certain number so the vendor numbers do 
not interfere with employee payroll numbers. (i.e. 500 which means employee #'s 
1-499 and vendor numbers 500 and higher) 

Control Buttons 

At the bottom of the Vendor File Maintenance Screen is a series of Control 
Buttons. Below is brief discussion of each button: 

OK - Clicking on this button, once all information regarding the vendor is complete, 
will record that vendors information into the system . 

Cancel - Clicking on this button will remove or clear any information from the fields 
and return the cursor to the Vendor 10 Field. If the information is for a new 
vendor, that data will not be saved . If the information is for an eXisting vendor, the 
system will retain the original information . 

Delete - Clicking on this button will cause the currently displayed vendor to be 
deleted from the system. 

Help - Clicking on this button will display the Vendor Setup Help Topic. This topic 
discusses the vendor setup screen and the related fields of entry. 
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Close - Clicking on this button will close the Vendor File Maintenance Screen and return 
you to the Home Screen. Like the Cancel button, the Close button will not save any 
information entered since the information saved with the OK b~tton. 

Setup Vendors 

The following example will take you through the steps that are necessary to setup a 
vendor. It should be noted that vendors, that will receive a 1099 at year end, can be paid 
as either an Employee or Vendor. Setting them up as a vendor is the recommended 
method. 

Now let's setup a vendor: 

1. 	 Click on the Setup pull-down menu then on the Vendors option. 
2. 	 Enter a number (up to 4 characters) in the Vendor 10 Field. 
3. 	 Enter the vendor's name in the Vendor Name Field. 
4. 	 Enter the vendor's complete address. 
5. 	 Enter Lookup Codes if desired. This field allows you to enter alphanumeric 

characters that can be used to call up the vendor during vendor check writing. (i.e. 
Rent and Landlord - should be separated by at least one blank space) 

6. 	 Determine the Tax Identification method that will be used with this vendor and enable 
the appropriate radio button. 

7. 	 Enter either the vendor's Social Security or FederallD number that corresponds to the 
Tax Identification method you selected. 

8. 	 Determine which 1099 form, if any, this vendor will receive and select this1 099 type 
from the drop-down list. 

9. 	 Next you can enter a default account number to be used when writing this vendor's 
checks. During vendor check writing, this information will ' ccompany the vendor 
called up. It may be overridden at that time if necessary. 

10. If the vendor receives the same check amount, such as a fixed amount for a rent 
check, then this amount can be entered along with the account number. 

11. When you have completed the vendor entry click the OK button to accept the screen . 
12. Click the Close button to return to the Home Screen. 
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Align Laser Checks 

The system gives you the opportunity to select the style of check that you are using 
and has the ability to modify the print positions of each item on that check. 

The default format will a pre-printed stub/check/stub style check. These match 
the style of the checks sold by P. C. Software Accounting, Inc. Unless you have a 
different format or the checks are not printing correctly , you do not have to use this 
option. 

The following options are listed on this screen: 

• Check and Stub Sequencing 
• Type Check 
• Print Ck Number On Stub 
• Print Payer Name & Address On Stub 
• Print Pay Rate On Stub 
• Print Period End On Stub 
• Print SSN On Stub 
• Print Cash Account Description On Stub 
• Print Only 1 Stub/Emp (no check) 
• Cash Acct 
• Set/Reset to Standard Pre-Printed Check 
• Set/Reset to Standard Pro System Check 
• Set/Reset to Standard MICR Check 
• Set/Reset to Standard Quickbooks check 
• Point Size for Check Name/Address 

Clicking the OK button will take you to the Adjust Print Positions Screen to 
continue with your adjustments. 

Check and Stub Sequencing 

Select the form that matches the checks you are using by enabling the 
corresponding radio button. 

• Stub/Check/Stub (Default) 
• Stub/Stub/Check 
• Check/Stub/Stub 
• Stub/Check 
• Check/Stub 

Type Check 

There are two types of checks support by the system, Pre-printed or 
MICR-encoded. The default will be Pre-printed. MICR-encoding, or the ability 
for the system to print the bank encoding information on blank oheck stock, is an 
add on feature to Computer Checkbook. If you are interested i this feature, 
contact PC Software Accounting, Inc. 
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Print Check Number on Stub 


Even though most checks are pre-printed with a check number on the stub and check, you 
may want to have the system print the check number on the stub. This will confirm, when 
looking at the check stub, that in fact the system did record the check number to the actual 
check. Enable this check box if you want the system to print the check number on the 
stub. 

Print Payer Name on Stub 

Enable this check box if you want to print the company's name on the check stub. 

Print Payer Address on Stub 

Enable this check box if you want to print the company's address on the check stub. 

Print Pay Rate on Stub 

Enable this check box is you want to print the employee's pay rate on the check stub. 

Print Period End on Stub 

Enable this check box is you want to print the employee's period end on the check stub. 
This feature applies only in the Advanced Payroll. 

Print SSN on Stub 

Enable this check box is you want to print the employee's Social Security Number on the 
check stub. 

Print Cash Account Description on Stub 

Enable this check box is you want to print the company's cash account description on the 
check stub. 

Suppress Printing "$" on Check 

Enable this check box to suppress the printing of the dollar signs on the check. 

Print Only 1 Stub/Emp (no check) 

This feature is only available with the Advanced Payroll Option. If all the employees will be 
processed with direct deposit or you are providing only calculated payroll information to a 
client, you may want to use the feature where the system only prints a payroll stub for 
each employee. This print feature then would print three stubs for three different 
employees on a single sheet of blank paper. 
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Bold Payer Name on Checks 

Enable this check box if you would like to have the Payer/Company name print 
bolded . 

Cash Account 

You do not need to enter a Cash Account number unless you want to include a 
logo on the test check. 

Set/Reset to Standard Pre-Printed Check 

Enabling this check box will set the check format to a Pre-Printed Stub/Check/Stub 
style format and disable the other three Set/Reset Options. 

Set/Reset to Standard Pro Systems Check 

Enabling this check box will set the check format to a Pre-Printed Pro Systems 
Stub/Check/Stub style format and disable the other three Set/Reset Options. 

Set/Reset to Standard MICR Check 

Enabling this check box will set the check format to a Stub/Check/Stub style format 
and disable the other three Set/Reset Options, it also tells the system to print the 
MICR codes on the check. 

Set/Reset to Standard QuickBooks Check 

Enabling this check box will set the check format to a Pre-Printed QuickBooks 

Check/Stub/Stub style format and disable the other three Set/Reset Options. 


Point Size for Check Names/Addresses 

You can control the print size of the employee's name and address with th is option . 
If you want the name to print larger on the check, just increase the point size. If 
you want the name to print smaller, just decrease the point size. 

Once you are satisfied with your selections click on the OK button to proceed to 
the Adjust Print Positions TAB. This TAB will allow you to reposition the actual 
location of information that you wish to print on the check. 
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Adjust Print Positions 

From this screen, you start the process of modifying the print positions on the style 
of check you have selected . 

The topics for this screen are listed below: 

• Field Name 
• Update Type 
• Test Print 
• Modify Location 
• Reset Check to Original Values 

Field Name 

Use the drop-down list and select the particular field that you want to reposition. 

Update Type 

You have the choice of making the change only for the Individual Field that you 
have selected or you can select the Whole Page and move every field at once. 

Test Print 

Click this button if you would like to print a test check so that you can check your 
changes. 

Twips 

Twips is a unit of measurement used in programming which establishes a default 
scale for a form or picture box. There are 1,440 twips to one inch. A conversion 
table between inches and TWIPS is shown below. It can assist you in determining 
your repositions. 

Size in Twips 
Inches 

1/8 180 

1/4 360 

1/2 720 

3/4 1080 

1 1440 

2 2280 
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Modify Location 


If you click on the Modify Location button, you will get the window that will allow 
you to decide how much and in what direction you wish to move an individual field 
or the whole page. 

Below is a discussion of each field : 

Field Name - The system will display the Individual Field name you selected or 
PBL CK - Whole Page if you have selected to move the whole page. 

Current HorizontalNertical Positions - The default starts at the current position 
of the individual item or zero (0) if moving the whole page. As you make changes, 
the system shows the differences from the default position. 

Direction To Move - The system allows you to move Left, Right, Up, Down or 
return to Zero. Enable the radio button for the direction you want to move the 
printing. 

Adjustment Amount (In TWIPS) - Once a direction has been selected , enter a 
number for the amount you want to move the field or whole page and click on the 
OK button. 

NOTE: An individual field name with Current HorizontalNertical Position of zero 
(0/0) will cause that field name not to print. 

Reset Check to Original Values 

If during your attempt to move field positions, things get out of control, click on this 
button and the system will return all fields/page to their original default positions, 
based upon the check style you are working on. You can then start over again. 
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Bank Recon 

The Bank Reconciliation feature is discussed below and will cover the various options 
found on the Bank Recon Menu. 

Bank Reconciliation 
Bank reconciliation worksheets and reports for all Cash Accounts are available from the 
system via an integrated Bank Reconciliation feature. In order to use this feature for a 
client, it is necessary to setup the company 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 will be reconciled and discussed in this section. 

To setup The Sample Company, Inc. or any company for ban~. reconciliation it is first 
necessary to enter information concerning the company's banK account(s), using the 
Cash Accounts Entry Screen, into the system. To enter this information click on Setup 
~ Account ~ Cash Accounts. 

Enter each Cash Account (bank account) that you want to recl[)ncile with its respective 
disbursements and receipts journal codes. These journal codes are accessible from the 
drop-lists , which will show all journal codes currently setup in the system. (If the journal 
code that you want to assign to a Cash Account does not appear on this drop-list, you may 
add it by clicking on the Setup pull-down menu then System and then Journal Codes). 

The screen on the following page shows the Practice Sefs Cash account (110) setup with 
a Cash Disbursement Journal Code of CD and a Cash Receipt's Journal Code of CR. 
Note that the Reconcile this cash account check box is checked (enabled) to indicate 
this Cash Account can be reconciled . 
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:. [ash Accounts I!I~ 

Cash Aooount: 1110 J.lst Accls List Cash Accls 

~Ic-am~in-C~h-.~~-In-g--===========--=::::::::::::::~---

Chk!!!!ritlng Hamo & Ados. Override I HACHA Overrides I 
Recon. Etc. ICk·Writing Blnk Dati I Che~·Writing Logos I Change Emp Hat Acot I HACHA Setup I 

r.-----------Reconcillation Information------~~---

P" l~!.~.?~~!!.~:.!~~~~~.~~~~.·~.~~.~!i 
Disbursemenisjoumlilooda: ICD C••h di.bu",emenls 

Recoiplsjourn.ll code: ICR Cash receipls 

r Prevent posting of credit to cash from payroll. 

~;lncel R.oloto CIOIO 

Figure 4·6: Use the Cash Account Screen to setup a company for Bank Reconciliation , 

Once all information has been entered, accept the screen by clicking on the OK button. 
After this screen is entered and accepted for the Cash Account, a blank Cash Account 
Entry Screen will appear. If there were more cash accounts that needed to be setup, use 
the same method discussed to enter them. Since there are no other cash accounts in the 
Practice Set, click on Close to return to the Home Screen. 

This is the procedure that you will use to setup whatever cash accounts will be needed for 
reconciliation purposes. If new cash accounts are added to the Chart of Accounts 
that you desire to reconcile, they also will need to be added using this option at that 
time. 
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After setting up Your Cash Account(s) , it is also necessary to setup the Bank 
Reconciliation Feature itself. To do this, click on the Setup pull down menu then Bank 
Recon and Reconciliation Setup. The screen shown below will display. 

:. Bank Reconciliation Setup L;J(QJ~ 

Ok 
r Censelidate Direct Cepesit PR Checl.s Bi' Date 

Recencile Receipts Jeurnals Using Entries Te: Cash ,A.ccounts 

(ii Revenue ,t..ccounts 

Figure 4-7: Enable the Bank Reconciliation feature . 

Enable the Use Bank Reconciliation Feature check box to activate the Bank 
Reconciliation Feature, and select the type of accounts to which journal entries are to be 
reconciled . Notice that the default is set to Revenue Accounts. Revenue Accounts are 
preselected since based on the entries made by most accounting firms, the revenue 
accounts will generally show the detailed transactions whereas a single entry to cash for 
all revenue will not. If each deposit to the bank gets its own debit transaction to the Cash 
Account, then you can choose Cash Accounts . Click the Ok button to record these 
settings, then click on Close to return to the Home Screen. 

To process a Bank Reconciliation on a monthly or other periodic basis, access the Bank 
Reconciliation option . This is accomplished by clicking on Setup '-+ Bank Recon '-+ 

Bank Reconciliation or by clicking on the Reports '-+ Bank Reconciliation. The screen 
shown on the next page will be displayed: 
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....,. Bank Reconciliation ~1r6"1~ 

Journal: .-------~iJ I 
En:! of Period Ban. Balance: ~ 

Check Poo 

~ancel 

Figure 4-8: The Bank Reconciliation Screen 

Re cdialicn l.Iethcd ---, 

~I Toqqle ~Iearinq 


n Ke Amount 

o Ke Ck Num And Amour ~ 
(I Suppre s Cleared Items 
Cl,§.IWY...9_!J.ly..g.I~9red lIel 
~) !Show All ttemsi 

Use the drop-list to the right of the Journal Field to select the journal code 
associated with the bank account you want to reconcile. In ,the case of the 
Practice Set data, first select the CD journal. When you press Enter to accept the 
CD journal, the checks for the CD journal will display. (Not all of the checks may 
display as the space for the display is limited. Use the scroll bar to the right of the 
displayed checks to access the remaining checks) 

Now the screen on the next page should display as follows: 

4-42 

.. r Bdnk ReconCiliation i-1[Q1(8) 

,'3",@,gi"MmMtM3M,I,'. 
~ I 
~ ""'""'~..,.,,' -IJournal: Ie T Ie Cleemg 

End of Period Bank Balance: I0.00 
r , Kay Amount 

r Key Ck urn And Amount __ I 

J:heck~ Amount Oes~lion Cleared 

1001 750.00 Unjed Really C Suppreas Cleared lerns 
1002 

1 
333.33 GTE C ShOw Only Cleared terns 

1003 

1 

552.20 Srih, John Y. (i ShOW Allerns 
1004 250.00 Sam's Cleaning Service - - -

Ll ark AI "Cleared" I-
1.11 AI "Not Clearecr I-

Add Led ger Tra.nsanciions -.J--
View or Prirt Worksheet I-

I I I I ¢~CCi!sJ Vie or Print Reconclation Report IQk ~ancel CIo!!,-
GL Bal = 8114.47 Ba.nk Bal ~ 8114.47 Oifference: 0 

I 

Figure 4"9: Checks for the CD Journal are displayed 
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The next job is to mark the checks that have cleared. The table below shows which 
checks have cleared and which have not cleared for the purpose of this exercise: 

Check Number I Check 
Description 

Amount Bank 
Statement 

1000 ABC Electric 307.52 Cleared 

1001 United Reality 750.00 Cleared 
-

1002 GTE 333.33 Uncleared 

1003 John Smith 552.20 Cleared 

1004 Sam's Cleaning 
Service 

250.00 Cleared 

Check 1000 reflects an outstanding check from last month that cleared this month. It 
is not showing on the screen since it was not entered into the Practice Set. 

For the purpose of this exercise, assume that the single deposit for the month has also 
cleared ($10000.00). The first question when trying to clear the checks is, how do you get 
the outstanding check(s) from last month into the system? (Since that month was not 
processed on the computer it does not show on the screen.) 

To enter this outstanding check, close the Bank Reconciliation Screen and click on the 
Setup pull-down menu then Bank Recon. You should select the Edit Carry Forwards 
option to enter the outstanding check from last month. 

The following screen will display: 

:II R"'Olluildt,un (arry foo wd,d Re(ord" IIII~ 

Journal: Status: 

Check Number: 

Amount: 

Description: ] 

Date: I I 

~ancel 1.-=--_I:l_e_IP_-J ..;,.._t2_e_le_te_-J 

Create New Carry Forward Records Clo~e 

Qk 

Figure 4-10: Edit Carry Forwards Screen 
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The outstanding check must be entered on this screen. First select the journal code and 
then enter the check number, amount, and description. The correct entry would be as 
follows: 

:; Reconciliation Carry Forward Records GJ(Q)(8J 
Journal: Status:ICD ..:J 

Check Number: lllDEl ..:J 
Amount: 1307.52 

Description: IABC Electric 

Date: 112128/05 

Qk Qancel tiep Qelete 

Create New Carry Forward Records Clo~e 

Figure 4-11: Outstanding check #1000 from last month 

Once this entry is complete, click the [OK] button to accept the screen. This is the 
method used to enter outstanding checks or deposits in transit the first time you 
process this company. Once all of the outstanding checks for the first period have 
cleared, the system will automatically generate your carry forward entries each new 
period. 

Now return to the Bank Reconciliation Screen by clicking on the Setup 4 Bank Recon 
4 Bank Reconciliation. The reconciliation screens for the appropriate journals will now 
show the outstanding checks and deposits in transit. The Bank Reconciliation screen will 
appear as shown on the next page after the entry of check number 1000: 
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""or Bank Reconciliation r;]@~ 
- ReconciliatlOrl llethcd 


Journal: ICD [}isb For: 11 G Cash in Checking <i aggie Clearin 9 
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I 

C SUP!! £u CIE9-ed Ite '11 ' 


C Show Only· Cleared Itelll~ 


(! Shew All Kerns 


r.l ark AU Cleared II 

Check I~o Amount oe-s crlptlon Clea red 

1000 307.:2 A.B C Eiectric X 

lC01 7:0.00 Untted Realty X 

1C02 l;3.33 GTE 

100l :52.20 Smith., John r.l. X 

100~ 2:0. 00 Sam·s Cleaning Ser.ice X 

Add Ledger Transanctions I . 

View er Print V orksh eet I 
'lew or Print Reconciliation Report I

Qk .t;.ancel I J 
GL Bal =e·l1.! .'7 Ban~ Bal =81C1.S7 Difference: -12.: 

Figure 4-13: Updated Reconciliation CD Journal Screen-

Notice that 1000 now appears on the check display. The first step each month is to enter the 
ending balance from the bank statement. Enter the ending bank balance as it shows on the bank 
statement in the field labeled End of Period Bank Balance. (This amount is 8435.30 for the 
Practice Set data which reflects the actual checkbook balance of $8101.97 plus the uncleared 
check from this month (1002 - $333.33) minus the service charge of $12.50 which was not 
entered in the Practice Set exercise.) 

To mark the checks cleared in the Bank Reconciliation Feature, you would most commonly use 
the Toggle Clearing feature which is always enabled by default. With the Toggle Clearing radio 
button enabled, position the cursor in the Cleared column, to the right of each check, and click to 
mark the check as cleared. This works we" but can be tedious in normal reconciliations because 
typically a company wi" write many checks each month and most of them are cleared the 
following month. The recommended way to use the toggle feature is to mark a" of the checks 
cleared and then unmark those checks that have not cleared. To do this, first click on the Mark 
all Cleared button . This wi" place an "X" next to a" the checks, marking them as being cleared . 
Now click on check 1002 to remove the "X", marking it as being uncleared . 

Once this is done click on OK to accept your choices. (If you do not accept the screen using the 
OK button, the reconciliation entries that you just made would be lost when you proceed to the 
next screen .) 

You may also mark checks cleared by entering the amounts (Key Amounts) or the check 
numbers and the amounts (Key Ck Num and Amount). The benefit of these options is a more 
accurate check reconciliation, because they wi" catch errors that the toggle feature wi" not catch 
as easily, such as incorrectly numbered checks. 
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The next step is to reconcile the deposit. Use the Journal Field drop-down list again and 
select the CR journal. The single deposit of $10000 will display. Mark this item cleared, 
using the same method you used to mark the checks as being cleared, then click on the 
[OK] button to accept this screen. 

The next job is to enter the service charge which was not entered in the Practice Set. You 
can make this entry by clicking the [Add Ledger Transaction] button on the Bank 
Reconciliation Screen. A screen similar to the one shown will dis~lay . The screen 
shown has been filled out with the debit entry. 

Iii General ledger Transactions I!!I~ EJ 

Journal Date: 105!31 101 ~!ME 
Account: 6401

Description: IBank Charge 

Reference: Amount:Isvc 11250 

!:!elp I Clo~ 

Figure 4-14: Bank Service Charge Debit Entry 

We did this by first replacing the default journal code shown with a non CD or CRjournal 
code. In this example, we are using AJE for the adjustments journal code. To replace the 
defaulted journal code, click on the List button located to the right of the Journal Code 
Field and select the AJE journal from the drop-down list. Enter the remainder of the 
information shown on the screen and click the OK button to accept the information. The 
credit entry is shown on the next page, please entered the credit transaction and click the 
OK button to accept the screen. 

Note: This is a time saving feature of the system, which allows you to enter bank 
transactions without leaving the Bank Reconciliation Screen. However, you could also 
enter any bank charges using the Process Receipts Option before starting the Bank 
Reconciliation process. 
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Ii; General ledger Transactions BOO D 

Journal Date: 105131 mjAjEl ~ 
Account: 1110 . bist IFash 


Description: Isank Charge 


Reference: Isvc Amount: 1-12.50 


t!elp Clo§.eI 
Figure 4-15: Bank Service Charge Credit Entry 

Now that you have just made two entries to reflect a bank service charge, you should 
realize that there are other entries that will work for a bank service charge and also other 
entries that will work for other adjustments. By "correct" entries or 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. 

There are some important rules about non-check and non-deposit transactions that must 
be followed in order for the Bank Reconciliation Feature to properly categorize them. First 
of all, 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 charges, 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 A ..IE was 
used. (If the system will not accept the journal code you enter, enter it using the Setup 
pull-down menu System, and Journal Code, to enter the new journal code 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: 

1. 	 Bank Drafts 
2. 	 Interest Income 
3. 	 Service Charges 
4. 	 Other Adjustments. 
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The reconciliation program can categorize these adjustments by using the 
information you entered into the Description Field or Reference Field. If you 
want the Bank Reconciliation Feature to recognize one of these adjustments as a 
particular 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. 
The listings below shows the Description Fields Codes that will identify the 
transactions category. It is important to note that the Description Fields must 
match the samples exactly to be recognized by the program. 

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 catchall category. If a transaction is made to the Cash Account and is not 
a disbursement, 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 follows show the Reference 
Fields Codes that will identify the transactions 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, DRAFT Int,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 the correct terminology in the 
Description or Reference 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. 
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In this exercise, you found that you had to enter the outstanding check using the Enter 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. 

Occasionally problems may arise when you choose to return to previous periods and reconcile. 
This makes it much more difficult for the program 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 this situation should it occur: 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 4-43). If there are many problems, it may be more efficient to use the 
Reconciliation Carry Forward Records Screen, which is accessed by clicking on 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 initial setup and 
processing of the client. (In other words, if you process the client for the first time in June of 2006, 
and you had several outstanding checks from May of 2006 you cannot use the Create Carry 
Forward Records option until those checks from May of 2006 have IDlcleared. Since they would 
most likely all clear in June, you could use the automatic carry forward feature when processing in 
July.) 

To use the Create Carry Forward Records option select the Setup 4 Bank Recon 4 EdJt 
Carry Forwards option and the following screen will display: 

:; Reconciliation Carry Forward Records GJ[Q)~ 

Statu 

Check Number: 

Amount: 

Journal: 

Description: 

Date: I I 

Qk ~ancel I__ ~ __Qelete~ 

Create New Carry Forward Records _ CIO.2.:....j-.--J 

Figure 4-16: Edit Carry Forwards Screen 
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When you previously entered the outstanding check in the Practice Set exercise (check 
1000), you entered the journal code, check number, amount and the description. You 
then pressed the OK button and were done. This time just click the [Create New Carry 
Forward Records] button, without making any entries. When you do this, the following 
screen will display: 

:t Reconciliation Carry Forward Records GJ(Q][R] 
Date Range For Carry Forward Creation 

Journal Code 

Beginning of Range 112101/05 

Ending of Range 112131 10 5 

OK Cancel 

This is NOT a recommended procedure. It will remove all carry forward records for a given 
journal code and regenerate records based upon what is found not deared within the 
specified date range. There is a significant chance that your Carry Forward file will end up 
inaccurate and will needto be manually adjusted. 

Figure 4-17: The Reconciliation Carry Forward Records Screen. 

Now select the Journal Code for the outstanding checks from the drop-list and select the 
range of dates for which there are outstanding checks. (The default is the period before 
the Current Reporting Period.) After you do this, select OK. When this is done, all the 
outstanding checks will automatically be placed into the reconciliation system for this 
period. If there were deposits in transit, 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. 
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Summarized Steps for Bank Reconciliation 

1. 	 If the company has never been setup for bank reconciliation, do so by using the Setup 
pull-down menu, Accounts, and Cash Accounts. Detailed instructions for this begin 
on page 4-8 of this section. If there are any new cash accounts that have been added 
to the Chart of Accounts this period, then also add them using this same option. 

2. 	 If you are just beginning to process the client for the first time, see entering Carry 
Forward Transactions beginning on page 4-43 of this section . 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 beginning on page 4-43. 

3. 	 Enter the Bank Reconciliation Screen using either the Setup pull-down menu then 
Bank Recon and Bank Reconciliation or the Reports pull-down menu and then 
Bank Reconciliation. Choose the correct journal, enter the bank balance from the 
bank statement, and mark the items that have cleared. Make sure that both the 
disbursements and the deposits have been reconciled. Remember, that you will have 
to change journal codes to do this. Accept the screen with the OK button, otherwise 
your reconciliation will not take. If you want other adjustments (such as service 
charges) to show on the reports, follow the instructions on page 4-45 of this section. 

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 reconciled and the reports are 
correct. 

If the reports are not coming out as they should, make sure that you have done the 
following: 

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

2. 	 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. 

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

4. 	 Your adjustment transactions must be in accordance with the rules of pages 4-47 
of this section. 
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System 

The System menu allows you to access system wide setup options, which are 
discussed below: 

Setup Default Data Directory 
This option is found under the Setup pull-down menu then System and Setup 
Default Data Directory. 

This last step in the setup is optional, but for many users it can be very helpful. 
The option allows you to set, as a default, where the system wi ll look for company 
data, when you select Activate Client. 

Default data directories - There are four default data directories you can 
establish. In the top center section of this screen option are the three radio buttons 
to select: Client Write-Up, Computer Checkbook and Disclaimer Letters. A 
fourth button below these three is for establishing a directory for backups if you will 
not be using a diskette drive to backup your client data files . 

If you have both programs, you can use the same data directory for both programs. 
This would mean that in the case that you were doing accounting and check 

writing for the same client 10, you would actually be working on the same data from 
both programs. You are allowed to have separate directories for each program, as 
some accounting firms like to keep their check-writing data separate from their 
accounting data. 

You can establish default data directories for the following four program situations: 

• Client Write-Up 
• Computer Checkbook 
• Disclaimer Letters 
• Backup/Restore 

When you are in either the Client Write-Up or Computer Checkbook programs, 
various system options will look to these default directories as necessary to display 
the data files . So when you select options like, "Activate a Client", "Copy a 
Client Advanced", "Rebuild File List, etc., the system will display for you the 
data files in the default data directories. 

If you setup a default directory for Backup/Restore, instead of using a diskette 
drive, the system will refer to default data directory when zipping or unzipping data 
using the option "Copy a Client Simple". 

Auto Load Last Client - The tells the program to bring up the program 
automatically with the last client you were working on when you last exited . We 
recommend that this box be marked. This is especially nice where you only have 
one company on the system, because if you have checked this box, then that 
company will always be active when Computer Checkbook is entered. 
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Backup Client When Activated - If this box is marked, the program makes a copy of a 
client's data when the client is activated. We recommend that you not mark this box. It 
will slow you down when activating a client, and it is PC Software's observation that the 
backup files are almost never used to recover from problem data. 

Copy Tables from Default Data Directory - This option allows the copying of certain 
system setup information from default data directory to the active workstation. 

Journal Codes 
The option is where you would enter, change or delete system wide Journal Codes. 
Clicking on the [List] button will display all the Journal Codes with descriptions which have 
already been setup on the system. 

To enter a new Journal Code key in up to a three (3) digit journal code in the Journal 
Code Field and press Enter. The focus will now be in the Journal Name Field, so key in 
the description that you want for this Journal Code and press Enter. (This description will 
print on the Journal Report.) Press Enter again or click on the [OK] button to accept this 
Journal Code. 

Calendar Years 
This is a system wide option that allows you to setup the related tax table information for 
FICA, Medicare and state and federal unemployment on a year by year basis. Since this 
is a system option, once you set up this information, it will apply to all companies that are 
being processed on the system. 

FICA -Medicare - Fields are available to enter percentages and maximum 
amounts for the Employee's and the Employer's share of FICA, Medicare and the 
Combined percentages. 

Unemployment - For Federal Unemployment, there are fields to enter the 
percentage and maximum amounts to which the percentages apply. For state 
unemployment, there are fields for each state and the related maximum amounts. 

Tax Tables 
In order to calculate taxes properly, the appropriate tax tables that have been legislated by 
the various government entities must be setup. To save you time and effort, P.C. 
Software Accounting ships the system with the federal and most state withholding tax 
tables already setup. For the purpose of standardization and to make communication and 
customer support more efficient, P. C. Software Accounting has named these tables. The 
Federal Tax Withholding tables are quite straightforward. There are only two Federal 
Tax Tables used by the system. They are FEDS for federal smgle and FEDM for federal 
married. 

You can see a complete discussion on Tax Tables in Step 15: Tax Tables of the Practice 
Set. (Page 2-21) 
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Note: Make sure that you select the option Get Updated Tax Tables After 
Update to update your tax tables whenever you receive a new update from P. C. 
Software Account, Inc. The option is found under the Utilities pull-down then 
System Utilities. 

EIC Tables 
This option accesses the Earned Income Credit Table Maintenance Screen . 
You can make any necessary corrections to EIC, for single and married employees 
using this option. If the tables for a year have been previously entered into the 
system. Click on the List button located to the right of the Year Field and select 
the appropriate table from the list. 

If a new table needs to be entered. Click on the Year Field and enter the year the 
table is for. Next enable the Table is for Married check box if the table is for a 
married person, disable the check box is this will be the single person table. 
Finally enter the appropriate figures in the remaining fields. Once you have 
everything like you want it click the OK button to accept the table. 

Note: Make sure that you select the option Get Updated Tax Tables After 
Update to update your EIC tax tables whenever you receive a new update from 
P.C. Software Account, Inc. The option is found under the Utilities pull-down then 
System Utilities. 

Default PDF Directory 
This option can serve as a great substitute for those tons of paper copies of data 
you keep. The system will allow you to save selected printed reports in a PDF file 
format. Once in the PDF format, a file can be called up with the Adobe Acrobat 
Reader program. 

The PDF Default Directory can be set to the PDF files are saved in a Global folder 
or select a location specific for each client. In the sample screen above, the global 
folder is "C:\pcsw\PDF Files" and the client specific folder is "C:\pcsw\PDF 
Files\PDF 951". 

When the system saves the PDF files, it does so the following file format: 

Client ID_Reporting Period Ending Date_Report or Statement Name.PDF 

Here are a few examples: 

101_05MAR31_BankRepCompDet.PDF Complete Detail Bank Report for March 31,2005 

101_05JAN31_PRCkReg.PDF Check Register (PR Only) for January 31,2005 

101_05JAN31_ TCReport.PDF Time Card Report for January 31,2005 

101_05MAR31_Simple PR Sum.PDF Payroll Summary for March 31. 2004 
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An ICON, PD , has been added to the Home Screen of the Client Write-Up program to 
allow you to access the Acrobat Reader. When the Acrobat Reader program comes up, it 
will leave you in the default PDF folder you have setup. 

Cost Centers 
The system handles Cost Centers through the Chart of Accounts by assigning accounts a 
cost center number and using the Consolidate To feature in the Chart of Accounts setup. 

Cost Center numbers can range from 10 to 98. So whether you manually enter the 
accounts or have the system create the cost center accounts, the cost center number will 
always represent the fifth and sixth positions of the chart of accounts number scheme. 
This means that your consolidating accounts can be either three or four digit numbers. 

Here are a couple examples of a Cost Center Chart of Accounts. 

If we were using three digit account numbers for our Consolidating accounts, an 
account group would look like this: 

Acct Desc Type Consol 
610 Advertising Expense 610.30 
610.10 Advertising Expense 
610.20 Advertising Expense 
610.30 Advertising Expense 

If we were using four digit account numbers for our Consolidating accounts, an account 
group would look like this : 

Acct Desc Type Consol 
6110 Advertising Expense 611030 
611010 Advertising Expense 
611020 Advertising Expense 
611030 Advertising Expense 

Cost Center Maintenance 

This option allows you to create each cost center with a cost center description and the 
default accounts for suppressing cents and payroll posting. Cost Center numbers can 
range from 10 to 98. 

Once you have entered the cost center number and optionally entered the description, 
there are two tabs to select from to input additional information. 

Cent Suppression - If you will be suppressing cents on your financial statements and 
want to do it for a cost center, enter the account number for rounding. 
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Payroll Overrides - This screen allows you to establish default account numbers 
to related Payroll Transaction Items, so when you are writing payroll checks, you 
can assign a cost center number to an employee's payroll check and the system 
will apply these default accounts entered. 

Add Cost Centers 

With this option you are going to have the system generate cost center account 
numbers for a range of accounts for one or more cost centers. If the active client is 
a non cost center client with existing initial balances and transactions, the system 
will allow you to pick a cost center which it will transfer all the data from the non 
cost center accounts to a designated cost center and it's accounts. 

The screen has a Beginning Account and Ending Account number range. 
There is also a List button for each account field, if you need to scan your chart of 
accounts. 

Under the Cost Centers to Add section, you can input up to 30 cost centers at a 
time. The List button allows you to display all the cost centers you have setup 
under the option Cost Centers. 

NOTE: It is a requirement that you setup a cost center under the option .c..ost 
Centers before the system will allow you to use this add feature to expand your 
chart of accounts with cost center account numbers. 

The Model Cost Center (Optional) field would be used in cases where you had 
different cost centers with different chart of account schemes. Therefore if you 
were adding another cost center, you could have the system model the new cost 
center after an existing cost center. Note that it is an optional feature. 

The Transfer Orphaned Balances & Transactions To field would be used the 
first time you were expanding your chart of account from a non cost center client to 
a cost center client. 

List Cost Centers 

This feature will display all cost centers which have been setup under the option 
Cost Centers. If you want to select one of the cost centers from the list, either 
double click on the cost center or single click on the cost center then click on OK. If 
you do not want to select from the list and want to close the list, click on Cancel. 

Delete Cost Center 

This option will allow you to delete one cost center at a time, as long as there is 
one cost center remaining. This requirement exist so the system can have a cost 
center to receive the balances and transactions. 

If your purpose is to delete all cost center and return to a non cost center client, 
you would delete all cost center till there was one cost center remaining. Then you 
would select the option Consolidate Chart to be Non-Cost Center to complete 
the transition back. 
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NOTE: If a cost center is deleted, it can be regenerated as a new cost center with no 
balances and/or transactions. This could be very helpful if YOL are using the system for 
job costing. A discussion on that topic can be found on the following pages, titled Job 
Costing. 

In the option screen you have fields to enter a cost center number under Center to Delete 
and Transfer Balances To. There is a List button for each field so you can scan for the 
cost center you want to select for the field . 

Consolidate Chart to be Non-Cost Center 

The purpose of this function is to allow you to take a cost center client, with all the 
balances and transactions consolidated into one cost center, and convert the data back 
into a client with a conventional chart of accounts. 

Consolidating the balances and transactions from multiple cost centers into one cost 
center is accomplished by using the Delete Cost Centers function. 

When this option is selected, the following warning will be displayed: 

Warning! Data should be backed up to tape or 

diskette before utilizing this function. 


This warning should be taken very serious. If you were to proceed with this function and 
there were some computer malfunction, the data files could easily be corrupted. 

Your options are either to click on OK to proceed with the consol idation or click on Close 
to abandon the function . 

Cost Center Setup - New Client 

Now let us take you through the steps of setting up a new client with cost centers. The 
assumption here is that you are setting up a brand new client. 

1. 	 Select Company/Options from the Company Setup Option on the Setup Menu 
and check the button box "Using Cost Centers/Departments". 

2. 	 Create a base chart of accounts, meaning a chart without the cost center accounts. 
This would be a chart with only heading and consolidating accounts. Here is a 

sample: 

Acct Desc 	 Level Consol 
400 Income 1 
410 Restaurant 5 
420 Bar 	 5 
430 Catering 5 

3. 	 Select Cost Centers Maintenance from the Setup/Cost Center Menu. Here you 
will tell the system about the information relating to each cost center. 
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4. 	 We are now ready to have the system expand the chart of accounts so it will 
include the cost center accounts. Select Add Cost Centers from Setup/Cost 
Center/Expand Shrink Chart for Cost Centers. After completing this step our 
sample chart from above would look like this: 

Acct Desc Level Consol 
400 Income 1 
410 Restaurant 5 410.20 
410.10 Restaurant 5 
410.20 Restaurant 5 
420 Bar 5 420.20 
420.10 Bar 5 
420.20 Bar 5 
430 Catering 5 430.20 
430.10 Catering 5 
430.20 Catering 5 

Cost Center Setup - Existing Client 


The assumption here is that you want to take an existing client which has no cost 
centers and convert or expand it to a client with cost center capabilities. So the 
portion of our chart below has accounts 410 through 430 as postable accounts with 
activity for the year. 

Acct Desc Level Consol 
400 Income 1 
410 Restaurant 5 
420 Bar 5 
430 Catering 5 

1. 	 Select Company Options from the Company setup option on the ~ 
Menu and check the button box "Using Cost Centers/Departments". 

2. 	 Select Cost Centers Maintenenace from the Setup/Cost Center Menu. 
Here you will tell the system about the information relati l1g to each cost 
center. 

3. 	 We are now ready to have the system take our accounts with activity and 
switch all that information to accounts under a cost center number. We can 
at the same time expand our chart to include any other cost centers we 
want to create. To accomplish this we will select Add Cost Centers from 
Setup/Cost Center/Expand Shrink Chart for Cost Centers. After completing 
this step our sample chart from above would look like this, with cost center 
10 containing all the activity as before when they were non cost center 
accounts: 

Acct Desc 	 Level Consol 
400 Income 1 
410 Restaurant 5 410.20 
410.10 Restaurant 5 
410.20 Restaurant 5 
420 Bar 5 420.20 
420 .10 Bar 	 5 
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420.20 Bar 5 
430 Catering 5 430 .20 
430.10 Catering 5 
430.20 Catering 5 

Other Printers 

Check Writing Printer 

This option is used to assign a specific printer as the printer for printing checks. 

Deposit Slip Printer 

This option is used to assign a specific printer as the printer for printing deposit slips. 

NOTE: All other printing will be directed to the printer setup under the menu option: 
File/Select Printer (Default). 

Mail Labels Printer 

This option is used to assign a specific printer to print mail labels. 

Invoice Printer 

This option is used to assign a specific printer to print invoices. (This is only valid if you 
have the Accounts Receivable advanced option enabled.) 
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Chapter 5 
Checks & Receipts 
This chapter discusses the various Checks and Receipts options found in the Computer 
Checkbook System. 

Checks & Receipts Pull-Down Menu 
The options listed under the Checks & Receipts pull-down menu are discussed below: 

Write Vendor Checks 
This option allows you to input the information that is needed to print vendor checks. 
You can access this option by either clicking on the Checks & Receipts pull-down 
menu then Write Vendor Checks or by clicking on the Enter Vendor Checks Icon 
shown to the left. You should be aware of the following automatic features of this 
option. 

1. 	 The system will use the computer's date in the Date Field, 

2. 	 If there is only one bank account setup, the system will aulomatically input that 
account in the Cash Account Field and place the next aV'::Iilable check number in the 
Check Number Field. 

3. 	 Once the Cash Account has been entered, the system will display the journal code and 
current bank account balance for that account. 

4. 	 As dollar amounts are entered, the Remaining Balance Field will display the 
difference between the check amount and the distribution amounts. The check can 
not be printed until the remaining balance is zero. 

Below is a list of the fields that are displayed on this screen: 

• 	 Cash Account 

• 	 Check Number 
• 	 Vendor ID 
• 	 Check Date 

• 	 Check Amount 

• 	 Memo 
• 	 Account Distribution Section 

• 	 Date for New Checks 
• 	 Manual Checks 
• 	 Control Buttons and Check Boxes 
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Cash Account 


The Cash Account is an account from the Chart of Accounts that has been 
designated by the user to represent one of the company's bank accounts. 
The List button next to the Cash Account Field will display a list of the 
Cash Accounts that have been previously setup by the user. 

Note: At least one Cash Account must be setup before you can use this 
option. 

Cash Accounts are setup by clicking on the Setup pull-down menu then 
Accounts and Cash Accounts. 

Check Number 

Once a Cash Account has been selected, the Check Number Field will 
automatically display the next available check number to print for that bank 
account. 

If you need to recall a check, simply enter the desired check number or 
click on the List button to the right of the Check Number Field and select 
the check from the list and the check information will be displayed. 

Note: The list feature will only list Vendor Checks. Because not all checks 
written from this bank account will be listed, the check numbers may not be 
in order. (i.e. Check 1000-1004 are vendor checks, 1005-1013 are payroll 
checks and 1014 is a vendor check. This list will only show checks 1000
1004 and 1014.) 

Vendor 10 

This field is used to call up the desired vendor. To call up a vendor, you 
can either enter their Vendor 10 Number, the first few letters of the vendor 
name, or one of the Look Up Codes that were entered on the Vendor File 
Maintenance Screen for the desired vendor. 

You can also click on the List button located next to the Vendor 10 Field 
and select a vendor from the resulting list. 

There is an important feature on this screen you should be aware of, and 
that is the Temp button . This feature allows you to enter a one time Vendor 
name and address. This information will appear on the vendor check but 
will not be stored in the Vendor Data File. Click on the Temp button to 
bring up the Enter Temporary Vendor Name & Address Screen. Then 
enter the information you want to appear on the vendor check and click Ok. 
The name and address that you entered will appear in the fields below the 

Vendor 10 Field . 
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Check Date 


Based on the assumption that the check you are about to print should have the 
current date; the system will automatically place the computer's date in this field. 
The user may change this date if necessary. But the date must be within the 
current reporting period. 

Check Amount 

This field allows you to enter the total dollar amount of the check. 

If you do not know what the amount of the check is goi g to be because you are 
going to pay a batch of invoices, the Check Amount Field can be skipped. 
Enable the Calc Bal check box by clicking on it. A che-ck mark will then appear in 
the box. Now as you enter the distributions for the check, the system will display 
the running balance in the Check Amount Field. After all the invoices have been 
entered, check the validity of the check amount and if correct write the check. 

Memo 

The Memo Field is used to input information that you want to print on the check 
and stub. Usually this would be something like a cust mer account number. 

If you would like to save the entry in the Memo Field SD it will display on the screen 
and print on the check in the future, enable the Save Memo check box and the 
system will save the memo. 

Note: You can add, delete or change saved memos by clicking on the Setup pull
down menu and the Vendor option. Look for the Memo Field on the Vendor File 
Maintenance Screen. This field holds the saved men 0 description. 

Account Distribution Section 

This section is used to post or distribute all or part of a vendor check, to selected 
accounts and allows flexibility in descriptive entry. 

This section contains the following fields: 

Account Number - The account number can be any account already setup in the 
company's Chart of Accounts. You can either key in a valid account number and 
press Enter or click on the List button located at the bottom on the Account 
Section and select an account from the list. 

Account Description - This field will automatically display the account description 
setup in the Chart of Accounts. This feature allows you to determine if you have 
the right account. You may override this description if desire, with information such 
as an invoice number. You have different options as · what you may print on the 
check stub. These options are setup using the Setup pull-down menu then 
Company and the Options/2 TAB. Press Enter to b~ pass this field and proceed 
to the Amount Field. 
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Amount - In this field , you should enter the amount for each posting or 
distribution . 

Note: If you had setup an Account Number and a Fixed Amount for the 
Vendor under Vendor File Maintenance (Setup, Vendor), then the 
Account Number and Amount Fields will be automatically filled in by the 
system when you select this vendor. You can override both these numbers 
if desired. 

Date for New Checks 

Upon entering the Write Vendor Checks Screen, the computer's date will 
appear in this field . The system will use this date for the check date and 
display it in Check Date Field. 

This field can be very helpful if you have to record a group of manually 
written checks that have a date different than today's date . If you enter a 
different date in this field, the system will use that date for the check date 
for all checks to be recorded until changed. 

Note: Once you leave the option the date will revert back to the computer's 
date. So if you changed the date and left this option and then came right 
back into it, you would have to again change the date as the computer's 
date will be displayed again . 

Manual Checks 

Not all checks will be written on the computer. You may need to record 
checks written before this system was put into use or a check may be taken 
off site to pay for items away from the business. 

These checks still need to be recorded into the system, so make your 
normal check entries and then enable the Check has already been 
written manually check box. Note, that when you now click the Write 
Check button to record the check, nothing will print. 

Control Buttons 

At the bottom of the Write Vendor Checks Screen is a series of Control 
Buttons. Below is brief discussion of each button: 

Write Check - Once all vendor check information is complete, clicking on 
this button will send a print command to the selected printer to print the 
check and record the check as a transaction. 

Cancel - Clicking on this button will remove or clear any check information 
from all fields and return the cursor to the Cash Account Field . If the 
information is for a new check (not previously recorded), that data will not 
be saved . If the information is for an Active check (previously recorded 
check), the system will retain the original information. 
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Close - Clicking on this button will close the Write Vendor Checks Screen and 
return you to the Home Screen. If information for a new check (not previously 
recorded) had been entered, that data will not be saved. If the information is for an 
Active check (previously recorded check), the system will retain the original 
information. 

Additional Description Button - Clicking on this button will cause a pop-up 
window to appear. This window is designed to allow the user to input additional 
descriptive information for each distribution on a vendor check, which in turn will be 
transferred over to the PC Software Accounting Client Write-Up program as an 
additional transaction description. 

Help - Clicking on this button will display the Write Vendor Checks Help Topic. 
That topic discusses the write vendor check screen and the related fields of entry. 

Void Check - Clicking on this button will cause the currently displayed check to be 
voided. 

Note: A voided check will remain in the system but all distributions comprising the 
check will be zeroed (0). 

Print Blank Check - This button is used in conjunction with the MICR check 
printing option for people printing to blank stock checks. This feature will print 
enough information on a blank stock check so the check can be written manually. 
You should enter the check number to be printed on the blank stock check and 
have entered through the date field to the vendor 10 field. Then click on this button 
to print a useable check. After the check has been manually written, the check will 
need to be recorded as would any manually written check. 

Auto Cents - When the Auto Cents is activated, dollar amounts may be entered 
without having to enter a decimal point to separate the dollars and cents. This 
feature can be turned on or off by clicking on this button. Auto Cents can be 
activated as the default by checking the box Auto Cents from the Options tab 
screen in the Setup/Company option. 

Thus with the Auto Cents activated, a dollar amount like $1,098.23 would be 
entered as 109823. A dollar amount like $1,000.00 would be entered as 100000. 

Invoices 

If you are using the Advanced Options feature of Accounts Payable, here is an 
alternate method of paying invoices. This method of paying invoices will allow you 
to enter the vendor you want to write the check for and the selected pre-entered 
invoices you want to pay that vendor. 

Once in the Write Vendor Checks screen, call up the vendor as if you were going 
to write a normal check for that vendor. At this point, click on the button to the right 
of the Vendor 10 field labeled Invoices. The system WIll present a screen 
displaying all open and/or selected invoices for this vendor. Now make the 
selections for the invoices to be paid and click on the OK button. The system will 
bring forward these selected invoices into the account distribution section. The 
check is ready to now print if you so desire. 
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Write Payroll Checks 

This option allows you to input the information that is needed to calculate and print 
payroll checks. You can access this option by either clicking on the Checks & 
Receipts pull-down menu then the Write Payroll Checks option or by clicking on 
the Enter Payroll Check Icon shown to the left. 

Note: When an employee is called up, the system only displays the payroll items 
that have been setup for that employee. 

You should be aware of the following automatic features of this option. 

1. 	 The system will use the computer's date in the Date Field . 

2. 	 If there is only one bank account setup, the system will automatically input that 
account in the Cash Account Field and place the next available check number 
in the Check Number Field. 

If you have more then one cash account setup the system will prompt you for 
the account you will be writing checks out of when you access this option. 

3. 	 As dollar amounts are entered, the Net Amount Field will display the 
difference between the gross wages or additions and the deductions. 

Below is a list of the fields that are displayed on this screen: 

• 	 Transaction Number 

• 	 Current 

• 	 Check Number 

• 	 Employee 10 

• 	 Date 
• 	 Center 

• 	 Unemployment State 

• 	 Additions 

• 	 Deductions 

• 	 Notations 

• 	 Employee Paid Items 

• 	 Net Account 

• 	 Net Amount 

• 	 Copies 

• 	 Control Buttons & Check Boxes 

Transaction Number 

The Transaction Number is a unique number that the system 
automatically assigns to each new payroll transaction. This number should 
not be changed when entering a new payroll transaction. You can use this 
field to recall a previously printed payroll check, if you know its transaction 
number or you can click on the [List] button to search for the check to be 
recalled. You may also search by employee by clicking on the Employee 
TAB after clicking on List. 
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Current 


The Current check box tells the system in what period the payroll transaction can 
be entered or changed. If this box is checked, then only payroll transactions for 
the Current Reporting Period can be entered or changed. If the box is 
unchecked, then payroll transactions from pervious periods can be accessed and 
changed. 

Check Number 

The Check Number Field will automatically display th f~ next available check 
number for the Cash Account that you selected . If this check number is incorrect, it 
should be changed to the correct check number. 

If you need to recall a payroll check, use the Transactron Number Field to enter a 
known transaction number or use the List button located right next to the 
Transaction Number Field to search for the check. 

Employee 10 

Enter the employee's 10 number in this field, the first part of the employee's last 
name or the Look Up Code that was entered for this employee in employee setup. 
You could also click on the List button and select the nmployee from the list of 
company employees. 

Note: The system uses the Last Name Field in the Employee Setup Screen 
when searching for employees. (i.e. If you typed a SMI in the Employee ID Field 
and pressed Enter, the system would bring up a list of every employee who's last 
name started with SMI and if only one employee was found it would automatically 
select that employee) You may also enter something like the first or a nickname in 
the Look Up Field on the Employee Setup Screen, then that information can also 
be used to call up the employee. 

Check Date 

Based on the assumption that the check(s) you are about to print should have the 
current date, the system will automatically place the computer's date in this field . 

If for some reason this date needs to be changed, it can be over written by the 
user, by either keying in the date or by using the spin buttons located at the end of 
the Date Field. 

Center 

This field allows the user to distribute, for general ledger purposes, the individual 
payroll items to various cost center (departments) accounts. If you need to do this 
either enter the proper Center Code or click on the List button located to right of 
Center Code Field and select the Center Code from the list. 

Note: A default cost center can be assigned in emplovee setup. You can override 
the default center and enter any cost center number fran individual payroll check. 
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Unemployment State 

During employee setup, the employee will be assigned a state for 
unemployment purposes and that state code will appear in this field . 

Note: The state code can be changed to another state code if necessary 
for this transaction. 

Additions 

The system is only going to display the payroll addition items that have 
been setup during employee setup for this employee. 

Additions represent items that add to or increase the total of the payroll 
check. Usually the only addition will be gross wages subject to income tax. 

Deductions 

The system is only going to display the payroll deduction items that have 
been setup during employee setup for this employee. 

Deductions represent items that subtract from or decrease the total of the 
payroll check. Usually deductions are items like federal income tax 
withholding, FICA, Medicare, state tax withholding, health insurance, 401 K, 
etc. 

Note: If the employee receives a nontaxable reimbursement, such as 
travel expenses reimbursement, for check stub purposes it may be better to 
setup the reimbursement as a deduction and record the dollar amount as a 
negative( -) amount. 

Notations 

Notations are usually one of two things: 

1. 	 A Notation may be an item that has an indirect effect on the payroll 
check. An example would be employee tips which is needed to 
calculate the correct taxes and also must be tracked for payroll reports. 

2. 	 A Notation may also be an item that has no effect on the payroll check. 
An example would be sick or vacation days. 

Note: Tips(Check) is an addition item. Usually it is payment for tips made 
on a credit cards. 

Tips(Cash) is a notation item. These are tips that the employee reports, 
which they received in cash. 
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Employee Paid Items 

These are items that have no effect on the payroll check, but may need to be 
recorded as a general ledger entry. Such items may be matching 401 K 
contributions, officer life insurance, etc. 

Net Account 

This field represents the bank or Cash Account that this check will be drawn on. 
The Cash Account is entered by the user on the first screen that appears after 
selecting to print payroll checks. 

Note: This field should not have to be overridden, but can if need be. 

Net Amount 

As dollar amounts are entered, the Net Amount Field will display the difference 
between the gross wages or additions and the deductions. 

Note: This field should not be overridden, rather if it is incorrect, something else 
on the check should be corrected. 

Copies 

This field defaults to one (1) as the number of copies of a check that print, which 
usually means that the original check only prints. The number that is inserted will 
determine how many times the check will print. You will need to properly insert 
additional sheets of paper between the checks, if you are printing one or more 
copies of the original check. 

Control Buttons 

At the bottom of the Write Payroll Checks Screen is a series of Control Buttons. 
Below is brief discussion of each button: 

Write Check - Once all payroll check information is entered, clicking on this button 
will sent a print command to the selected printer to print the check and record the 
check as a transaction. 

Cancel - Clicking on this button will remove or clear any check information from all 
fields and return the focus to the Transaction Number Field. If the information 
was for a new payroll transaction, that data will not be saved. If the information 
was for an Active check (a previously recorded check), the system will retain the 
original information. 

Void Check - Clicking on this button will cause the currently displayed check to be 
voided. 

Note: A voided check will remain on the system but all payroll items comprising 
the check will be zeroed (0) . 
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Close - Clicking on this button will close the Write Payroll Checks Screen and 
return you to the Home Screen. 

Help - Clicking on this button will display the Write Payroll Checks Help Topic. 
That topic discusses the write payroll check screen and the related fields of entry. 

List - Clicking on this button will access the Print Payroll Transactions option. 

Remove - Clicking on this button will remove the payroll transaction totally from the 
system as opposed to voiding it. which will zero the check but will leave the check 
number on the system . The most common reason to remove a payroll check is 
that it was supposed to be written as a vendor check. Remember. each option can 
only list the type of check it has written . (i.e. Vendor checks from Vendor Check 
Writing and payroll checks from Payroll Check Writing) 

Auto Cents - The Auto Cents feature affects how you enter dollar amounts. If it is 
off. you must enter the amounts with a decimal point. If it is on, the system will 
assume two decimal places for any amount entered. This feature can be turned 
on or off by clicking on this button. Auto Cents can be activated as the default by 
checking the box Auto Cents from the Options tab screen in the Setup/Company 
option. 

Recalculate Check - Clicking this button will cause the system to recalculate the 
taxes for the check. If you change a gross amount it is recommended that you 
click on this button. 

Memo - Check/Stub 

The two long field near the top of the Payroll Transaction Screen are the Memo 
Fields . Any thing you put in this field will print on the memo portion of the check or 
stub 

Note: If you would like to save the memo message for the employee. there two 
check boxes at the bottom of the screen labeled "Save Check(Stub) Memo by 
Employee" that can be selectively marked. 

Check Boxes 

There are multiple check boxes displayed on the Payroll Transaction Screen. 
Here is discussion for each . 

Check Has Already Been Written - Enable this check box if the check you are 
entering has already been written (i.e. by hand. before you started the system. etc). 
Then when you click on the Write Check button the system will record the check 
but nothing will print. 

Make Std Check - Enable this check box and when you click on the Write Check 
button the system will record the check and also record this check as the Standard 
Check for this employee. You could then view. change or remove this Standard 
Check by clicking on the Employee File Maintenance Icon shown to the left and 
going to the Standard Check Screen. 
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Caution: The Make Std Check box, once marked, will remained marked until you 
either unmark it or reenter this Payroll Transaction option screen. Therefore if the 
next employee to receive a check is an hourly employee, the system will save their 
pay check information as standard amounts for the future. 

Print Note on Check Stub - This note feature will allow a universal message to 
be printed on the bottom of each payroll check stub if tne box is checked. The 
setup of the message is entered in the option "Setup/Company/ Chk Writing Name 
& Adrs". 

Override Payroll Item Amounts - There may be times when it is necessary to 
override certain payroll items that the system has calculated or are standard check 
amounts. Check the box and the system will allow override input. Some examples 
of overrides could be an employee with standard amounts for certain payroll items 
that need to changed for this one check or where prior payroll data is being 
entered into the system. 

Journal Entries 
While this is an important option it should not be used for the everyday entry of 
transactions . This option should only be used to enter non-bank related 
transactions or to correct problems in existing transact ons. This mode of 
transaction entry is most practical where you are entering a series or group of 
transactions which will have the same Journal Code and Reference Number. One 
of the big advantages is that the screen displays seven (7) transactions at a time 
and if more entries are made, it will scroll continually ti ll the last transaction is 
entered. A total of the debit and credits, plus the differ.ence between the total 
debits and the total credits is displayed. 

If any transaction in the group needs to be corrected or updated, the Journal Code 
and Reference Number can be reentered and the first seven (7) transactions will 
reappear. 

Journal Code 

The Journal Code is selected using the drop-down list of available journal codes, 
which were previously entered into the system file using the Setup pull-down menu 
then System and Journal Codes. 

Reference Number 

The Reference Number may be up to eight (8) characters long and may contain 
both alphabetic and numeric information. The Reference Number you enter will be 
used for all entries on the screen. If you want to change the number you will have 
to start a whole new journal entry. 

Date 

This is the transaction date. The date automatically defaults to the ending date of 
the current reporting period. This date can be changed by using the spin button 
located at the end of this field. 
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Account 

This is where you would enter the account number for this transaction. You can 
either type in the number or click on the List button and select if from the list. 

Account Description 

This is the accounts description found in the Chart of Accounts. 

Debit-Credit Fields 

If the amount is a debit to this account enter it into the Debit Field, if it is a credit to 
the account enter it into the Credit Field. 

Ledger Transaction Description 

This is a 40 character field used to describe the current transaction, such as the 
check payee. 

Note: The system has a nice time saving feature . In situations where transactions 
repeat the same description, like a check with multi-distributions, rather than 
keying in the same description again and again, just key in a period (.) in the 
Description Field and the system will duplicate the description from the prior 
transaction. 

Memo 

This is where you can enter a memo concerning this transaction. 

Date Range 

The Date Range will default to the Current Reporting Period that you have 
selected. The system limits you to entering transactions with a date falling within 
this date range. This protects you from inadvertently entering a transaction with an 
incorrect date. This range may be changed if desired. 

Auto Cents 

When the Auto Cents option button is activated, dollar amounts maybe entered 
without having to enter a decimal point to separate the dollars and cents . 

Thus with the Auto Cents activated, a dollar amount like $1,098.23 would be 
entered as 109823. A dollar amount like $1 ,000.00 would be entered as 100000. 
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Setting Up a Beginning Bank Balance 

Setting up your beginning bank balance can be accomplished by entering either a 
deposit or by entering a journal entry for the amount of the beginning balance. 

Here are a couple things to consider when making this entry for the beginning bank 
balance: 

1. 	 The date on the entry should be prior to the first date period that you will start 
or that you will be transferring to the accountant. For example if you were 
starting the system as of January 1, 2006, you would usually date the entry 
December 31, 2005. 

2. 	 When making the off set entry for the dollar amount of the beginning bank 
amount, you need to post to an account other than the Cash Account. In other 
words, if you were to do a journal entry and use th e1 cash account for both sides 
of the entry, the net of the entry would be zero ($0) and your bank balance 
would be incorrect. 
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Receipts 

This screen allows you to input the information that is needed to print or record a 
bank deposit and also to record other miscellaneous bank transactions. It should 
be noted that the system will bring forward and display information as you input 
data. 

To access this option either click on the Checks & Receipts pull-down menu then 
Receipts or click on the Process Receipts Icon. 

There are several things you should be aware of concerning this option: 

• 	 The system will automatically place the computer's date in the Date Field . 

• 	 If there is only one bank account setup, the system will automatically input 
that account in the Cash Account Field . 

• 	 Once the Cash Account has been entered, the system will display the 
journal code. 

• 	 As dollar amounts are entered, the Remaining Balance Field will display 
the difference between the transaction amount and the distribution 
amounts. A deposit can not be printed or a transaction recorded until the 
remaining balance is zero. 

On the next page is a list of the fields that are displayed on this screen : 

• 	 Entry - New & Update 
• 	 Sequence 
• 	 Type 
• 	 Cash Account 
• 	 Journal Code 
• 	 Description 
• 	 Date 
• 	 Amount 
• 	 Distribution Section 
• 	 Receipts - Control Buttons & Check Boxes 

Note: When recording a deposit, the system can handle Coins & Currency. (See 
page 5-17) 

Entry 

The system will default to New when you first access this option. If you need to 
change an existing receipt enable the Update radio button. 
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Sequence 

The system will assign its own Sequence Number to each new receipt's transaction. To 
recall a previously recorded receipt's transaction, first enable the Update radio button. 
The Sequence Field will now display, you can then key in the Sequence Number if it is 
known or click on the List button and select the receipt from the list. 

Type 

As the field implies this is where you mark what type of transaction this is. Simply enable 
the proper Type radio button by clicking on it. The sign after the type indicates how the 
transaction will affect the bank account balance. A (+) sign means the transaction will 
increase the bank balance and a (-) will reduce it. 

Deposit (+) - A deposit can be recorded as a total of all items or each item can be input 
individually so that an actual deposit slip can be printed by the system. . 

Transfer (-) - A transfer between two bank accounts can be recorded, using this type 
transaction. The Transfer Amount Field will reduce the Cash Account and the 
Distribution Amount Field will increase the bank account listed in the Distribution 
Account Field. This type can also be used to record other transactions, such as 
automatic bank payments. 

Return Fee (-) - A transaction recorded under this type will reduce the Cash Account and 
is usually used to record a charge from the bank for a returned check. 

Purchase Checks (-) - This transaction records the bank charge for the cost of checks or 
deposit slips. The transaction reduces the Cash Account. 

Return Deposit (Bad Check) (-) - Use this type transaction to record a check that was 
returned by the bank. The transaction reduces the Cash Account. 

Interest (+) - This transaction records interest earned on the bank account. The 
transaction increases the Cash Account. 

Service Charge (-) - This transaction records any charges on the bank account. The 
transaction reduces the Cash Account. 

Misc (-/+) - This type can be used for any other transaction . 0 increase the Cash 
Account, both sides of entry must be positive numbers (+). To decrease the Cash 
Account, both sides of the entry must be negative numbers (-). 

ATM Withdrawal (-) - This transaction type is used to record any ATM Withdrawal. The 
transaction reduces the Cash Account. 

Cash Account 

This field will display the Cash Account that this transaction will be using . If you have only 
one Cash Account the system will default to that account number. If you have more than 
one Cash Account the last account you were working with wil l be displayed. The List 
button located to the right of this field can to used to change Cash Accounts. 
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Journal Code 

This is the Journal Code associated with this transaction . The Journal Code 
defaults to the Receipts Journal Code setup for the Cash Account under the 
Cash Account Entry option. (Setup, Accounts and Cash Accounts) 

You can override this Journal Code if need be. But usually you would want any 
transaction entered to show up under the default journal. 

Description 

An automatic description will be generated for the transaction . If you wish you may 
input a description of your own to better describe this transaction. 

In addition to this description, you also have a Description Field for each 
distribution item of the transaction. 

Date 

The system will automatically place the computer's date in this field . If for some 
reason this date needs to be changed, it can be over written by the user. 

Amount 

In this field you would enter the total dollar amount of the deposit that is to be 
printed or the total dollar amount of the transaction to be recorded . 

If you are recording a deposit and you don't know what the total amount of the 
deposit is, (i .e. You are entering a large group of checks), the deposit amount field 
can be skipped. Enable the Calc Bal check box and the system will keep a 
running total of the deposit in the Amount Field. Once the last check is entered, 
the Amount Field will hold the total amount of the deposit. Make sure you press 
the Enter key after you have entered the last check of the deposit, otherwise your 
total will be incorrect. 

Distribution Section 

The Distribution Section of the screen as a default contains three (3) fields, 
(Account, Description and Amount), which detail the transaction. 

Note: If you are actually printing deposit slips and/or recording individual checks, 
you have the option of adding a fourth field (Check Number). This would allow you 
to record the check number for each check deposited. This feature is activated by 
checking the box Show Check Number on Receipts in the opt on 
"Setup/Company/Chk Writing Name & Adrs". 

Account - When recording receipt transactions the system needs to know where 
you will be posting or distributing the amounts for accounting purposes. This is 
where you enter the Distribution Account for this transaction. (i.e . Sales, Interest 
Income, Other Income, etc) 
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Either key in the account number or click on the List button located at the bottom of the 
Distribution Section and select the account from the list. 

Description - This field should describe the nature of the distribution for this transaction. 

If recording a deposit, it is typically the name of the company or person whose check you 
are depositing. If the deposit is being printed, the system will use this description to print 
on the deposit slip. For a returned check, it may be the name of the company or person 
whose check was returned to you. For a transfer transaction, it may be the purpose of the 
transfer you made. 

Amount - For each distribution, enter the dollar amount of tha distribution. 

Negative(-) amounts can be used, such as the withdrawal of cash as part of a deposit. 

Coins & Currency Amounts - When recording a deposit, it may be necessary to deposit 
coins and currency. Below are the procedures. 

For currency, enter a dollar sign ("$") into the Distribution Description field. In the 
distribution window, which appears, enter the accounts and amounts for distribution of the 
currency which you are depositing. If currency is being distributed to more than one 
account, use the "$" sign for each distribution entry. The system will total all entries with a 
"$" sign when a deposit slip is printed. You may also add addi 10nal descriptions after the 
"$" sign to indicate information about the monies deposited. 

In the next Distribution Description field, enter "COIN" in the Distribution Description field 
to record coins to be deposited. The same feature apply to co ns as did entering currency. 
In the distribution window, which appears, enter the accounts and amounts for distribution 
of the coins, which you are depositing. When this window closes, the system will place 
the cursor in the next Distribution Description field. 

Control Buttons 

At the bottom of the Receipts Screen is a series of Control Buttons. Below is brief 
discussion of each button: 

OK - Once all transaction information is complete, clicking on this button will record (save) 
the transaction. 

Print Deposit Slip - Once all deposit information is complete, clicking this button Will sent 
a print command to the selected printer to print the deposit slip and record the deposit as 
a transaction. On the next page is more information regarding printing deposit slips. 

Delete - Clicking on this button will cause the currently displayed transaction to be 
deleted, removing any reference to the transaction from the system. 

Help - Clicking on this button will display the Receipts - Deposits/Charges/Misc Entry 
Help Topic. That topic discusses the receipts screen and the related fields of entry. 

Cancel - Clicking on this button will remove or clear any check information from the fields 
and return the cursor to the Cash Account Field. If the information is new, that data will 
not be saved. If the information is for an Active Receipt (prev ously entered and recorded), 
the system will retain the original information. 
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Close - Clicking on this button will close the Receipts Entry Screen and return 
you to the Home Screen. 

Note: If you have entered a transaction but have not recorded it by clicking either 
the OK or Print Deposit Slip buttons and you then click the Close button, the 
system will Cancel the transaction and then Close the screen. Thus the 
transaction will not be recorded . 

Separate Descriptions - This button is only used if you want to separate a 
combined description. (i.e . you have entered the same description for two or more 
deposit items in a row.) If this is not what you want, use this button to separate the 
descriptions and enter the descriptions you want. 

Auto Cents - When the Auto Cents is activated, dollar amounts may be entered 
without having to enter a decimal point to separate the dollars and cents. This 
feature can be turned on or off by clicking on this button. Auto Cents can be 
activated as the default by checking the box Auto Cents from the Options tab 
screen in the Setup/Company option. 

Thus with the Auto Cents activated, a dollar amount like $1,098.23 would be 
entered as 109823. A dollar amount like $1,000.00 would be entered as 100000. 

Print Deposit Slips 

The system can generate deposit slips that are acceptable to any bank. You would 
need to order the deposit slips, because they need to be the proper paper weight, 
pre-perfed to separate the actual deposit slip from the record copy and to have the 
bank routing and account number MICR encoded. If you were using the MICR 
option to print deposit slips, you still need to order deposit slips. You just would not 
have the bank routing and account number imprinted. 

As part of the setup for printing deposit slips, the Company Name and Bank 
Name should be setup so they will print on the deposit slips. The company name is 
setup in the option "Setup/Company" on the first screen in the first field labeled 
"Company Name and Address for Letterhead". The bank name is setup in the 
option "Setup/Account/Cash Account" on the "Ck-Writing Bank Data" in the first 
field labeled "Bank Name and Address" . 

A sample is shown on the next page of the input screen from the Receipts option 
for the deposit slip that is shown on the next page. Note that there were three 
entries for currency because amounts were being posted to three different 
accounts. 
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r Re! O~c,=sit 18so Che lJ!) 

~k: B ' t O~p;l sit Sli I Oslele I 
!:iel~ ~snoel I CI ~ 

C~.O'icti:n : 

Dille 1 03 '31 1'0. 

., eu nt: 14,2.88.12 

410'.10 COl 

410.10 

410 .2D 

410 .2<0 

s 

410.1'0 A8C I C 

410 .3<1 Sr\lIT & JCt·.ES 

410.10 At CERSOl>; & A S SOC 

410 .20 TYLER, HARRISC 

Sep' sle Ce.ccictien 

32 1 ~ 

45e 7 

91 24: 

~ Calc.!lsl 

3,2 1.00 

.:n.oo 
1,20D.O n 

1,!:3JDD 

3EO .OO 

4ED.O O 

876 ,00 
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Sample Deposit Slip - The two parts would be separated. The left had side would become 
the record copy and the right would be the deposit slip that would taken to the bank for 
deposit. 

DePOSit Ilcket - 110 25 

Sample Company 

Bank of Amenca 

Ole: 03-31 ·2006 

DescnptJon 

1 

2 

3 

4 

Currency 

Coin 

ABC INC 

SMITH & JONES 

ANDERSON & ASSOC 

TYLER, HARRISON 

Total 

Sum 410.10 

Sum 410.20 

Sum 410.30 

Chk # Amount 

876.00 

12.12 

3212 1,200.00 

34567 1,500.00 

4567 350.00 

91243 450.00 .. ... 
ru

4,388 .12 
~ 

r 
U1485.12 
O"'l 

1,971 .00 -.J 

1.932.00 -

... 
ru 
a 
~ 

.J] 

OJ 
r 
-.J 

U1 

Deposit Ticket 

Sample Company 

Bank of Amenca 

""" leerrDate 0>-31-2006

f c~..!.ency_ 816 00 

COin 12 121--

JChecks 

1 ABC INC 1,200 00 

2 SMITH & JONES 1.500 00 

3 ANDERSON ASSO 350 00 -
4 TYLER. HARRISON 450 00 

1--
I 
~-
I TOTAL 4 388 f 
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Fix Check Numbers 

This option (Check & Receipts and Fix Check Numbers) will allow you to renumber a 
single check or a series of checks . It should be noted that when doing a series of checks, 
there should be no break in the check numbers such as a voided check in the series. 

Here is brief discussion of each field: 

Check Numbers - In this field, you would enter the beginning I1:heck number, as it 
currently exists in the system, of the series to be renumbered or in the case of a single 
check, you would enter the single check number. 

Through - In this field, you enter the ending check number, a . it currently exists in the 
system, of the series to be renumbered or in the case of a sin Ie check, you enter the 
single check number again. 

For Cash Account - Here you would enter the Cash Account number that these checks 
were drawn from. 

List button - This drop-down list box will display the cash accOiunt(s) setup for this 
company. 

Should be Numbered - Enter the new beginning check number for a series of checks or 
for a single check. This check number should be the actual check number that was 
printed. 

Through - The system will generate the ending check numbe' , based on your input, for 
the number it thinks will represent the actual ending check number after renumbering. 

OK button - Clicking on this button will accept the information entered and process the 
renumbering. . 

Close button - Will close the window and return you to the Home Screen. 

View Transferred DOS Receipts 
This option allows you to view receipts previously entered on the DOS Computer 
Checkbook system and transferred to the Windows Computer Checkbook. 
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Bank Withdrawals 

This option is designed to handle bank transactions that reduce the bank balance 
and do not have check numbers. That would represent on-line payments, 
automatic payments, etc. The advantage of using this screen over either the "Write 
Vendor Checks" or "Receipts" options is that you do not have to worry about 
assigning check numbers and you get to track vendor history, because this Bank 
Withdrawals option assigns vendors to each transaction. 

To access this option either click on the Checks & Receipts pull-down menu then 
Bank Withdrawal or click on the Bank Withdrawal Icon shown to the left. 

There are several things you should be aware of concerning this option: 

• 	 The system will automatically place the computer's date in the Date Field. 

• 	 If there is only one bank account setup, the system will automatically input 
that account in the Cash Account Field. 

• 	 Once the Cash Account has been entered , the system will display the 
journal code. 

• 	 As dollar amounts are entered, the Remaining Balance Field will display 
the difference between the transaction amount and the distribution 
amounts. A transaction can not be recorded until the remaining balance is 
zero. 

Below is a list of the fields that are displayed on this screen : 

• 	 Entry - New & Update 

• 	 Reference 

• 	 Cash Account 

• 	 Journal Code 

• 	 Date 

• 	 Amount 

• 	 Vendor ID 

• 	 Distribution Section 

• 	 Control Buttons &Check Boxes 

Entry 

The system will default to New when you first access this option. If you need to 
change an existing transaction enable the Update Entry radio b.utton. 

Reference 

The system will assign its own Reference Number to each new withdrawal 
transaction. The reference number will always begin with the letter "H". To recall 
a previously recorded withdrawal transaction , first enable the Update Entry radio 
button. The Reference Field will display, key in the Reference Number if it is 
known or click on the List button and select the transaction from the list. 
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Cash Account 


This field will display the Cash Account that this transaction will be using. If you have only 
one Cash Account the system will default to that account number. If you have more than 
one Cash Account the last account you were working with will be displayed. The List 
button located to the right of this field can to used to change Cash Accounts. 

Journal Code 

This is the Journal Code associated with this transaction . The Journal Code defaults to 
the Disbursements Journal Code setup for the Cash Account under the Cash Account 
Entry option. (Setup, Accounts and Cash Accounts) 

You can override this Journal Code if need be. But usually you would want any 
transaction entered to show up under the default journal. 

Date 

The system will automatically place the computer's date in this field . If for some reason 
this date needs to be changed, it can be over written by the user. 

Amount 

In this field you would enter the total dollar amount of the transaction to be recorded. 

If you are recording a transactin and you don't know what the total amount of the 
transaction is, (i.e. You are entering a large group of distributions or invoices), the 
transaction amount field can be skipped. Enable the Calc Bal check box and the system 
will keep a running total of the transaction in the Amount Field. Once the last amount is 
entered, the Amount Field will hold the total amount of the transactions. Make sure you 
press the Enter key after you have entered the last transaction, otherwise your total will be 
incorrect. 

Distribution Section 

The Distribution Section of the screen as a default contains three (3) fields, (Account, 
Description and Amount), which detail the transaction. 

Account - When recording transactions the system needs to know where you will be 
posting or distributing the amounts for accounting purposes. This is where you enter the 
Distribution Account for this transaction. (i.e. Sales, Interest Income, Other Income, etc) 

Either key in the account number or click on the List button located at the bottom of the 
Distribution Section and select the account from the list. 

Description - This field should describe the nature of the dis ribution for this transaction. 

Amount - For each distribution, enter the dollar amount of that distribution. 

Negative(-) amounts can be used, such as the credit memos 
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Control Buttons 

At the bottom of the Bank Withdrawals Screen is a series of Control Buttons. 
Below is brief discussion of each button: 

OK - Once all transaction information is complete, clicking on this button will 
record (save) the transaction. 

Delete - Clicking on this button will cause the currently displayed transaction to be 
deleted, removing any reference to the transaction from the system. 

Help - Clicking on this button will display the Bank Withdrawal . Help Topic. 
That topic discusses the bank withdrawal screen and the related fields of entry. 

Cancel - Clicking on this button will remove or clear any check information from the 
fields and return the cursor to the Cash Account Field . If the information is new, 
that data will not be saved. If the information is for an Active Receipt (previously 
entered and recorded), the system will retain the original information. 

Close - Clicking on this button will close the Bank Withdrawal Entry Screen and 
return you to the Home Screen. 

Note: If you have entered a transaction but have not recorded it by clicking either 
the OK button and you then click the Close button, the system will Cancel the 
transaction and then Close the screen. Thus the transaction will not be recorded . 

Auto Cents - When the Auto Cents is activated, dollar amounts may be entered 
without having to enter a decimal point to separate the dollars and cents. This 
feature can be turned on or off by clicking on this button. Auto Cents can be 
activated as the default by checking the box Auto Cents from the Options tab 
screen in the SetuplCompany option. 

Thus with the Auto Cents activated, a dollar amount like $1,098.23 would be 
entered as 109823. A dollar amount like $1,000.00 would be entered as 100000. 
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