
Chapter 6 
The Advanced Payables 
Option 
What is the Advanced Payables Option and why would a firm need it? 

Since the Basic Computer Checkbook can keep vendor files and records and print vendor checks, 
the question often arises, "What is the Advanced Payables Option and why would a firm need it?" 
The answer is that the Advanced Payables Option is designed to a Iowa firm to better manage 
their accounts payable. It allows invoices to be added as the firm receives them and the 
Advanced Payables Option can print an open payables report at any time. This option also 
allows the firm to select which invoices they desire to pay, based on a number of criteria and 
allows the firm to print the checks for the selected invoices in a batch mode. (Whereas the Basic 
Computer Checkbook can only print one check at a time.) 

What is the operational difference between how the Basic Computer 
Checkbook works and the Advanced Payables Option? 

The operational difference between the two methods of producing vendor checks is that the Basic 
Computer Checkbook is designed to accept and print vendor checks one at a time. Each vendor 
check must be verified for correctness by the operator before it is printed. In many small 
businesses that have a small number of vendors and a good control of their payables, this is fine. 
It is simple and easy to write a vendor check whenever one is needed. 

The Advanced Payables Option produces all the desired vendor checks for any or all vendors 
whenever the firm wants to print them. The system produces theses checks in a single session 
but in a batch mode rather than one check at a time. It allows the entry of invoices into the 
system as they arrive at the firm. It produces an open payables report on demand. Invoices may 
be selected for payment at any time based on a number of helpful criteria. If a company has a 
large number of payables or is experiencing difficulty in managing their payables, the advanced 
payables option can help them out. 

What is the number of checks that can be done on either system? 

Both systems will process a single vendor check or a 1000 vendor checks a month. Any 
company with less than fifty vendor checks a month will probably be very happy with the Basic 
Computer Checkbook. Any company with more than 200 vendor checks a month should probably 
use the Advanced Payables Option. Companies with between 50 and 200 vendor checks a 
month could be done on either system. 

If you only have one or two companies for whom you do payables, probably the Basic Computer 
Checkbook would be better for these intermediate size companies. If you were already using the 
Advanced Payables Option for other companies, it would probably be more advantageous to 
process those intermediate companies with the Advanced Payables Option . 
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What are the similarities between the payable methods? 

All of the setup options are the same between the two methods of writing vendor checks. 
The setup of the vendors is the same. The coding of the vendors is the same. Both 
methods will produce identical checks. For these reasons, the Advanced Payables 
Option documentation will begin with the entry of invoices not with vendor setup. If you 
are not familiar with Basic Computer Checkbook, you will need to review the process of 
setting up vendors and coding them to the correct general ledger accounts. This can be 
reviewed in the Practice Set found in Chapter 2. Specific setup options can also be 
reviewed in Chapter 4 entitled Setup. 

Operation of the Advanced Payables Option 

To access this option, select the Advanced Options pull down menu then Payables as 
shown. The following display will result. 

Input Invoices 

Open Payables Report 

Select Invoices To Pay 

Print Pay abies Checks 

AP Invoice Input Defaults 

Post Accruals 

Quick Invoice Entry 

Invoice Summary by Account 

Consolidate Invoices 

Reset AP Checks 

Purge Invoices 

Payables ACH Files 

Figure 6-1: Advanced Payables Menu Options 

Remember that this documentation is only concerned with processing the invoices and the 
checks. You should already have set up your vendor information such as the vendor's 
name and address and the desired general ledger account numbers, that the checks to 
that vendor, are usually posted. The setup of this information is identical to its setup in the 
Basic Computer Checkbook. If you have not yet setup this information, you will have to do 
so before you can complete this option. 

In the following example, invoices will be entered and checks printed for four sample 
vendors. The vendors are: 

I 
Vendor Number Vendor Name I 

501 United Reality !: 

502 Sam's Cleaning Service , 

503 Best Copy Services 

504 Verizon 

These vendors were already setup as vendors using the Basic Computer Checkbook 
Sample Company Practice Set for vendors. Click on the Advanced Options pull-down 
menu then Payables and Input Invoices, the screen shown on the next page will display: 
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Figure 6-2: Invoice Entry Screen 


This screen is used to input all invoices received by the company. 


Here are the invoices that will be entered in this example. 


Vendor Invoice Date Amount Description 

501 0601 
Misc 

02/15/06 
02/20/06 

$750.00 
$315.50 

Rent 
Office Modifications 

502 AA501 02/20/06 $150.00 Cleaning Service February 

503 018-1256 
018-1398 
018-1458 
018-1505 

02/01/06 
02/12/06 
02/20/06 
02/24/06 

$125.00 
$550.00 
$225.00 
$55.00 

Copies 
Copies 
Copies 
Copies 

504 FI-28907654 
FI-Aux-4567890 

02/25/06 
02/25/06 

$148.95 
$50.00 

Phone Service February 
DSL Line 

Note: There is an option that allows you to set the defaults for invoice entry. This option is 
entitled AP Invoice Input Defaults and is accessed from the Advanced Payables 
Option pull-down menu then Payables. Filling out this screen with the default options that 
will be the best for your firm's situation will save you time and effort in the long run. 

The entry of the first invoice, "Invoice number 0601" for United Realty is shown below: 
(Note that you can enter Un or U in the vendor 10 instead of 501.) 
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Figure 6-3: Invoice Screen 

r 

The Date fields will originally be blank except for the Invoice Date which will 
default to today's date. After the first invoice is entered, the dates will 
automatically repeat unless you change them. In this example, the desired dates 
have been entered. You do not need to enter a Check Date or a Check Number 
as they will be generated by the System when the invoice is printed. If you desire 
to save the Memo Description so that it can repeat on each check that is written 
to that vendor, you should check the Save Memo check box. 

The Pay Status options are used to inform the system how to handle this invoice. 
Open means just that, this is an open invoice that has not been paid. Selected 
marks the invoice to be paid the next time the Print Payable Checks option is run . 
(Note, you would usually run the Select Invoices to Pay option to mark which 
invoices you want to pay.) This option is discussed later in this chapter. Hold puts 
the invoice in a hold status, which means you will be unable to select this invoice to 
be paid until you manually remove the Hold. Written means that this invoice has 
already been paid and a check has been written . 

For the purpose of this documentation, all the remaining sample invoices were 
entered in a similar manner. 
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The next step is to select the Open Payables Report option from the Advanced Options pull­
down menu then Payables. When this option is selected, a report selection criteria screen will be 
displayed. For the example, the criteria selected is shown below: 

~ Print PaYilblE's LJ[QIr:R] 
Include Payables Witn Status ---­

r.; Open r Hold~, Standard Summary 

C Detailed Summary r Selected 

Report Sequence 
r- AR1 Report 

Vendor 10. then: 

(i Due Date C Invoice Number 

C' Schedule D~eNumber of Copies: p­
(i l

Alphabetical by Ven jor. then: 
C' Print + PDF File L ' p~.~n POF File 

I 
C Due Date 

C' Schedule Odte 

C Invoice Number 

Cash Account ~11 0 

ICash in Checking 

I list I r 
page Date Option - ======----===='-, I 

r. Computer Date ! 

I Date: I02121/06 r Period End Date I 
---­

Clo~e 

Figure 6-4: Print Payables Screen 

The Cash Account should also be selected as this will display the amount that will be left in this 
Cash Account if the checks are written. The Cash Account in the example is account number 
110. 

Note: Use the Setup, Accounts, Cash Account option to setup your cash account. If you do not 
setup your cash account using this option it will not be available here. 

The Open Payables Report appears on the next page: 
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The Sample Company. Inc. Ii 

Open Payables Report 
February 21 , 2006 Client No: 951 Page 1 

lm:.! ~ ~ ~ Ww:i1. Bank Boiance 

Cash Acoount 110 2 .400 .86 

SOl Unrted Reality 

Mise 0 2120"06 311106 2128106 31S .50 2 , ~5 . 38 
0601 0 2f1 !i'06 311106 2128106 ___J5lLOO 1,335.38 

1 ,005 .50 

S02 Ssm'a Cleaning Service 

AA501 0 2t2Q'06 311S106 3(10'06 150 .00 1,185.38 

S03 8est Copy Services 
01 8-1256 0 2f11'OO 2(20106 2f1 !i'06 12S .00 . 1 ,~O. 38 

018·1398 0 2f12'06 212SI06 212Q1()6 550 .00 51 0.38 
01 8·1458 0 2t2Q1()6 3/!i'06 3(1(00 225 .00 285.38 

01 8·1505 0 2124106 3110106 3fT(oo ___--..M.1lO 2t30.38 
955 .00 

504 Verizon 
FL-Aux-4561B90 0 2!'2!i'06 3171'06 3.0(00 50.00 180.38 

FL-28907654 0 212!i'06 317f06 3oOl06 ___-1.4.8...95 3'1.41 
198.95 

Open 2,389 .45 

File Total 2 ,389 .45 

I 

This is a sample of an open payables report. Is shows all invoices are in an "Open" status and 
that if the checks were to be written there would be a remaining in the cash account of $31.41 . 
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The next task is to actually select the invoices that you desire to pay. Click on the Advanced 
Options pull-down menu then Payables and Select Invoices to Pay. The following screen will 
appear: 

:w Select Invoice To Pay f.J[QI~ 
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Figure 6-6: Select Invoices to Pay Screen 

_~I~ I 


The system default is to show all open invoices for all vendors. You may also select invoices for 
a particular vendor, by enabling the Vendor Only radio button and selecting the vendor you wish 
to examine from the list of vendors. 

You can select the invoices to pay by simply clicking on the invoice you want to pay. The system 
will highlight the invoice and put an "X" in the Select Field. While this is a valid way to select 
invoices it is also time consuming. There are some nice features to help speed up the selection 
process. You may select all invoices for all vendors by clicking on th!~ Select All button. You 
could alternately select open invoices based on either the Scheduled or Due Dates that you 
have previously entered. 

If you have selected to examine and pay only a single vendor, the bu:tons will work the same way 
as if all invoices were displayed on the screen. Once you have comp~eted the invoice selection 
you desire, click the [Ok] button to accept your selections and to return to the Home Screen. 

To unselect an invoice, simply click on it again to un-highlight it and remove the "X" from the 
Select Field. To start over from scratch click the [Clear All] button. 

The next task is to print the Payables Checks that you have selected . 

To print the Payables Checks, click on the Advanced Options pull-down menu and then 
Payables and Print Payables Checks. The screen on the following page will appear: 

ADVANCE PAYABLES OPTION 6-7 



Cash A.ccount ,I 

Check Date: I02121 f06 

starting Check Number: I 
Number of Copies: P 
~ Print Note on Check Stub 

Check sttle is: 

Stub/ChecklSlub 

!::!elp Clo.§e I 
Figure 6-7: Print Payables Checks Screen 

n Due Date 

n Sche<lule Date 

Number of Checks: 

o nvoice Number 

o 

, i 

I 

Check sequence---.'~i":""'-~----' 

Vendor 10. then: 

~ Due Date o Involte Numbel 

C" Schedule Date 

Alphabetical bi Vendor. then" 

The above screen is used to designate the appropriate Cash Account, Check Date and 
Starting Check Number. Enter the Cash Account the checks will be written out of by 
either typing in the number and pressing Enter or by clicking the [List] button to the right 
of the Cash Account Field and selecting the account off the list. The Check Date will be 
defaulted to today's date. To change the date click in the Check Date Field and type in 
the date you want on the checks and press Enter. The Check Number that you enter will 
be used to write the first vendor check and the other vendor checks will be written 
sequentially. Once the screen is filled out to your satisfaction click the OK button to print 
the checks. 

There are few important things to know about how the system prints payables checks: 

1. 	 On the check stubs, the invoice number, date of the invoice and the invoice amount 
will print for each invoice selected. (Example: Inv #018-1256 02/01106 $125.00) 

2. 	 A vendor payable check can only hold up to twenty (20) account distributions or 
transactions per check. If you have selected more invoices than the system can handle 
on one check, it will print as many checks for the vendor as necessary to pay all the 
invoices. Twenty (20) distributions per check does not mean that it will necessarily pay 
twenty invoices on one check. If you are distributing invoices to multiple accounts for 
posting, each account distribution reduces the number of distribution remaining . 

3. 	 If you have certain vendors where you large numbers of invoices at one time, you may 
want to consider using the Payables feature Consolidate Invoices Which is discussed 
later in this chapter (Page 6-11 ) 

This concludes the basic Invoice Entry to Check Printing Cycle. 
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Additional Payables Options 

Now we will discuss the remaining Payable Options and how they ca n help you in addition to and 
in conjunction with the normal processing of Payables. The other options are: 

• 	 AP Invoice Input Defaults - This option screen allows you to define defaults you would 
like to set in the Invoice Input screen 

• 	 Post Accruals - For those customers who generate their financial reports on an accrual 
basis, the system will allow you to create ledger transactions for the unpaid accounts 
payable invoices for the current period ending, based on the "I nvoice Date" of those 
accounts payable invoices. 

• 	 Quick Invoice Entry - This entry screen is designed to allow nvoices to be entered into 
the system in a manner that is probably faster than the Input Invoices screen. 

• 	 Invoice Summary by Account - Prints a report that shows the total of invoices due by 
general ledger account. 

• 	 Consolidate Invoices - This feature will allow a client with a large number of selected 
payables invoices to consolidate the invoices and print one check per vendor for the total 
of all the invoices selected. 

• 	 Reset AP Checks - This option allows you to reset a series of check numbers. Then you 
can reprint the selected checks based on a new series of check numbers. 

• 	 Purge Invoices - This option will allow you to remove paid invoices. 

• 	 Payables ACH Files - This option takes the payables you have selected for payment, 
creates an ACH file for direct deposit and records the invoices as paid. 

AP Invoice Input Defaults 

This option AP Invoice Input Defaults allowS you to define defaults you would like to have in the 
Invoice Input screen. Below are the available defaults with an "*" next to the defaults shipped 
with the program: 

Field 	 Default Choices (* =system default) 

Pay Status 	 Open* 
Selected 

Invoice Date 	 Computer Date Every Time* 
Computer Date, Then Use Last Date Entered 
Always Leave Invoice Date Blank 

Schedule Date 	 Start Blank, Then Use Last Date Entered* 
Always Leave Schedule Date Blank 

Due Date 	 Start Blank, Then Use Last Date Entered* 
Always Leave Due Date Blank 
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AlP Account field - Enter a default account number for your accounts payable account 
or select from the LIST button. 

Check box "Select Invoices to Store" ­

Check box "Print invoice Number and Desc. On Stub" ­

1. Unchecked, the stub invoice information print like this: 

Inv #018·1256 02/01/06 $125.00. 

2. Checked, the box causes the stub invoice information to print like this: 

Inv #018-1256 Office Expense $125.00. 

Post Accruals 

Open Payables Accrual Entry Creation - For those customers who generate their 
financial reports on an accrual basis, the system will allow you to create ledger 
transactions for the unpaid accounts payable invoices for the current period ending, based 
on the "Invoice Date" of those accounts payable invoices. 

To create these transactions: 

1. Insure you are in the correct reporting period for the transactions you want to create, 
2. Create the transactions by going to "Advanced Options/Payables/Post Accruals". 

The transactions that are created by this function will have a journal code of "AR1 ". This 
AR1 journal code is a special "Automatic Reversing Entry" used in the General Ledger or 
Client Write-Up programs. 

NOTE FOR CLIENT WRITE-UP USERS: 

Consolidating the AR1 's & AR2's - For Client Write-Up/General Ledger users who will 
be producing the above AR1 accrual transactions, there is an option for you to 
consolidate these entries. Because the system generates a transaction for each account 
posting, for each invoice, the system will usually have many entries to the same account. 
This consolidate feature will take every entry to the same account and make just one entry 
to that account. This option is found in the Client Write-Up/General Ledger program, 
under "TransactionslTransaction Utilities/Compress GL Transactions". To run this 
option, click on the radio button "Current Fiscal Year AR1s and AR2s" . l'hen select either 
the current period you want to consolidate or select "Current Fiscal Year' which will select 
all periods in the current year. 

6-10 CHAPTER 6: ADVANCED PAYABLES OPTION 




Quick Invoice Entry 

This is an alternate entry screen for inputting invoices in a faster mode with only the basic 
information. 

That basic information would be: 

Vendor ID 

Invoice Date 

Due Date 

Invoice Number 

Account 

Amount 

The invoice status can be either OPEN or SELECTED. 

Invoice Summary by Account 

This report summaries open payables into the following format: Account Number, Account 
Description, Debit and Credit balances with a total of all accounts for the debits and credits . 

Consolidate Invoices 

The Consolidate Invoices feature will allow a client with a large number of selected payables 
invoices to consolidate the invoices and print one check per vendor for the total of all the invoices 
selected. The system will allow you to print a schedule of the selected invoices per vendor to 
attach to each vendor check to support the dollar amount of the check. When the system 
consolidates the invoices, it creates a new invoice with an invoice amount equal to the total of all 
the selected invoices. The system also creates a summary ledger entry totaling the amounts by 
account number and an offset entry to an account of your choice. 

This option should be run ONLY ONCE between the time you make your payable selections and 
the time you print the checks. Here are our recommendations for the steps needed to accomplish 
printing payables checks using the 'Consolidate Invoices" feature: 

1. 	 Select Invoices To Pay - Make your payable selections. 

2. 	 Open Payables Report - Run this report, chOOSing Selected items only. Verify 
from this report that these are the invoices you want to pay. 

3. 	 Consolidate Invoices (RUN ONLY ONCE) - (Prints Consolidate Report) 

(1) Select a date for the summary ledger entry (usually check date). 
(2) Select an adjustment account number for the balancing of the ledger entry 
(usually some wash or suspense account). 
(3) Select the number of copies you would like to print. 

4. 	 Print Payables Checks - Print the checks as you normally would and then attach 
the consolidated invoice report to each check. 
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Note: You may want to consider a combination of both the old method of paying payables 
and the new consolidate method. If you have a few vendors with large numbers of 
invoices and a large number of vendors that have a number of invoices that will easily fit 
on a stub then you could: 

1. Select all the invoices you are going to pay for the big vendors. 
2. Run the invoice consolidation. 
3. Select the invoices for everybody else. 
4. Print Checks. 

Reset AP Checks 

The Reset AP Checks option is used to remove the check number from the invoice. This 
will change the status of the check from written to select so that the check may be written 
again . It will also delete any general ledger transactions that were generated by these 
checks. This options is useful if the payable checks were not printed correctly due to an 
input error. 

Take this option and enter the check numbers that you need that need to be redone. Now 
call up the invoices that make up those checks and correct them. You may then reprint 
the checks. The new checks will print using the next available check number. (If you wish 
to use the same check numbers to reprint the checks that were used on the original 
checks, you should select SETUP then ACCOUNT then CASH ACCOUNTS and then 
select the CHECK WRITING BANK DATA tab. Then you would change the LAST 
CHECK NUMBER PRINTED field as needed so that you could print the checks you forgot 
to put in the printer or whatever.) This concludes the documentation on the Advanced 
Payables option. 

Purge Invoices 

When this option is selected, you will be prompted to enter a cutoff date for removing paid 
invoices. The system will remove all paid invoices written with a check date on or before 
the date entered. 

Note: As with any option where you are asking the system to remove or delete any data, it 
is highly recommended that you backup the data prior to running a function like this option. 

Payables ACH Files 

This sub-menu takes you to the following options: 

Create ACH File - This option takes the payables you have selectetl for payment, 
creates an ACH file for direct deposit and records the invoices as paid, thereby reducing 
your cash account by the amount of the invoices. 

List Payable ACH File - This option allows you to view, print or save as a PDF file any 
ACH file or files you may have created. 

Create ACH File 

Once you have selected your invoices to be paid, from the option Select Invoices to Pay, 
make sure you have entered the correct "Cash Account" the invoices will be paid from and 
the effective entry date the invoices are being paid. 
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Once you click on the OK button, the system will present you with a pop-up screen where you can 
enter the file name you will be sending to your bank and the location where the file will be stored. 

Also, after clicking on the OK button, the system will record your selected invoices as paid . Since 
no checks numbers are used in recording these transactions, the system will assign each 
transaction, a transaction number with a reference number that is preceded by the letter "H". 

If you would like to view, print or save the ACH file as a PDF file you have just created, you can 
go to the option "Advanced Options/Payables/Payables ACH File/List Payables ACH File". 

List Payable ACH File 

This option allows you to view, print or save as a PDF file any ACH file or files you may have 
created. 

Direct Deposit Payables 

Direct Deposit ACH File or Recording Paid Invoices Without Printing Checks - This feature 
allows you to create a direct deposit ACH file, so you can pay your payables without printing 
checks for the paid invoices. You can also use this feature to record payables that you paid on­
line. Below are the setup steps you need to complete to create the direct deposit ACH file: 

a. 	 Go to the screen NACHA Setup in the option "Setup/Account/Cash Account" and 
enter the necessary information for the cash account required by your bank. If you will 
only be recording on-line paid invoices, you will only need to input some data into the 
field "Immediate Destination 10". 

b. 	 Go to the option "SetupNendors" screen or click on the ICON "Vendor File 
Maintenance" and enter the ABA Number and Account Number for each vendor that 
you will be paying via direct deposit. If you will only be recording on-line paid invoices, 
you will not need to input this data. 

To create the direct deposit file and/or record paid invoices as a normal course after invoices 
have enter for the company, you would complete the following steps: 

a. 	 Go to the option "Advanced Options/Payables/Select Invoices to Pay", check the 
box labeled "Select For Electronic Payment (ACH File)", check the invoices you 
want to pay and click on the OK button. 

b. 	 Go to the option "Advanced Options/Payables/Payables ACH File/Create ACH 
File". Make sure you have entered the correct "Cash Account" the invoices will be paid 
from and the effective entry date the invoices are being paid. Once you click on the 
OK button, the system will present you with a pop-up screen where you can enter the 
file name you will be sending to your bank and the location where the file will be 
stored. If you would like to view the ACH file you have jus created, you can go to the 
option "Advanced Options/Payables/Payables ACH File/List Payables ACH File". 
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Chapter 7 
The Advanced Payroll Option 
What is the Advanced Payroll Option and why would a firm need it? 

Since the Basic Computer Checkbook can calculate and print payroll checks, the question often 
arises, "What is the Advanced Payroll Option and why would a firm need it?" The answer is that 
the Advanced Payroll Option is designed to allow companies a wider range of options in 
processing payroll, especially companies with a large number of employees. Here is list of 
features the Advanced Payroll can provide: 

1. Batch time card entry through normal time card entry or Quick time card entry screens. 
2. Batch selection of salary/standard check employees. 
3. Review of Time Card Report and Payroll Check Register prior to check printing . 
4. Batch payroll check printing on preprinted or blank stock checks or stub only printing. 
5. Save printed payroll checks in a PDF file format. 
6. Processing of employee's payroll checks by Direct Deposit. 
7. Import of employees' hours from a transmittal Excel work fi le. 
8. Import of employees' hours from a Payroll Time Card Daily Punch Software. 
9. Accrue and track Vacation and Sick pay. 
10. Provide employee paper or Excel file transmittal sheet for payroll period hours input. 
11 . Ability to reset and reprint all or selected payroll checks. 
12. Ability to selectively withhold or not withhold deductions for certain payroll periods. 

What is the operational difference between how the Basic Computer 
Checkbook works and the Advanced Payroll Option? 

The Basic Computer Checkbook is designed to calculate and print a ingle paycheck at a time. 
Each paycheck must be verified for correctness by the operator before it is printed. In most small 
businesses, businesses that have ten or fewer employees, this is probably the best design. 
Different employees can be paid at different times on different days and the checks can be written 
very quickly. The system is very easy to use and understand. 

The Advanced Payroll Option typically produces all the paychecks for all the employees in a 
single session, in a batch mode rather than one check at a time. It allows the entry of timecards 
for all the employees and the printing of a timecard edit report to check the figures. It produces a 
sample check register before the checks are printed, which allows the review of the gross and 
deduction amounts that will be on the check. If any problems are found with the timecards or with 
the check register, then the individual's timecards or salary records may be adjusted and the 
timecards or check registers produced again . If the company has 50 or more employees, this 
would certainly be the best way to accomplish this job. 

ADVANCED PAYROLL OPTION 7-1 



Operation of the Advanced Payroll Option 

To access this option, click the Advanced Options pull-down menu and then Advanced Payroll 
as shown. The following display will result. 

Enter Payroll Dates 

Time Card Entry 

Time Card Report 

Prepare Salaried Checks 

Check Register (Payroll Only) 

Print Payroll Checks 

Check Register (PR And GL) 

Accrue Vac/Sick Hours 

Tr ansmittal Sheet 

NACHA 

Reset Payroll Checks 

Verify Checks with ASCII File 

Create Direct Deposit Ascii File 

Record Taxes Paid 

Quick Timecards 

Figure 7-1: Advanced Payroll Menu Options 

The normal flow of processing payroll with the Advanced Payroll Option would be to start first 
with the first sub-option choice "Enter Payroll Dates" and work your way through to the sub­
option "Print Payroll Checks". Other sub-options would be used on as needed basis, such as 
"Accrue Vac/Sick Hours", Transmittal Sheet, etc. 

Now let's walk through a sample of a small but normal payroll using the Advanced Payroll Option. 

Remember that these options are only concerned with processing the checks. You should 
already have setup your payroll information such as payroll items, states, localities and employee 
information. The setup of this information is identical to its setup in the Basic Computer 
Checkbook. If you have not yet setup this information, you will have to do so before you can 
complete these options. 

In the following example, paychecks will be calculated and printed for three hourly employees 
(John J. Smith, George T. Jones and Harry M. Weaver) in North Carolina and one salaried 
employee (Michael S. Harris). In the following examples these employees have already been 
setup as employees using the Basic Computer Checkbook options for payroll. 

Enter Payroll Dates 

Select the option Enter Payroll Dates and a screen similar to the one shown on the next page 
will display: 
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You would now change the Primary Sequence and the Secondary Sequence (if needed) to the 
choices that would be most convenient to you. In the case of the sample data used to illustrate 
this documentation, the choice of primary sequence was changed to Employee 10. The choice of 
Secondary Sequence was left on name since it was not needed. 

Once the choices are made, you would change from View to Print and Click on the OK button. 
Your transmittal sheet would print. Or you could click on the OK button to view and then save the 
transmittal sheet as seen below as an Excel file. 

:t Print Transmittal Sheet ~(gJ[[I 

The SampleCompllny, Inc. 


Hours Transmittal Sheet 

Pay Period : 02/1011)6 Check Date: 0211 011)6 Client No: 10C Page 


1.5 Hoi \/ac Zick spec t 
Desc 

4 1,lIcflae 1 ::. Han!s 

465 0.00 


2 George T . .bn e5 

46S ~ 12.50 

James 1.lcllael ~1l1tll 

465 H 15.00 

v 
.... ~rrit l . . ,t '. I.,b"l '. tt;. ,. 

< I > 

EXCEL I [ Scroll OPtions~ 
P' Page/Line 

Figure 7-1: Transmittal Sheet View Screen 


The following transmittal sheet reflects the sample data used for this documentation: 


The Sa~le Company, Inc. 
Hours Transmittal Sheet 

Pay Period 021101'06 Check Date: 02110106 Oient No: 100 Page 1 

4 M&.ael S. ranis 

..\E. S ~.OO 

2 Gcage T JTel 

..ct. S 12:<J 

Jarres Mduel S rrith 

<:65 H 15.00 

3 HallY M. WeaJeJ 
<:65 S 1 .75 
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The first employee with a timecard this week is employee #1, John Smith . So enter the number 
"1" and press Enter. The screen will now appear as the one shown below: 

HELPFUL HINT: To help speed up time card entry, 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. The activation of 
this feature is found on the Setup 4 Payroll 4 Payroll Setup 4 Misc tab. 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 4 Payroll 4 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. 

iii Payroll rI dJlSd( '101" i-lrcJ'fXl 
ITtlM8d lon>I.. List I IX Current C~_: 1 Employ.. 10· List It Statul lI 

Caw. ­N.".,. JS;lfh. J.ames MicM ••1 10211 0100 ~ Cen",,:, Unamp State" UIl...J [G;\ ~ -
Cho"j(Memo: I '" Pr;nt Hote on edt Stub 


Stub M.mo~ • r Ovetr~de P8~,c ' lte", AmDurb 


Additiont "'<D>Unt I Amount I AazKsnI "rrct..ntl 

GA GROSS 4M O DD I 
 r~' 

UttAc:a:xmtl 

De<lUdiQIU A_untl Amou"t 
F_I Wllllhokf;'!!.- 222 I 0 .00 

- -
Fie. + r..t.ediORlW" Witnholding 223 0 .00 

GA State Wlthnolding 226 1 0 .00 

A QIX)lI"t .....,..,.,ru lI~·~~"-

I Amount IA<D>Unt I 
110 0 .00 

~on",,1 Void Cn.dt CI¥ b ist RemD\lleI l~~ ] I !!eIP~ J I I II:1IiiIMIiI!, I-
r ~I"" Sid Ch.dt R. caIQJla. Ch4td: I 

I 
r Slh'l! Sheck Merro t~ Err.plcyee r S.~ Stub M ..m o by Employee 

Figure 7-6: Payroll Entry Screen 

Now press the Enter key to bypass the Date Field. (The date that is shown here will be the 
"check date" that you previously entered using Advanced Payroll Options/Enter Payroll Dates.) 
Press Enter to bypass the memo and unemployment state fields. Yo can set the system to 
automatically bypass any or all of these fields. The setup option to bypass these fields is found on 
the Setup 4 Payroll 4 Payroll Setup 4 Options and Tab Stops tab. You could still access 
any field that you designated to be bypassed by clicking on that field. 

After you press Enter to bypass the Unemployment Field, a timecard will appear on the screen. 
The basic hourly rate on this timecard will be the one you entered in the employee setup for this 
employee, using the Setup 4 Payroll 4 Check-Writing Employee Setup option. Enter the 
correct hours and the gross pay will calculate. Now click on [Save and Return] button or press 
the [F9] key since this employee will only have one time card sequence. 

You may need multiple timecards for an employee if you are separating the wages by cost center 
or the employee has multiple payroll item additions, i.e . state wages, bonus, commissions, etc. 
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When the operator checks a screen like this, they might notice some mistake . For example 
suppose that there was also a health insurance deduction and it was incorrect because it was not 
updated for an increase from the provider. They could update the health insurance manually on 
this screen if they wished and update the health insurance amount on file when they finished with 
payroll. Alternately they could cancel this screen by clicking the [Cancel] button, which would 
also cancel the timecards supporting it. (In other words, by clicking the [Cancel] button the 
system will not save the timecard(s) associated with this transaction) You would then go to the 
employee setup information (Setup 4 Payroll 4 Employee, Standard Check) and correct the 
health insurance amount on file. Then return to Payroll Entry and redo the employee's timecard. 

In any case, once you click the [OK] button, the payroll transaction is accepted and stored, a 
blank payroll screen will appear. You would then enter timecards for the rest of the employees, 
using the hours provided by the employer. When you have finished entering all the employees 
and saving their completed timecards you would click the [OK] button to save the last one and 
click on the [Close] button to end timecard entry. 

Note: If you have to go back and change a timecard that results in the Gross amount of the 
check changing. You should click the Recalculate Check button so e system will check the 
deductions for correctness. 

Time Card Report 

The next step is to print a Timecard Report. To print the Timecard Report click on Advanced 
Options 4 Advanced Payroll 4 Time Card Report. You will be a ked for a date. Make sure 
you enter a date range that spans the dates that you entered tim cards for, otherwise the 
timecards will not print. If you are just entering timecards for a single date, the correct starting 
and ending date should already be present, if not correct it. When yo do this correctly a time 
card edit will print. The timecard edit for the sample data used for this exercise is shown on the 
next page. 

T11 .. sample compmy. 11C. 
TIME ,;ARD REPORT 

Ma r ell ::2. ::006 Gllent 1·10: 10 0 Page 1 
~ ~ HOll~ Pa'" ~ 

1 ..bnle~ 1.. lC.h.3e; I C nith 
Dme: O~.rl 0.06 

C,A.I:'POO Pegul.3r .w .00 1.5.00 6DO.ro 

Geor~ 

D~e: 

e T .Jon e~ 
0.2i1 0 .06 

FLG PO 0 
F"LG PO C 

Peg,lIl~r 

Time .. I .e 
El'rplo '~e 
Total 

40 .00 
2.00 

4.Z .00 

12.50 
18.75 

500. 0 
37 . 0 

537 , 0 

3 H:I rrv h.·1 VIJe-Q\Ie'r 
Dme: 02f10.06 

FU:'PO O Peglll",r 40 .00 14.25 570.[10 

F'ln.l'1 Tot"" 122 .00 1 ,707.50 

HOllr~ ..'Int 

Pegul~r 12'000 I,G70 .DO 
TIme S l i2 .2DO 37 .50 

You should check this timecard report to see if there are mistakes. Let us suppose that John 
Smith actually worked 41 hours and that Harry Weaver's payroll rate should have been changed 
to 14.75 before this pay period. To make these corrections, you woufd select timecard entry 
again (Advanced Options 4 Advanced Payroll 4 Time Card Entry) and when the Payroll 
Transaction Entry Screen appears, you would click on the [List] bu ton between the 
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:w Calculate Checks For Salaried Employees LJ[QJ~ 
Employee List

Week of Month (1-5): I 
4 H_~xiSt Kich ..e.l 3 , p ay Frequencies 

Check Date : 102/10106 

r Weekly 


r Tax Jurisdicti on 

Bi-Weekly 

Select by Jurisdictions 
r 

r 
r Semi-Monthly 

Monthly 

r 

r 
r 
r 

Bi-Monthly 

Quarterly 

Semi-Annually 

Annually 
~ sort Options
...F Alphabetically r Numerically i 

~electAIl !!n-Select AllJ j 
'~ 

!!<,reate Checks For Salaried Employee~ Htlp ClolleI l:~.... ... ..........:.-..............-.==::. .....:r::;: .......... ~ I I
~ 

-- -

Figure 7-9: Salaried Employee Section Screen 

Select the employee(s) that you wish to pay this period by clicking on them individually or by 
selecting them all with the [Select All] button. Also select Pay Frequency and the Week of the 
Month, then click the [Create Checks for Salaried Employees] button. This will actually 
calculate the check amounts for these individuals. 

Note: In order for the system to calculate the salaried check amounts you must have setup a 
Standard Check for salaried employees. To setup a standard check either click on the 
Employee File Maintenance Icon shown to the left or click on Setup 1...+ Payroll 1...+ Employee. 
Then select the employee and enable the Standard Check radio button. Enter the employee's 
standard check additions and deductions amounts and accept the check by clicking the [OK] 
button. 

Note: If during a payroll period, a salaried employee were to receive a one time different pay 
check, you would use the Time Card Entry screen to enter their check. Then that employee would 
not be processed through "Prepare Salaried Checks". 

Check Register (Payroll Only) 

Once you have accomplished the Prepare Salaried Checks step, click on Advanced Options 1...+ 

Advanced Payroll 1...+ Check Register (Payroll Only). The report for the sample data used in 
this documentation example is shown on the next page. If any mistakes are found, they may be 
corrected. You would return to timecard entry to correct any mistakes. 
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Print Payroll Checks 

The final step in the process is to print the checks. Click on Advanced Options 4 Advanced 
Payroll 4 Print Payroll Checks. The following screen will display: 

-

Mil Print Payroll Checks LJ(Q)~ 
r Primary Sequence Cash Account 1110 !,ist I r Secondary Sequenoe ­

r Name 

r. Name 

r Employee 10 

r Employee 10 

Beginning date I02/10106 ! 
r Gross Posting Acct 

Ending date I02/10106 '1 r Cost Center 

IL:.·:::.~~.?~::~~.e.·~.~::S:?·~~:····::·'.'!1r Create Pre· Note Test file for direct deposit 
4 Checks To Print ~ Print Note on Check Stub 

Starting Check Number 11 ,.... PDF Options 

Number of Copies : r r. Print Check(s) Only 

Check style is : 
PDF Only (Does not update 

Stub/ChecklStub Payroll Transactions) 

PDF and Print Check(s) 

r No Direct Deposit 

Qk !!elp Clo~eI I I 
Figure 7-10: Print Payroll Checks Screen 

Enter the Cash Account that you wish to use to print the payroll checks. For this example type in 
"110" and press Enter. Enter the Beginning and Ending Dates of the payroll period and the 
Starting Check Number. Remember, that regardless of what was entered in the Check Number 
Field when you entered the timecards, the check number you choose here will be assigned to the 
first check printed and the other checks will follow that one in number. If you wish to have your 
checks print in a special order, indicate the order that you desire using the selections for primary 
and secondary sequence. There are also options to create a pre note test if you are doing direct 
deposit checks and print a note on the check stub. You may also print multiple copies of the 
check if you want to make copies. (If you do this, make sure you insert the correct number of 
blank sheets of paper between the actual checks.) Make sure you have checks loaded in the 
printer and click the [Ok] button and your checks will print. (Note tha your choice of check 
printing and your check setup is the same as in the Basic Computer Checkbook) 

Once you have printed your checks and checked them, you would typically reprint the check 
register that you printed for checking purposes. (This is the Check Register labeled Payroll Only) 
Now this check register will have the actual check numbers that were printed on the employee 
checks shown on the report. This usually completes the payroll checking writing cycle. 

Other Advanced Payroll Options 

There are other options that are found are the Advanced Payroll Options pull-down menu. The 
Transmittal Sheet option has already been discussed. The other opt ons are: 

Check Register (PR and GL)- PR stands for Payroll and GL stands for General Ledger. 
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NACHA 


1. 	 The NACHA FILE LIST option is only used if a company is producing direct deposit 
checks so the file can be viewed, printed or saved in a PDF format. 

2. 	 Direct Deposit - The Advanced Direct Deposit feature now allows you more flexibility with 
direct deposit. 

I. For each employee, you can direct deposit money to more than one bank account 
from a single paycheck. 

II. For each employee direct deposit record, you can specify an amount, or you can 
indicate "Remainder", which means that everything that is left in the check goes to 
a particular direct deposit account. 

III. Any dollar amount that is not taken up by direct deposit will be used to write a 
regular paper paycheck. 

IV. You can also specify that the employee is to receive a regular paper paycheck for 
a specific amount and you want the "remainder" to be direct deposited. 

Reset Payroll Checks 

The Reset Payroll Checks option allows you to reset a series of starting and ending payroll 
check numbers if it will be necessary to reprint checks. 

The Reset Checks Options is used to remove the check number from the payroll transactions so 
that the payroll checks may be written again. This options is useful if the payroll checks are not 
printed correctly because of a printer malfunction or if the checks need to be redone because the 
amounts that were entered into or calculated by the system are incorrect. 

Take this option and enter the check numbers that need to be redone. Now call up those same 
payroll transactions using the list button in timecard entry and correct them if needed . They can 
then be reprinted. The new checks will print using the next available check number. (If you wish 
to use the same check numbers to reprint the checks that were used on the original checks, you 
should select Setup 4 Account 4 Cash Accounts and then select the Check Writing Bank 
Data tab. Then you would change the Last Check Number Printed field as needed so that you 
could print the checks you forgot to put in the printer or whatever.) 

Verify Checks with ASCII File 

The Verify Checks with ASCII File is only used if a company is producing direct deposit checks. 
It produces the file based on the cash account selected and the date range. The file will be saved 
to a diskette. 

Create Direct Deposit ASCII File 

This option would only be used with the help of PC Software Accounting support personnel. The 
option is designed to allow us the flexibility in designing a direct deposit ASCII file for banks that 
have a particular format. 

Record Taxes Paid 

This option is designed so entries can be made to record payments of taxes liabilities on the date 
of payment. Entries made in this option will then carryover to the rela ed payroll tax reports as 
payments made. 
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r Namo ~ Smith, J~e5 Mich~el 
2 Jone~{ &eo~ge T 

~1d Selocted Employoosto Grid 

J ~e_ver, K.rry M 

Import Excel Filo 4 H.rri5, Mich.el 3 Gle a Selection 

From Transmittal Sheet Togg e Selection 

Save Screen To STD ~ 

Create Timecards/Calculate PR Trans Dolote Close C .. sh Account: 1110 

Figure 7-12: Preliminary Time Card Entry Screen 

Now let us discuss how this option would be used to process payroll for employees paid on an 
hourly basis, where time cards need to be entered. 

First we want to select the employees that will need time cards. If all the listed employees were 
going to receive time cards, you would click on the button [Toggle Selection]. This would 
highlight all the employees. Then by clicking on the button [Add Selected Employees to Grid], 
the system would place all the employees in the time card entry grid. 

In our case, we only want to place employees 1 through 3 into the grid. So we would click on 
employees 1, 2 and 3 and then click on the button [Add Selected Employees to Grid]. If you 
had lots of employees and only a few employees that were salaried, you could [Toggle 
Selection], to select all employees, and then click on each salaried employee to remove them 
from the selection. 

If you were going to enter time cards from a work sheet like the Transmittal Sheet, you would 
want to have the employees in the same sequence order as the work sheet. You have the choice 
of either "Employee 10" or "Name". 

Now we have the employees selected that will receive time cards and in the proper order. Next 
we might want to setup any standard hours that apply to any employee and save that setup so it 
appears each time we enter the option to do time cards. Since this a weekly payroll and every 
employee usually works 40 hours a week, we would enter 40 hours for regular pay and then click 
on the button [Save Screen to STO]. 

On the next page is the screen presentation for the situation we have just discussed. 
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If additional data was needed besides what the system calculated, you would need to enter the 
option "Time Card Entry", call up the transaction, make the additional entries and click on the 
[OK] button to save the transaction. 

There are additional features about this option that need to be discussed. 

Delete button - If after you have saved a standard screen and an employee no longer will need 
a time card , click anywhere on the row for the employee and then click on the [Delete] button to 
remove the employee from the grid . 

Import Excel File - This feature will allow you to import the employee time cards entered in the 
Excel file that was created from the option "Transmittal Sheet". After clicking on the button, the 
system will present you with a screen for you to select the location and file name to be imported. 
Once the file is selected and the [OPEN] button is clicked, the system will populate the grid with 
the time card data . 

ASCII to TC Import - This feature will allow you to import time card data from a payroll time card 
punch software. It will be necessary that the punch software be able to create an ASCII text file 
that produces only one row of data for each employee. 

Direct Deposit Feature 
The Direct Deposit feature is part of the Advanced Payroll option. The Advanced Payroll 
option must be enabled for the following instructions to work. 

Follow the steps below to setup Direct Deposit feature. 

1. 	 Setup the Cash Account for Direct Deposit 

1. 	 Click on Setup 4 Account 4 Cash Accounts. 
2. 	 Select the Bank Account that you wish to setup by either entering the number in the 

Cash Account Field or by clicking on the [List] button and selecting the account from 
the list. 

3. 	 Click on the NACHA SETUP TAB. (Note NACHA stands for the National Automated 
Clearing House Association. The information asked for on this screen must be 
obtained from your bank.) 

4. 	 Fill in each field on this tab. 
5. 	 Click on the [Ok] button to accept the screen. 
6. 	 Cl ick on the [Close] button to return to the Home Screen. 

2. 	 Setup Each Employee That Will Be Using Direct Deposit 

1. 	 Click on Setup 4Payroll 4 Check-Writing Employee Setup. 
2. 	 Select the employee that will be using Direct Deposit by either typing in their 

Employee ID Number and pressing Enter or by clicking on the [List] button and 
selecting the employee from the list. 

3. 	 Click on the Hours/Rate tab. 
4. 	 Enable the Direct Deposit check box. 
5. 	 Cl ick on the Miscellaneous tab. 
6. 	 Enter the employee's banks ABA Number (The ABA number is the routing number 

shown on the bottom of each check that the employee uses at that bank.) and then 
enter the employee's Account Number (The Account Number is the employees 
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Additional Print Payroll Checks Fields 

Direct Deposit Effective PR Date - This is the date you want to transfer the money from 
your bank account to the employee's bank account. You can think of this as a normal 
check date 

The following three fields will only appear if you have setup the necessary transfer 
information (Bank Name, Routing Number and Account Number) in the option, Setup ...... 
Account ...... Cash Account ...... NACHA Setup tab. 

Transfer Funds to Cover Payroll - Enable this check box if you are doing a direct 
deposit from your client's checking account to yours and then in turn doing a direct deposit 
from your checking account to your client's employee's account. 

Client -> Accountant -> Employee 

Add ACH Fee to Transfer - The National Automated Clearinghouse Association and/or 
your bank charges a fee on direct deposit transactions. Enable this check box if you want 
to include this fee in the amount you are transferring from your client's checking account to 
yours. (i .e. Suppose you need $1000 to cover the employee direct deposits, but it is 
going to cost you $20 to do the direct deposits. If you just transferred $1000 from your 
client you would run the risk of overdrawing your checking account. So enable this check 
box and enter the amount of the fees ($20) into the ACH Field.) 

Note: If you charge a fee to handle your client's direct deposit transactions you could add 
this amount to the ACH Fee and enter the total in the ACH Field. 
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Report Menul Sub - Menu Option 

inst., Inst, 4 up) 

W3's 

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

1096's 

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

Payroll Reporting 1W2 and 1099 

Payroll Reporting 1W2 and 1099 

Payroll Reporting 1W2 and 1099 

Payroll Reporting 1W2 and 1099 

Reference for Chapter 7: This table lists reports used under options from the Report pull-down 
menu. 

There are a number of internal payroll reports (not sent to government agencies) that are 
provided to assist you in determining how the numbers that appear on the above reports were 
calculated. They are accessed from the Payroll Reporting option and further accessed by the 
Payroll Liability Lists option. When this option is chosen the following sub-options display: 

" !McW4 I Rop!lI1 

r 9401S11lel.Jal)OliIV C.~uI"""" 

r 940 u.1M1tf 0_ U" 

r !M 1 u aOlblY SIi!WtIaIy 

r 941 Uaoltty OOlall lJ>t 

Ok I I '--_---'" ~ 

Figure 7-15: The Payroll Liability List Selections 

The options and their functions are described as follows: 

940/941 Report: This report is a good document to place in the client's file. It tells you 
what the 941, 940 and state unemployment liabilities are in a consolidated report. It will 
also provide a list of payroll items that make up the amount totals for: 

a. Total Wages 
b. FICA Wages 
c. FICA Tips 
d. Medical Wages 

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

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

What is the Advanced Receivables Option and why would a firm need it? 

The Accounts Receivable option provides billing and accounts receivable functions. It allows a company 
or organization to invoice customers for services performed or for products tnat have been sold. The 
system also produces customer statements and aged receivables reports which together allow better 
management and control of accounts receivable. Additional reports provide sales analysis and the 
capability to track sales taxes and customer discounts. These reports can h Ip management to better 
plan and report on business activities. All in all the Accounts Receivable opr on helps a firm to better 
manage their sales, their collections, and their cash flow. 

MAKING ACCOUNTS RECEIVABLE DECISIONS 

During the Setup of the Accounts Receivable option, the user can customize their Accounts Receivable 
option to best suit their firm. The basic areas that can be customized are discussed below: 

1. 	 Pricing Schedules - Three separate pricing schedules or categories are available with related 
financial charges and taxable status. * 

2. 	 Accounting Preferences - General ledger accounts should be designated at setup time so that at a 
later time, accounts receivable transactions can be posted in a variety of ways depending on the 
user's accounting preferences. For example, cash basis or accrual basis accounting can be 
accommodated. 

3. 	 Variable Invoicing options - Different formats of invoices can be produced by the system, and various 
invoice options and features can also be selected. 

4. 	 Terms, Item &Sales Tracking, etc. - The user can designate such things as payment terms and also 
setup their sales items and salesmen. 

5. 	 Printer Selection - Different printers can be designated for various printing tasks to optimize the 
printed output of the system . 

• 	Product pricing can vary significantly in different types of firms . It is often desirable or necessary to be able to 
offer a variable pricing structure across the complete product line. For example, it is a common business 
practice to have different prices for the same items for retail and wholesale sales. Another common need is 
the capability to separate taxable and non-taxable sales. To facilitate these and other types of pricing 
differences, the Accounts Receivable option allows the user the flexibility to setup up to three different pricing 
schedules for each sales item. In this manner, each sales item can have different prices (and related general 
ledger accounts) in addition to being designated as taxable or non taxable. (i.e . shipping is usually not 
taxable). 
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Accounts Receivable Setup 
Even though the Accounts Receivable option integrates with the other parts of the 
Computer Checkbook System, this discussion will be limited to the setup of the particular 
features of the Accounts Receivable option. Other related options, that are used in 
conjunction with accounts receivable, such as Cash Accounts , Chart of Accounts, Journal 
Codes, etc., are discussed in other chapters of this manual. 

One of the goals of the setup options is to facilitate the normal work flow of accounts 
receivable. The workflow is enhanced by the setting up of choices and default options that 
allow the rapid and accurate entry of invoices and payments. 

The following section provides a discussion of the steps that we recommend in order to 
setup the Accounts Receivable option. (Note: It is assumed that the user of the Accounts 
Receivable option will have already setup their company on the Computer Checkbook 
System.) Unless otherwise noted, as with the Invoice Printer setup, all of the following 
options are accessed from the Advanced Options pull-down menu, and then selecting 
the Accounts Receivable sub option and then further selecting the desired individual 
option . 
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Printer Setup (Invoice Printer) 

Before you can produce invoices you have to select a printer for invoice printing. This is done by 
selecting the Setup pull-down menu and selecting Other Printers, and clicking on the Invoice 
Printer sub-option as shown below. 

Account 

Company 

Payroll 

Vendors 

Align Laser Checks 

Font 

Bank Recon 

System 

Cost Centers 

Check Writing Printer 

Deposit Slip Printer 

Mail Labels Printer 

InvolI:e Printer 

Figure 8-1: Printer Selection Options 

Once you have selected the Invoice Printer, this printer will be used to print invoices unless it is 
changed with these same selections. 

AR Setup (Required) 

The pricing, accounting preferences, and variable invoicing choices for the Accounts Receivable 
option that were briefly discussed in the "Making Account Receivable Decisions" section on page 
8-1 are setup using the AR Setup option. Select the AR Setup option from the Advanced 
Receivables main option that is found under Advanced Options pull down menu on the Computer 
Checkbook System as shown on the next page: 

ACCOUNTS RECEIVABLE OPTION 8-3 




B.dvanced Options 

~ayables • 

Advanced Payroll • 

Job Cost 

Customer Entry 

Invoice Entry 

Apply Payments To Invoices 

Terms 

Enter Salesmen 

Sales Items 
AP Setup 

Sales Tax Setup 

Sales Tax Report 
AR Aging Report 

Print Statements 

Sales Analysis 

AR File Listings 

Post AR Accruals 

UnApply Payments To Invoices 

AR Utility 

AR Import Customer 

Figure 8-2: Accounts Receivable Setup Option 

When the AR Setup option is selected, the following screen will display: 

Fin. Charge Pct Per 
Name TaxableMonlh 

Price Schedule 1 

Price Schedule 2 

Price Schedule 3 

Cash Account Lisl Name And Address Source For Inv And Stalemenls 

r. Check-Wriling Name And Address
ARAccounl: List r Letterhead Name And Mdress 

Sales Tax Acel: Lisl ~ Pul Credil Card Informalion an Invoices 

Dlscounls Acc\: r Prinl 'Hours'lnslead Of 'Qt( n l'lVOiceLisl 
r On Llrhead Invoices, Use Pre- Prt~\ed Letterhead 

Wrile 011' Acc!: L1sl r Prinl Commenls after Invoice Tolal 

r Always PulBalance Forward as 1 I llem on Invoice 

Slart Posilions for Company/Cuslomer Names/Addresses On Invoices (TWIPS) 
Horizonlal Vertical 

Company Name/Address ro- ro-
Cuslomer Name/Address ~ ~ 

------- -----,=-------' 
Slart Posillons for Logo On lova ces (TWIPS) 

CloseOk ;:::=LO==palh Vertical=go ===~ _____________Horizonlal 

ro- ro-
Figure 8-3: Accounts Receivable Setup Screen 

This screen allows you to customize the choices that will be best for your company_ 

Your first decision should be to decide if you need to establish different price schedules or 
categories for the products or services that you sell. If you have different price schedules 
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for the same sales items, then you should designate those different price schedules in lines one, two and 
three in a manner similar to that shown below. 

If you only have a single price schedule for all your sales items, then you should leave the Price 
Schedule lines 1, 2, and 3 blank and only fill in a finance charge if applicable and a taxable or non 
taxable designation on line one. (The screen below shows a 1 % finance charge) 

Note: The price schedules setup on the first three lines are general price schedules and not price 
schedules for individual items. The names of the individual sales items and the actual prices of each 
sales item are setup with the Sales Item option which will be discussed shortly. 

:. Accounts Receivable Setup IIIIII~ EJ 
Fin. Charge Pct Per 

Month 
Minimum 

Price Schedule 1 11 .00 ~ Finance Charge 

Name Taxable 

IRetaii 

Price Schedule 2 IWholesale 11.00 ~ 
15.00Price Schedule 3 11 .00 rINon Profits 

Cash Account: Name And Address Sourc For Inv And Statements 

r. Check-Writing Name And A.ddress
ARAccount: r Letterhead Name And Adaress 

------------------~ Sales Tax Acct: List ~ Put Credit Card Information On Invo ces 

Discounts Acct: r Print 'Hours' Instead Of 'Qty' On In¥( IceList 
r On Llrhead InvOices, Use Pre-Print d Letterhead 

Write 011" Acct: List r Print Comments after Invoice Total 

r Atways Put Balance Forward as 1st llem on Invoice 

Start POSitions for Company/Customer Names/Adoresses On Invoices (TWIPS) 
Horizontal Vertical 

Company Name/Address ro-- ro-
Customer NamelAddress ro--- ro-­
Start Positions for Logo On Invoices (TWIPS) 


Ok Close 
 r=L=O!l=o=p=a=th=-I____________Horlzontal Vertical 

10 ro­
--- --===============::------:===--- ==:::..J 

Figure 8-4: Accounts Receivable Setup Screen 

In the upper right hand portion of the screen, there is a place to enter a minimum finance charge. If you 
will be charging a finance charge, you should enter the lowest finance charge amount to be generated. 
In other words, any generated finance charge less than this amount will be d sregarded. If you leave this 
field blank, and generate finance charges in the "Print Statements" option, any finance charge that is due 
including charges as low as $.01 will be generated and shown on the statement. 

The left central portion of this screen is used to enter account numbers that are used in various types of 
accounts receivable transactions. You should enter account numbers for all types of transactions that 
you anticipate making, or to be safe, for all of these accounts. The accounts that may be entered include 
the Cash account, the Accounts Receivable account, the Sales Tax account the Discounts taken 
account and the Write Off account. 

The right central portion of this screen, labeled "Name and Address Source for Inv and Statements," is 
used to designate the location of the name of the company using the Accourts Receivable option, as it 
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has been entered in the Computer Checkbook System. Check the appropriate name and address 
source in the checkbox. There are two places that you might have already entered a name and 
address in the Computer Checkbook System. You can use either one. They are both found 
under the Setup pull down menu and then the Company option. 1) The company name and 
address for letterhead is found on the Name & Address tab that first displays. 2) The Check 
writing name and Address is found on the Check Writing Name and Address tab. (Note that if you 
have selected either of the Company Name formats but neglected to enter a Name and Address 
in the selected format, then you will not have a company name and address printing on your 
invoices and statements.) 

Note: The phone number that is displayed on the Letterhead/2 invoice option is entered in the 
Setup L-+ Payroll L-+ Payroll Setup L-+ Unemployment Page 1 Tab 4 Phone Field. 

There are a number of checkboxes that allow various invoice options and features to be selected . 

• 	 Put Credit Card Information On Invoices: Checking this box will print a place to enter credit 
card information on the invoice. 

Note: Only available on non-letterhead invoices. 

• 	 Print Hours Instead Of Quantity On Invoice: Checking this box will replace the normal invoice 
headings of Unit Price and Quantity with Hourly Rate and Hours. This would be used for 
companies that bill by the hour instead of sell products. 

• 	 On Ltrhead Invoices, Use Pre-Printed Letterhead: Checking this box will inform the system 
that you wish to use preprinted letterhead for your invoices rather than have the system print 
your name and address on the invoices. 

• 	 Print Comments after Invoice Total: Checking this box will print any comments, that were 
entered during invoice entry, after the total line of the invoice, instead of above the line item 
section of the invoice. Depending on the comments, this might be more appropriate. 

• 	 Always Put Balance Forward as 151 item on Invoice: Checking this box will automatically print 
a balance forward line as the 151 item of the invoice, unless there is no balance forward 
amount. 

The screen shown on the next page shows some representative sample choices that have been 
made for a company that has three price schedules, sales tax and does its accounting on an 
accrual basis. 
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:. Accounts Recelyable Setllp 	 I!I~ Ei 
Fin. Charge Pct Per 

Price Schedule 1 IRetail 

Name Month 

11 .00 

Taxable 

p 
Minimum 

Finance Charge 

Price Schedule 2 IWholesale 11 .00 p 

Price Schedule 3 INon Profits 11.00 r 15.00 

Name And Address Sourc For Inv And StatementsCash Account: 11020 List 

r. Check-WrlHng Name And ddress
AR Account: 11030 List (" Letterhead Name And Ad ress 

------------------~Sales Tax Acc!: 14220 List 	 P Put Credit Card Information On Inve ces 

r Print 'Hours'lnstead Of 'QIy' On In\ll: iceDiscounts Acct 14230 List 
r On Urhead Invoices, Use Pre-Print d Letterhead 

Write Olf Acc!: 18500 Ust r Print Comments after Invoice Total 

r Nways Put Balance Forward as 1Sl Item on Invoice 

Start Positions for Company/Customer Names/Ad rasses On Invoices (TWIPS) 
Horizontal Vertical 

Company NameJAddress 10 ro-­
Customer Name/Address ~ ~ 

Start Positions for Logo On Invole s (TWIPS) 
Ok Close ;=L=09::o=p=a=th::!..____________Horizontal Vertical 

10 ro-
Figure 8-5: Accounts Receivable Setup Screen 

On the lower right-hand portion of the screen, labeled "Start Positions for Company/Customer ... '" you 
may vary the position where the company name prints (the company using the AIR system) and also the 
printing position of the name of the customers. However, before you do this, you should first print the 
statements or invoices with no values entered in associated boxes, as the system will automatically use 
the default printing values which might be satisfactory and which will fit the s andard window envelopes 
sold by P.C. Software Accounting, Inc. However, if you are not satisfied with the default values, you can 
specify the starting point for either the company or the customer name or both . This is typically done if 
different window envelopes are used or if you are using a pre-printed letterhead invoice or if the nature of 
the statements or invoices that you desire is specialized in some way. The nit for movement is a twip 
which is a Microsoft standard unit for positioning. There are 1440 twips in an inch. This means, for 
example, that if you wished a particular company name and address to start 2 inches from the right and 3 
inches down, then your horizontal and vertical units would be 2880 and 4320 respectively for the 
company horizontal and vertical fields. 

If you then looked at the resulting printout and wanted to move the company horizontal starting point 
another half inch to the right, then you would change the 2880 to 3600. (2880 + %(1440)) 

If you then looked at the resulting printout and wanted to move the company vertical starting point 
another inch lower, then you would change the 4320 to 5760. (2880 + 1440) The customer name and 
address could be moved in a similar manner. 

If you wish to add a logo to your invoice, you may do this by selecting the location of your logo with the 
Logo Path button located on the bottom right hand portion of this screen. Then you would set the 
horizontal and vertical position where you wish to print it. Once again , you will enter the units in TWIPS 
as described above. For example if you wanted to print the logo on the invoice 3 inches from the left 
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margin and 2 inches down, you would use 4320 and 2880 for your horizontal and vertical settings. The 
logo can be either a bitmap or a jpeg file. It will need to be appropriately sized before it is accessed. 
This is usually done with a program like Paint. You should test print a few sample invoices until you have 
your logo sized correctly, and printing where you like. 

Once you have entered your AR Setup information, it is recommended that you setup the remainder of 
your Accounts Receivable option's general information screens such as the screens for salesman, terms, 
sales tax, etc, before you actually enter any customers or invoices. We will discuss the entry of the 
remainder of the setup of the general information screens in the order that they appear on the menu, then 
we will discuss customer entry and finally we will discuss the daily operation which will encompass the 
entry and printing of invoices, statements, and reports. 
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Terms 

The Terms option allows the company to setup a schedule of sales terms. When this option is 
selected, the following screen will appear: 

. ~~ jelms I-~I~I 
JI. 

Terms: List 

Pet Di scount Days 

Qk 
J00 10 

Clears~-.J10 0 10 
Close J10 0 10 

Del~ 100 10 
Figure 8·6: Terms Screen 

All applicable terms that are possible for your customers should be entered here. If you do not 
have any terms, you may leave this option blank and terms will automatically print as none. The 
following screen shows a 2% discount for accounts paid in 10 days, or a 1 % discount for 
accounts paid between 11 and 30 days. 

Terms 12/1 0 1130 Net31 

Pet Discount 

Is 

100 

10.0 

List 

Days 

131 

10 

Active 

Qk J 
_ ClearsCl~ 

Close J 
Delete 

Figure 8·7: Terms Screen 
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Enter Salesmen 


When the Enter Salesmen option is selected, the following screen will display: 

~ All Sdlosmdn I nl r y G: I~ ~I 

Sialus: r- ­
Name II 

Telephone: I 

e-mail Address: I 

Qk ~ancel {lelele CIOla 

Figure 8-8: Salesman Entry Screen 

This screen allows you to enter sales personnel information. The system will also work if this 
option is not used. 

Sales Items 

When the Sales Items option is selected, the following screen will display: 

'r.' 5,,10' lIem. G::lg LRI 
lIt 

Sales 10m D: ~ St"Ius: r-
Description: 

PriceSche<Ue lilIPrIce Sales Accounl OVerride Descriplon 

fel. 10.00 ~ I 
j:omoctors 1000 ~ I r;; Toxable 

"""'-Profl Orgonizolions 10DO r Tox_~I 

I QI< CIo;te ~ 
Figure 8-9: Sales Items Entry Screen 

This screen allows you to enter the individual services or products that your company or 
organization sells. (Note that when you first enter this option, there will already be three preset 
"sales items." They allow the special entry of a balance forward amount, the creation of a blank 
line, and the writing-off of an invoice or a partial amount of an invoice. These items are discussed 
at the end of this section.) Enter each individual item and its price or prices if you designated 
multiple price schedules in your AR Setup screen. You can optionally enter an override 
description in order to describe the product in a more appropriate way for various sales situations. 
You should also enter the general ledger account for each item, since there can be different 
accounts for different types of sales. 
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(Note that in order for the system to work at least one item must be setup. For example, if you 
only wish to produce invoices with a variable description and a variable price you should still 
setup a default item with a default price such as $1 and a general description such as "Enter 
description and Price.") 

As mentioned earlier in this section, when you first enter the Sales Items option, you will see three 
"sales items" already entered . They are entitled, "BALFWD," "BLANKLlN", and "WRITE-OFF." 
These items can be ignored but might be useful in some situations. The BALFWD item is used if 
you wish to give someone an invoice and also show on the invoice any balance forward amount 
from previously unpaid or partially paid invoices. It is like using the current invoice for the 
"statement" function. The way the BALFWD item works is that it will look in the files for the 
customer you are writing the invoice, and show the total balance forward of any unpaid or 
partially paid invoices as a separate line item labeled balance forward . Of course, the new 
charges on the invoice that you are generating would show in full detail and the total for the 
invoice would be the total of the balance forward amounts plus the total new charges. Using this 
BALFWD item might be useful in some specific customer situations or it might be preferred to 
using classic statements in some overall company situations. The second preset "sales item" is 
"BLANKLlN." If you use this item it will enter a blank line on the invoice for spacing purposes. 
This can be used to improve the appearance of the generated invoices. The "WRITE-OFF" 
preset item can be used on invoice entry to write-off either a complete invoice or a partial amount 
of an invoice. If this is done the write-off account that was setup using the AR option should be 
used in conjunction with a negative amount for the desired write-off amount. 

If you plan to charge customers a finance charge if they are late in paying their invoices, you will 
need to setup a sales item named FINCHG. You could name it something like Finance Charge 
or Late Payment Charge and you would also have to designate an account number for this 
charge in the Sales Account field. 

There are some features that are specially made for recurring invoices but that can also be used 
for normal invoices that you might find useful. For example, suppose that you billed for a service 
like Bookkeeping every month. Further suppose that you billed the same amount. In that case, 
you could enter a sales item called Bookkeeping for *month*. When you do this, you are 
instructing the computer to look up the month and print it on the invoice, for example, 
Bookkeeping for July, 2007. There is also a *quarter* and *Year* fea ure. 

Bookkeeping for *Month* would be Bookkeeping for June, 2007 (If invoice date is June of 2007) 

Note: You might be doing the bookkeeping for April, Mayor some ot er period besides June, but 
if you bill them monthly for bookkeeping, regardless of which month you are actually processing, 
then this feature could be used. 

Bookkeeping for *Quarter* would be Bookkeeping for second quarter 2007 (If invoice date is 
anytime in the second quarter. See Note for Month above.) 

Tax Return for *Prior Year* would be Tax Return for 2006 (If invoice date is 2007, the previous 
year would be 2006.) 

Tax Estimate for *Current Year* would be Tax Estimate for 2007 (If invoice date is 2007, the 
current year would be 2007.) 

Note: The month, quarter, prior year or current year may be in all lower case, all upper case, or 
with a capital letter followed by lower case. 
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Sales Tax Setup 

When the Sales Tax Setup option is selected, the following screen will display: 

~ IIR Sdles T <IX En1 ry 1-Irc5'1rB] 
Status. I 

Location: I 

Percent: 

L __Q_k__-, "-__-_C_an_c_e_1 _ ..... ___Q_e_let_e_---' .__C_lo~e J 
Figure 8-10: Sales Tax Entry Screen 

This screen allows the different tax entities to be setup and their tax rates to be recorded. Sales 
tax does not have to be entered for the system to work. 

Once this screen is setup, you have all the general information setup completed. The next step is 
to setup the Customers. To summarize the general information options, they are almost all 
optional and should be used depending on company needs. The only mandatory general 
information option is sales items since at least one sales item must be setup to allow invoice 
descriptions and amounts to be entered. 

Customer Entry 

When the Customer Entry option is selected, the following screen will display 

Customer I): II 

F~mName: 

Add 1: 1 
Add 2: 11-....:..=.­ -=---..::...:......::.-=------=1 

Cny: I 
stille: , z;p:1 

Comments: 1 
Red r i-I--------~~---: 

1 

r 

Delete I 
Go To nvoice Entry 

Open lnvoicAs: I Show Inv 

ShippinrJ Address 

Add 1: I 
Add2~---~---------

cny: i-I----=--...;;..------1 
stille: , 

Tell: I 
Lookup: i-I--~--

Tef2 I 
FAX: i-I-----! 

e-molll1: 1 
e_mllilf2:lr-~=-----------

Contact: 1 

Figure 8-11: Customer Entry Screen 

8-12 ACCOUNTS RECEIVABLE OPTION 




This screen allows you to enter individual or company name and also a mailing address and a 
shipping address. There are also places for two phone numbers and a fax number, a contact 
name, an optional lookup field, 2 e-mail addresses, and a place to enter comments. 

The system can access a customer with their customer number or with the first few letters of their 
company name. (If the customer is an individual, they can be accessed by the first few letters of 
either their first or last name.) You will also be able to access a customer with the information that 
you enter in the lookup field. Once a customer number has been entered, a Sales Information tab 
can be selected. This tab will access a screen similar to that shown below: 

-

~[U!!.ltlmer I Utt",,!, III~EJ 

Cuslomer 10:15003 --':!!!J SlaIUS~ Open InYOICU' 1 Showlnv I 
Main T I!!IIIea wlIflIIMlanj 1 Label Prlnllnl Options 

Terms: INel30 .=.J Credll Limit 10.00 

Price Schedule: I ::I Tax LocaDon: I ::J 
Salesman: 1 ~ 

~..--­ -­ - --- CredllCiiiiTniormallon-­

Type (V18.AJMC elc.): I Expiration (fnmtwr() I 
Card Number. I 3 Dlgil Cod .: I! 

Billing Name: 1 
~ 

I 

Address: I 
~. ~ -~. 

City 1 I Sialel. lIP: ~ ~ 
- ~ 

~ 
Qk I Delele I 

Clo~e I 00 To InYOlce Enlry ] 

Figure 8-12: Customer Lookup Sales Information Screen 

This screen is used to enter more detailed customer information that is used to determine price 
and tax information. Credit card information can also be entered here in addition to a credit limit 
and applicable terms. Note that from either the Main screen or from this Sales Information screen, 
you can access other system functions such as viewing current invoices or entering new invoices 
or printing a mailing or shipping label. Note that a customer must be entered before an invoice 
can be printed for that customer. 

There is also a tab that allows a label printing option. When you select this tab the screen shown 
on the next page will appear: 
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~rll ... tutlll ·1 I nnlw[) fII~ EJ 

Cuslomer 10. 15003 ~ SlalUs~ Open Invoices: I Show lrw I 
Main T Sales Informalion TI 


abel OpUons 


Add/ess To Use !c;- Logo Top Cenlsr II Addr on bottom 

c;- Mailing 
r Shipping r No Logo on lop II Addr on bottom 

r From (Selup Single Mall Labels) _~ I
orlenlallO~ r Logo (Top left) --- Company Letterhead (Top RighI) II Address on bottom ~ r Porlrall r-­r 

I c;- Landscape [ dress Font Selection 
_____ Name !Courter New c-lJ 

Label Paper SIze=:l Size ~ 
Helghl~ · 1 Bold ~ 
Wld1h r--~ llallc fTaiS8 

Seleel Fonl I 
---===========~-.--J 

ImageWldlh: ""'"'-____ --"'--_---"'-' 

Une Spacing (TWiPS)r-so OelLOGO f nnl Label 

Qk Oelele I 
Clo~e 00 To Invoice Enlry 

- ----------I ~ 
Figure 8-13: Customer Lookup Label Printing Options Screen 

This tab allows the individual and variable printing of customer labels, provided you have a 
special label printer. You can contact P.C. Software Accounting to get further information about 
supported special label printers. 
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Daily Operation 

INVOICE ENTRY- Entering and printing invoices is the main daily task of the Accounts 
Receivable option. Normally, you would be generating invoices for any new charges that 
you have for a particular customer. However, when you first start up the system, you 
would enter a summary invoice with a Balance Forward amount for each customer that 
has a balance forward, or you could actually enter the open invoices in detail for each 
customer if you wished to have all invoice detail shown for those customers. In either of 
these cases, the balance forward invoice, or the detailed invoices, their unpaid balances 
would show on any statements until they were paid. This is how the system would 
normally be operated. There IS also an option to show a balance forward amount on a 
current invoice which is discussed on page 8-10 under the Sales Item option. When this 
option is selected the following screen will display: 

lAIn Rtounlng vo icu 

c ........ 'O:1 
PO""':I ...... 'N'"" ~ 

I r Only 0 ...An d AmI ...... _ : "1108 Us! 

, r-,-----------­ 1 ·7;-::~~·p"~ ..._DIIe:IO<.()·.<J' 

I lI r Lo.......d C.... 0 ...: '00.00.00 

r LeIl.,h..dP'2 _. _ Humblr: I 
commutJ:.1 

Inv Tot.l: I 
_ Off. r-I---­

..-- ­

iJ •.... 1°00 
AmtPaid: I 
O"'unt: 'I---

UttICh • • I 
T,ax Paid: I 
B.l1 Out: rl--­-, 

Number of Copiu: r lIVe And Pdnlln.. 1 S,.... '1#0 Pnntlng _ .8._.,;....11"_"._••_,00---11_,_•• _..,.......1~ Cion 

Figure 8-14: Invoice Entry Screen 

Each invoice has a unique number and the system will generate the next invoice number 
automatically. The salesman and the customer are entered next although the entry of a 
salesman is not required. Both the existing salesmen and the existing customers can be 
displayed using the List button to the right of their respective entry fields. Customers can 
be looked up based on the customer name and also on any other lookup fields that have 
been entered in the Customer Entry Setup screen. A Purchase Order number may be 
entered if applicable and terms may be selected from any terms that have been previously 
setup using the Enter Terms option. The invoice date will automatically be entered as 
today's date but may be changed. The accrual account will be automatically entered from 
the defaults that were setup in the AR Setup option but may be changed using the mouse. 
In the same manner, the next fields labeled Check Date and Number are usually not 
entered at invoice creation time because they refer to the che k and number that have 
been used to pay the invoice, therefore they are skipped. The cursor will next go to the 
comments field which may be filled in. There is a second portion of comments that may 
be used for such things as delivery instructions or left blank. The line items and their 
quantities are entered next. 
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At least one item must have been entered in the item screen in order to produce an invoice. After 
an item number is entered, the line items are automatically extended. All line items for this 
invoice must be entered . Remember that if you are entering an invoice with a variable description 
and a variable price you will have to access a general item that you setup with the Sales Item 
option before you can enter the variable description and price. To access and change a 
description click on the description field and press the spacebar otherwise you will not be able to 
change the description . Once you have entered all the line items and checked the prices, the 
invoice can be printed or it can be saved for later printing. 

(Note that invoices that have already been printed can be reprinted at any time.) There are 
currently four styles or formats for printing out invoices. The four styles or formats are: 1) With 
Qty/Unit Price, 2) Only Desc and Amt, 3) Letterhead and 4) Letterhead/2. One of these choices 
should be selected. 

IMPORTANT NOTE- If you wish to change a description that you have already entered, you must 
first access the field and then hit the spacebar. This will allow you to make the changes on an 
already entered description. 

In the lower left corner you can select how many copies of the invoice you wish to print. Typically, 
this will be 2 copies. The first copy is the customer's copy and the second copy is for internal 
office use. The office copy has the same invoice information as the customer copy and it also has 
a special box in which the information about the check that is used to pay the invoice can be 
recorded. The following screen shows the special record keeping information box: 

Check #: ______ 

Date Posted: _ _ ___ 

Amount: 

Figure 8-15: Record Keeping Information Box 


A sample customer invoice in the first format is shown on the following page: 
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The Sample AR Company 
PO Box 12345 
Tampa, FL 34123-2345 

ABC Contractors 
P.O. Box 345 
Bradenton, FL 34000 

DATE I INVOICE # 

04110107 l51 

SALESMAN 

Joe Smith 

PO NUMBER 

12J..t321 

TERMS 

2/15 NET 31 
Pay 1,355. 9 By 04125107 

DESCRIPTION UNIT PRICE QTY AMOUNT 

10 Gal Plants - Palms 20.50 25 512.50 
4 Gal Plants - Assorted Shrubs 11.50 15 172.50 
6 Gal Plants - Citrus 17.00 20 340.00 
Fertililizer - Organic 
Mulch - Professional 

1.75 
1.95 

100 
5() 

175.00 
97.50 

Manalee County Sales Tax - 6.5 % 84.34 

Tottl l 1,381 .84 

Thank You For Your Business 

~ and Rotum Botlcm Portion With You, Paymen! 

ABC Contractors 
P.O. Box 345 
Bradenton, FL 34000 

DATE INVOICE# 1 AMOUNT DUE 

04110/07 51 I 1.381.84 

CUST# AMOUNT PAID 

109 

The Sample AR Company 

PO Box 12345 

Tampa, FL 34123-2345 


The "Only Desc and Ami" option does not have a Unit Price and Qty. It is activated by clicking on the 
Print Only Desc and Amount button. It is shown on the next page: 

ACCOUNTS RECEIVABLE OPTION 8-17 




Bird and Jordon, CPA 
3512 Sixth Street 
Pittsburgh, PA 43950 

Henry and Company 
1235 Serendipity Drive 
New York, NY 56792 

~ 

DATE I INVOICE. 

10/23/0615 

SALESMAN 

PO NUMBER 

TERMS 

None 

Tax Preparation.1040 

DESCRIPnoN 

11 

AMOUNT 

500.00 

Total 500.00 

Thank You For Your Business II 
O&t&ch 800 Return Bottom Port~n Wlrh 'your Payment 

Henry and Company 
1235 Serendipity Drive 
New York, NY 56792 

DATE INVOICE. I AMOUNT DUE 

10123/06 5 I 500.00 

CUST' AMOUNT PAID 

1 

o Please use my crmlll card rOr paymant. OV1SA OMC 

Crodit Card #: OAME)( OOISC 

Expiration Dalo: ____ 3-Digil Code: _ _ 

Cardholder Name end Oiling Address: 

1 

Bird and Jordon, CPA 
3512 Sixth Street 
Pittsburgh, PA 43950 
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A third invoice option is the Letterhead option, which is designed to print on company letterhead. It is 
shown below: 

PC Software Accounting, Inc. 
2199 Princeton Street 

Sarasota, FL 34237 

(941) 365 1162 
Fax (941) 366 6618 

JOHN DOE 
P.O. BOX 123 
FORREST CITY, AR 72536-1115 

For Professional Services Rendered: 
11/22/06 

TRUST ACCOUNT RECOI'JCILATION 
ESTIMATE 2004 TAXES 
2004 FORMS 1099 
ESTIMATE 2005 TAXES 
2004 FEDERAL & STATE INCOME TAX RETURNS, 

2 EXTENSION REQUESTS, VARIOUS 
DISCUSSIONS 

PRELIMINARY RETURN TO FIRST NATIONAL BAr--IK, 
SUBSEQUENT ADDITION OF COST 
ACCOUNT 

2005 FORMS W2 

$ 350.00 
300.00 
175.00 
250.00 

6,060.00 

500.00 
150.00 

Total $ 7,785.00 
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A fourth invoice option is the Letterhead/2 option which is designated to print on pre-printed letterhead or 
also to allow the system to generate its own letterhead as discussed in the NR Setup option. A typical 
invoice shown by this option is shown below. As discussed in the "Sales Item' options, the "BALFWD," 
and the "BLANKLlN," options can be used in conjunction with this option . (Note: The phone number that 
is displayed as part of the generated letterhead shown below is entered from the Setup 4 Payroll 4 

Payroll Setup 4 Unemployment Page 1 Tab 4 Phone Fie/d.) 

The Sample Company 
123 N. Main St. 

Sarasota, FL 27589 
(941) 123·4567 

Millard H. Fillmore Inc. February 23, 2007 
123 Central Avenue 
PO Box 432 
Chattanooga, TI\I 34567-4545 

For Professional Services Rendered : Invoice #: 22 

2006 1099 Preparation $ 103.00 

2006 Corporate Tax Return Preparation Including 
Extension filing 4,500.00 

Sarasota City Sales Tax - 7.251 % 333.76 

Balance Forward 183.29 

Total $ 5,120.05 
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RECURRING INVOICES: 


There is also a feature in this system that allows for the printing of recurring invoices. This 
feature is typically used to bill a standard amount that is charged each month or each quarter 
without having to enter the invoice again each month or quarter. If you wish to designate an 
invoice to be a recurring invoice, you should enter the basic information for the invoice and then 
click on the recurring invoice tab. The following screen will appear: 

~AR InVOIce Entry IIII~ Ei 
Invoici Number: 11 

r MIke This A R.cuning In.oleo 

r I4Ike ... In. 0... Fnd·Of-Monih 
r (boy. 

This In.oIe. Roc.... Every ~ r Wo.k. 
r. """'hI r 

Pri.. Roctning Inv"", 

Print Inv For D.t. R,Ingl : 

r. u.. C.lcul.ted D.t. 

StOll D.t. 106101107 

End D.t. I0Bl30107 

Recurring In. Cilleullli.n 0.. I06125107 I r Use A1t.m.t. D.t. > Alt D.t. 100100100i --__ _ ____ ---'-___--' 

Ch.... TIX poll 
Amt P.ld: IIn. Tot.l : I 

r Print to PDF Di_unt: Jr----­

--­
Number of Copies: (2' 2,1ve: And Print Inv 5 ... !!VO Printing 

3 lox: 10 .00 

loxP.id : r-1---­

B.I Du.: I 

B.,print Invoic. 

Us! Chili I 

Qolet. Clo.. 11 

Figure 8·16: Recurring Jnvoice Tab 

You would indicate that this invoice is recurring and note how often it repeats such as every 
month. This tab is also where recurring invoices are printed, using the Print Invoice for Date 
Range button. Note that you can specify the dates that the invoices re printed. They can be 
printed using the date calculated by the system or you can enter an alternate date if desired. 

There are some features that are specially made for recurring invoices but that can also be used 
for normal invoices that you might find useful. For example, suppose that you billed for a service 
like Bookkeeping every month. Further suppose that you billed the same amount. In that case, 
you could enter a sales item called Bookkeeping for *month*. When you do this, you are 
instructing the computer to look up the month and print it on the invoice, for example, 
Bookkeeping for July, 2007. There is also a *quarter* and two *year* feature, one for the prior 
year and one for the current year. 

Bookkeeping for *Month* would be Bookkeeping for June, 2007 (If invoice date is June of 2007) 

Note: You might be doing the bookkeeping for April, Mayor some other period besides June, but 
if you bill them monthly for bookkeeping, regardless of which month you are actually processing, 
then this feature could be used. 
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Bookkeeping for *Quarter* would be Bookkeeping for second quarter 2007 (If invoice date is 
anytime in the second quarter. See Note for Month above.) 

Tax Return for *Prior Year* would be Tax Return for 2006 (If invoice date is 2007, the previous 
year would be 2006.) 

Tax Estimate for *Current Year* would be Tax Estimate for 2007 (If nvoice date is 2007, the 
current year would be 2007.) 

Note: For the purpose of the Automatic Lookup feature, the words month, quarter, prior year or 
current year may be entered in all lower case, all upper case, or with a capital letter followed by 
lower case. 
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APPLY PAYMENTS TO INVOICES 

This option allows you to apply payments to invoices. 

The first step is to select the customer that has submitted a payment. Then enter the check or 
reference number. A screen similar to the following sample screen will display depending on the 
dates selected and the number of invoices that are open for that customer. 

~API'IY Payments To InvoICe. I!!I~EI 

Customer 10: 15000 C\c HurnlRot.11000 

Is.m" ~..I ~a"'ol 

Cash Accounl: 11020 Accru.1 Account: 11008 ~ 

0 .00 

0 .00 

0 .00 

0.00 

0 .00 

0 .00 

0.00 

0.00 

0 .00 

0 .00 

pymnl 0 .10: 104119107 

Amounl P.I4IThis Cho 10 .00 

~ Indudo On DOl osit Slip 

T ot.1 To Apply. b.oo 

Rem.lnlng AmI: b.oo 
Apply AUlomallCOII :-.J 

..;......._Q.k_-.J 

.1;..0001 

CIOIO 

Deposil Slips 


D.le 


100(27107 

Prop..o Dop Slip I 
Prlnl Dep Rpl 

Figure 8-17: Apply Payments to Invoices Screen 

The next step would be to enter the check amount. Typically you wo Id next click on [Apply 
Automatically]. This will apply the full amount of the check, invoice by invoice, starting from the 
oldest invoice as shown on the next page. 

Note: You should only click the [Apply Automatically] button one time per session. Otherwise 
if, you do something like take discounts and click the button again, your amounts will have to be 
redone. 
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~Appl y Pdym"nts 10 Invou... I!IIII~ E3 
Customer II): 15000 Ck NumlRlt. 11000 Pyrnnl I)".: 10'll1911J7 

Is,m'o Mill "..",.1 
Amounl P,idIThi. Cheel<: 1 18,000 .00 


C.sII Accounl: 11020 Aceru,1 Accounl: 11008 Us! I ~ Includ. On h pooll Slip 


Prop"o D.p Slip 

PrinlDop Rpl 

All Invoices/Custom... 

Tolal To Apply: b8.000 ,00 

Rom.lning AmI: ~.OO 

142.82 

99.96 

26.48 

178 .21 

134.94 

3,273.29 

3,362.41 

3,273.29 

3 .273 .29 

1,312.27 

0.00 

o 
o 
D 
D 
o 
D 
D 
D 
D 
D 
o 
D 

Figure 8-18: Apply Payments Automatically 

Note that in this example, the next to the last invoice "55" will be paid by this check but will not be 
paid in full. The last invoice "57" will not be paid at all. You would then typically click okay and 
the invoices would be recorded as paid in the amounts shown on the screen. After you have 
clicked OK on all the invoices in a session, you can click on the [Prepare Dep Slip] button on the 
right to generate a deposit slip which will then be available for printing from the Deposit & 
Receipts Icon for all the invoices processed. Clicking on the Print Dep Rpt button, will print a 
report listing in detail the line items shown on the deposit slip. 

Discounts 

If discounts are involved, you should put in the amount that will actually be paid on each invoice, 
less the discount for that invoice in the Amount to Apply Field. Once you have entered the 
amount to be paid on the invoice you should then check the box on that line that is labeled, "Take 
Discount." The Remaining Amount Field (located at the bottom 0 the screen) will then change 
to include the discounted amount for that line. If you take a discount for another invoice on a 
different line, then that discounted amount will also be added to the Remaining Amount Field. 
Once you have finished taking all the discounts for this customer, you will need to distribute the 
amount showing in the Remaining Amount Field to other open invoices. You must make entries 
until the Remaining Amount Field shows zero before you can click okay. (Note: DO NOT click 
on the [Apply Automatically] button after entering discounted amounts or you will lose your 
changes and have to redo them.) 

Note: Discounts must be processed before finishing the Apply Payments to Invoices option. 
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Write-Ofts 

If for some reason you want to write-off an amount for a particular invoice, DO NOT do this on the 
above screen. To write-off an amount you have to return to Invoice Entry, call up that invoice 
and enter a Line Item for the write-off amount with a negative 'number. The account number will 
be defaulted to the write-off account that was setup on the AR Setup Option. 

Note: Write-Offs may be entered at any time on any open invoice using the Invoice Entry option. 

AR File Listings 

This option allows you to view or print the following files that you may have setup, Customer List, 
Invoice List, Sales Item List, Tax Location List, and Salesman List. 

To Accrue Accounts Receivable 

If you wish to accrue your accounts receivable at the end of a month, you should select the option 
from the Accounts Receivable menu named Post AR Accruals which will display the screen as 
shown below: 

;W C,edle AR hCCflldl Jou,nal 1~lrglLFI 

Help CIOi B J 
Figure 8-19: Create Accrual Journal Screen 

Pressing OK on this screen will generate AR1 entries into General Ledger transactions using the 
accounts receivable account that you setup during AR Setup (page 8~4) and the various sales 
accounts you setup in different invoices using invoice entry (page 8-15). 

All invoices that are uncollected as of the time you press the OK button for whatever month you 
are in will be included in the generated transactions. When you proceed to the next month in the 
Client Write Up or General Ledger System an AR2 entry will automatically be generated that will 
reverse any remaining AR1 entries for the previous month. 
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Reports 

The main reports of the Accounts Receivable option are the Aged Accounts Receivable and the 
Sales Analysis Reports. Statements are also typically generated on a monthly basis. Statements 
can also be individually printed on demand. There is also a Select Tax Report that can be printed 
if you are subject to sales tax. 

THE AGED ACCOUNTS RECEIVABLE REPORT 

When this option is selected, an option screen will display as shown below: 

o Print1 1i'~ 
o Print + PDF File ~lIe 

r. Aging Delall Report 


r Aging Summary Report 


r Customer Balance Delall ~ 

r Customer Balance Summary 
------~-~-. 

Figure 8-20: Aging Report Screen 

A sample detail aged accounts receivable report is shown below: 
II 

I~ SAMPLE COST CENTER COMPANY 

Receivables Aging 
09/13106 Client No: 103 Ps !)e 1 

Inv # Curren! 1·30 31-60 61-90 Over 90 I.lliJ 

Hary Jones 
8013 0 .00 334.83 0.00 0 .00 0.00 334 .83 
8002 0 .00 688 .4Q 0.00 000 0.00 1l88.4Q 
Tota 0.00 1,023 .32 0.00 0 ,00 0.00 1 ,023 .32 

ABC Cc:ntradors 
8011 1,700 .17 000 0.00 000 0.00 1.798.17 
Tota 1 ,700.17 000 0,00 0 .00 0.00 1,7Q8.17 

The Ll7ds ChU"c:h 
8009 0.00 241.75 0.00 0 .00 0.00 241.75 
8014 0.00 0.00 0.00 712.00 0.00 712 .50 
8003 0.00 597 .50 0.00 000 0.00 597 ,50 
Tota 0 .00 839.25 0.00 712 .50 0.00 1,5151 .75 

Totas 1 ,700 .17 1 ,862.57 0.00 712 .00 0.00 4,373 .24 

I: 
I: 
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SALES ANALYSIS REPORTS 


Sales analysis reports can be very useful in helping a company to manage sales and sales 
personnel. When this option is selected, the following choices are displayed. 

:-iSales Andlysis. i-'(gl[[i 

r-- -------........---'1 
 D"~"9f ---'------ ­ Ir Fun 0.1. R.nge(ioj'Vi;;W: o Print 
$III!: los.4l1l1)e End : I081J1 11)en PDF Fil. ( I Print. PDF File 

~ailReponIr Summary RtpOfI 

FrElt3--- ­

r Repon By Customer 


r Report By Produd 


r RtpOfI By SMsmilll 


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

Figure 8-21: Sales Analysis Report Screen 

You can select which type of sales report you wish to print. The summary sales report by 
customer and the sales report by salesmen in detail are shown below. 

SAMPLE COST CENTER COMPANY 

SALES ANAL YSIS BY CUSTOMER 

Client No: 103 Page 

CustlD Name Sales 

1:::34 

1235 

1 :::36 

Harry J ones 

ABC Contractors 

ThE- LOfcl's Chllfct1 

:! 548 .15 

1:!' .8:26,61 

3 ,639.25 

Final Total 19,2"14.01 
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CUSTOMER STATEMENTS 

Customer statements are usually printed on a monthly basis. When this option is selected, you 
have the option to print all customer statements or just certain statements based on your choices. 
You can select the choices that you wish for customer statements on the Print Statements screen, 
which is displayed below: 

OPOFFie I'fJmber 01 Copies: r 
Prill + PDF Fie 

n FIJI Dille Range 

[ 

DaleRMIge 

Stal1: I02101107 

Statement DIlle I06127107 

r Prnt Statemert ~ T_-011 Stub 

~ 
atement Style 

Ii Print Open mCllces VlMIin Date Renge 

o Print All Open invoICes 

o Print All Ac1ivly 

- - --­--­-

r Produce Finance Ch8rge Invoices 

Enci I02128107 

I 

Select CUSlomers -­--­ ----------­

3 

JOHN DOl 
The ABC Company 
ABC Cont-ractors 

I I' ~etec:I AI Customers Ioggle Selec110n 

I -==========-~~======~ 
I 

Figure 8-22: Print Statements Screen 

Select Customers 

You can select the choices that you wish for customer statements on the Select Customer portion 
of the screen found in the upper right hand corner of the print statements screen. You can either 
select all the customers at once using the Select All Customers button or you can select which 
customers you which to send statements to using the Toggle Selection button. 

Print or PDF 

In the upper left portion of the screen, various print options may be selected. This allows the 
selected statements to be either printed on the printer or created as a PDF file (which can be 
conveniently emailed), or to be created in both ways at the same time. 

Date Range 

A Date range may be selected. The full date range checkbox, if checked will show all 
transactions that have been entered on the computer. A date range and a statement date should 
be selected in the normal case. 
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Tear Off Stub 

The Print Statement with Tear-Off Stub allows the printing of an invoice with a tear-off stub. 

Statement Style 

In the lower left hand portion of the Print Statements screen different statement styles or formats 
can be selected . The "style" or "format" that is selected will not produce a different statement 
format as such but rather it will allow the user to decide the invoice and payment data that will be 
displayed on that statement. You should carefully read the options so that you can pick the style 
or format that will be the most helpful to your firm. 

Print Open Invoices Within Date Range 

This option will print all the invoices that still have amounts due that are in the date range that was 
selected in the left center portion of this screen. An "OPEN INVOICE" will only show the amount 
the invoice that is still due. Any invoice that has been fully paid will not show at all on the 
statement and any invoice that has been partially paid will only show the remaining amount still 
due for that invoice. This statement format will not show the actual payments that were made but 
all payments that have been made will reduce the amounts due on the invoices shown on this 
statement. If an invoice has been fully paid because of a payment or multiple payments, it will no 
longer show on this statement. 

Print All Open Invoices 

This option will print all the invoices that still have amounts due regardless of their date range. It 
works in exactly the same manner as the previous option except it shows all open invoices and 
not just open invoices in a specified date range. 

Print All Activity 

This option shows all activity within the given date range. In other words, it shows the invoices 
with their original amounts and the payments that have been made for particular invoices. If any 
invoices are still outstanding from an earlier date than the date range selected, then these 
invoices will be automatically combined into a "balance forward" amount for the statement. 

Print PO Number or Comments 

The lower right hand portion of this screen allows the printing of a PO number and any comment 
data that might have been entered on a particular invoice. 

Produce Finance Charge Invoices 

If you click this checkbox, and you have setup your system correctly to process finance charges 
by having 

1) Entered percent amounts in the finance charge fields on the AJR Setup and a minimum 
finance charge amount if desired 

and 

2) You have also setup a FINCHG sales item with the Sales Item option. 
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And you then click the OK button, then the system will calculate the finance charges and create 
invoices for them. Finance charges will be generated for any invoices that are past due as of the 
last period . You should only click this checkbox and click OK one time, or the finance charges will 
be calculated again. If you make a mistake and generate extra finance charges, you can access 
the customer with the Invoice Entry option and then delete the extra finance charge invoices. 
Note that there will be some random generated letters (i.e. egt or udj) at the end of any finance 
charge invoices when you look at them with the invoice entry program. These random letters only 
show on this screen and they are necessary to allow the invoices to have a unique key. They will 
not print on any invoice or statement and you can ignore them .) 

Sales Tax Report 

A sales tax report can be printed using this option. A sample report is shown below: 

The Sam pie Com pany 
SALES TAX LISTING 
o1101107 - 04130107 
Sarasota County 

Client No: 172 Page 1 

J urisdicDon Total Sales Txbl Sales Sales Tax 

Bradenton 13,728.00 13,078.00 411 .00 

Sarasota City 3,799.78 3,799.78 106.44 

AIR Utility 

There is an AIR Utility option that has been setup to allow various miscellaneous tasks that might 
be timesavers for users of the Accounts Receivable Option. 

Right now there is only one possible selection under the AIR Utility option. It allows the customer 
id that is used to identify a company and all the related customer data referring to that customer id 
to be changed quickly and easily. This would typically be used if the customer data had been 
converted from another system. To change a customer id, just enter the old customer id and the 
desired id and then click on the Change ID button. 

AIR Import Customers 

This option allows you to import the name and address information t at has been entered into the 
Client Write Up or Computer Checkbook Systems. The name and address information is taken 
from the Company option, specifically from the Payroll Reports/Tax Forms screen, on the bottom 
portion where the information is broken down into fields. Additionally, the contact phone and 
contact name is taken from the bottom of the Letterhead screen on t e company option. 
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Note: The system is also capable of importing customer information from Quickbooks Pro TM. 

Please call us for instructions with this import. 

This concludes the documentation of the Accounts Receivable option. 

8-32 ACCOUNTS RECEIVABLE OPTION 




Chapter 9 

Interfacing 

Interfacing Between a Clients Windows Computer Checkbook and an 
Accounting Firms Windows Client Write up System 

There are some very important considerations to take into aC00unt when interfacing 
information between Windows Client Write Up and Windows Computer Checkbook. 
You should read this chapter very carefully before attempting any interfacing process. 
The first thing you should be aware of is that there are a number of different possible 
interfacing situations and it is in your best interest to handle each different one as 
efficiently as possible. Because of the number of different interfacing situations, the first 
part of this chapter will list each different interfacing possibility and why it would be used. 
The second part of this chapter will discuss how to best accomplish each of the interfacing 
possibilities discussed in part one. 

Part One - The Different Types of Interfaces That Are Possible 

1) The Firm Does it All (One Data Base) 

The firm does the ledger work using the Windows Cli nt Write Up System and 
also writes all the vendor and payroll checks for this same company using the 
Windows Computer Checkbook. The same database is used for both 
applications which precludes two individuals working on the same data at the same 
time. This type of interface might be used for the firm 's internal books and also for 
the books of any company that the firm also writes all the checks for. 

2) The Firm Does it All (Two Data Bases) 

The firm does the ledger work using the Windows Client Write Up System and 
also writes all the vendor and payroll checks for this same company using the 
Windows Computer Check Book. However, the data exists in duplicate and is 
on two separate standalone machines. 

3) The Firm Does the Ledger Work· The Client Does the Check Writing 
with Windows CCB • The Client Is Told What Journal Entries to Make 
to Correct the Cash Account on Their CCB if Necessary 

The firm does the ledger work for a client using the Windows Client Write Up 
System but the client writes their own checks using Windows Computer 
Checkbook. The main task with the interface is to ge the necessary information 
from the client for Client Write Up purposes. Sometimes it is also necessary to tell 
or send the client what journal entries are necessary to make if the accounting firm 
discovers that the cash balances were not correct on t e client's computer 
checkbook. 
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4) The Firm Does the Ledger Work - The Client Does the Windows CCB 
- The Client Needs His Actual CCB Data Corrected and Then Sent 
Back as Soon as Possible 

The firm does the ledger work using the Windows Client Write Up System but 
the client writes their own checks using Windows Computer Checkbook. There 
are two concerns with this interface. One is that the information needs to be 
gathered for the Windows Client Write Up System. The second is that the client's 
Windows Computer checkbook has to be completely corrected and returned to the 
client with all the corrections made. 

5) The Firm Does the Ledger Work and Writes One Type of the Client's 
Checks. (Le. Payroll or Vendor) The Client Writes the Other Type of 
Checks at Their Office Using Windows Computer Checkbook 

The firm does the ledger work for the client and also does some but not all of the 
checks for the client. For example, they might do just the payroll checks for the 
client and the client might do their own vendor checks or vice versa. In other 
words, the firm does one type of checks and the client does the other but they are 
both using Windows Computer Checkbook. 

Part Two: Discussing of Interfacing Options 

1) The Firm Does it All (One Data Base) 

The firm does the ledger work using the Windows Client Write Up System and 
also writes all the vendor and payroll checks for this same company using the 
Windows Computer Check Book. The same data base is used for both 
applications which precludes two individuals working on the same data at the same 
time. This type of interface might be used for the firm's internal books and also for 
the books of any company that the firm also writes all the checks for. 

How to Do it 

This is the easiest interface because there is nothing that has to be done, except 
making sure that only one set of data is kept on the computer. Keeping only one 
set of data on the computer eliminates any chance that one person would work on 
one set of client data and another person would work on a different set of data . 

If one writes checks in Computer Checkbook, they will immediately be available on 
the financial reports. If checks are being written for June and the books are being 
processed for May, this is not a problem since both systems are perpetually open. 
The respective, users of the different systems must insure that they switch to the 
correct dates before they enter and process information. There are a number of 
automatic date checks that should eliminate any problems with forgetting to switch 
the dates back and forth such as checks can only be written in the current period, 
etc. 
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2) The Firm Does it All (Two Data Bases) 

The firm does the ledger work using the Windows Client Write Up System and also 
writes all the vendor and payroll checks for this same company using the Windows 
Computer Check Book. However, the data exists in duplicate and is on two separate 
standalone machines. 

How to Do it 

You have to be careful because the two sets of data are totally different and if you mix 
them up incorrectly, you can easily lose work that you have done. The person doing the 
ledger work will have made ledger entries that the person doing Computer Checkbook will 
not have in their database. The person doing the Computer Checkbook work will have 
written checks that will not be in the data base of the person doing ledger work. 

In this case, the person doing the ledger work should never provide data to the machine 
doing the Computer Checkbook work. The interface should only proceed from the 
Computer Checkbook machine to the ledger machine. Whenever the person doing the 
ledger work needs updated check information, the person doing the Computer Checkbook 
work should make a zipped copy of their information to a diskette using the Copy a Client 
Icon, shown to the left. 

The person doing the ledger work must not unzip this disk to their machine. If they do 
this, they will overwrite their information with the information of the person writing the 
checks and lose their latest ledger work. This would be a disaster. To prevent this, there 
is a warning asking if you are sure you want to unzip Computer Checkbook information 
over Client Write Up information. You don't!! Instead of using the unzip option, to get the 
data, you should go to the Other Programs pull down menu and select the Windows 
Computer Checkbook option. When you do this you will have the four options shown 
below: 

V'flndo'Ns Computer Checkbook • Go to Windo'lI's Computer Checkbook 

Copy Accounts DOS Computer Checkbook • 

Import QUickbooks • Copy Employee/Vendors 

Copy Transactions Windows W 2s And 1099s 

W 2 Authorization 

Figure 9-1: Windows Computer Checkbook Menu Options 

These are the only options that you should ever use to interface in this situation. If you 
wish to update your chart of accounts with any new accounts that have been added to the 
Computer Checkbook System, you may select the option that is entitled Copy Accounts. 
The default on this option, Add to Existing Accounts will only copy accounts that do not 
already exist in your chart. Do not change the option to Replace Existing Accounts 
unless you want to totally replace your chart of accounts with.he chart of accounts on 
Computer Checkbook which is very unlikely. 

In the same manner, the Copy EmployeeNendors option wi I update your employee file 
with any new employees or vendors that have been added to Computer Checkbook. 
Once again the default is set to only add employee/vendors that do not already exist in 
your employee file. 
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Do not change the option to Replace Existing Employees/1099's unless you want to 
totally replace your employee file with the employee file that exists in Computer 
Checkbook which is very unlikely. 

The option entitled Copy Transactions is the option that you will use all the time. This 
option will transfer the transactions you need from Computer Checkbook to Client Write 
Up. When this option is selected, the screen shown below will display: 

:t Tranfer TranSflclions 10 Active Client i-1(Q'1[Rl 

ISS·in,ai; 
Iii' Payroll Transactions 
IX Ledger Transactions 
r Exctud. AAZsr 

Zipped or UnZipped Client List 

.~~. ~~I1~.........................Ai 
D Oata Files o Letters 

Add To ~stlno Trans. 
(I) Replace Exis ng Trans. 

c: 

I!' List ~ermilled dients only 
C List gil dlents 

File Type---~-------, 

G UnZipped 

Qk ~ancel !:!elp 

~I 

[ 

Date Range of Transactions 

From: 0210 1/06 

To. 02J2 8J06 

r Multi Disk Progress: 

[ 

Unzip Opllons 

Status: 
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Figure 9-2: Copy Transactions from Floppy Option Screen 

The most critical item to get right is the date range. The date range will default to the 
accounting period that your Client Write-Up is currently processing. You have to make 
sure that this is the period you want to copy Computer Checkbook transactions from . If 
the period is incorrect, change the dates to the period you want. You do not want to re­
transfer transactions from any period that you have already transferred and corrected or 
you will have to correct them again. Be very careful that you are getting the transactions 
from the period you want. 

In the upper right hand corner of the screen, both the Payroll Transactions and Ledger 
Transactions check boxes are enabled. This means the system will copy both types of 
transactions from the Computer Checkbook, which is normally what you would want. If the 
client does not process checks of one type or the other on their Windows Computer 
Checkbook System, you can leave these options enabled and it won't hurt anything. (For 
example this would occur if a payroll service processed their payroll checks.) 

The next thing you will need to determine is if you wish to Add to Existing Transactions 
or Replace Existing Transactions. Only one of these options can be enabled at a time. 
The Replace Existing Transactions radio button is enabled by default. This option 
allows you to transfer more than once from the same period and not have duplicates. This 
is helpful sometimes, especially if the first transfer a client sent you did not include all the 
checks and they had to send you another copy of the same period. 
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The other option is Add to Existing Transactions. You do not want to use this option in 
a normal situation. The purpose of the Add to Existing Transactions option is to allow 
data from multiple stores or locations that are in the same company each having their own 
copy of Windows Computer Checkbook to write their own checks. By using this option the 
data from all the stores can be accumulated without erasing another store's data. 

Once you have the right dates and other options selected, click on the OK button and the 
transfer will take place. 

3) The Firm Does the Ledger Work - The Client Does the Check Writing with 
Windows CCB - The Client Is Told What Journal Entries to Make to Correct 
the Cash Account on Their CCB If Necessary 

The firm does the ledger work for a client using the Windows Client Write Up System but 
the client writes their own checks using Windows Computer Checkbook. The main task 
with the interface is to get the necessary information from the client for Client Write Up 
purposes. Sometimes it is also necessary to tell or send the client what journal entries are 
necessary to make if the accounting firm discovers that the cash balances were not 
correct on the client's Computer Checkbook. 

How to Do it 

You have to be careful because the two sets of data are totally different and if you mix 
them up incorrectly, you can easily lose work that you have done. The person doing the 
ledger work will have made ledger entries that the client doing their Computer Checkbook 
will not have in their database. The client doing the Computer Checkbook work will have 
written checks that will not be in the data base of the person doing the ledger work. In this 
case, the person doing the ledger work should never provide data to the client who is 
doing the Computer Checkbook work. The interface should only proceed from the 
Computer Checkbook machine to the ledger machine. 

Whenever the person doing the ledger work needs updated check information, the client 
person doing the Computer Checkbook work should make a zipped copy of their 
information to a diskette using the Copy a Client Icon, shown to the left. The person 
doing the ledger work must not unzip this disk to their machine. If they do this, they will 
overwrote their information with the information of the client writing the checks and lose 
their latest ledger work. This would be a disaster. To prevent this, there is a warning 
asking if you are sure you want to unzip Computer Checkbook information over Client 
Write Up information. You don't I! 

Instead of using the unzip option, to get the data, you should go to the Other Programs 
pull down menu and select Windows Computer Checkbook. When you do this you will 
have the four options shown below: 

Other Programs 

Windows Computer Checkbook ~, Go to Windows Computer Ched<book 

DOS Computer Checkbook ~ Copy Accounts 

Import QUickbooks Copy Employee/Vendors 

'Nindm'\'s W2s And 1099s Copy Transactions 

W2 Authorization 

Figure 9-3: Windows Computer Checkbook Menu Options 
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These are the only options that you should ever use to interface in this situation. If you 
wish to update your chart of accounts with any new accounts that have been added to the 
client's Computer Checkbook System, you would select the option entitled Copy 
Accounts. The default on this option, Add to Existing Accounts will only copy accounts 
that do not already exist in your chart. Do not change the option to Replace Existing 
Accounts unless you want to totally replace your chart of accounts with the chart of 
accounts on Computer Checkbook which is very unlikely. 

The option Copy EmployeeNendors will update your employee file with any new 
employees or vendors that have been added to your client's Computer Checkbook 
System. Once again the default is set to only add employee/vendors that do not already 
exist in your employee file. Do not change the option to Replace Existing 
Employees/1099's unless you want to totally replace your employee file with the 
employee file that exists in Computer Checkbook which is very unlikely. 

The option Copy Transactions is the option that you will use all the time. This option will 
transfer the transactions you need from your client's Computer Checkbook System to your 
Client Write Up System. When this option is selected, the screen shown below will 
display: 

:'i Trdnfer TransilCtions to Aclive Client ~rolfEl 

Zipped or UnZipped Client List~---~------I 

ISMM' 

~B~C:~'\ZI"""""""""I11~ o Data Files 
letters 

c: 
I I 

Clientview---~-------,-------' 

IX Pa)"roll Transactions 
IX Ledger Transactions 
r Exclude AR2's 

o Add To Existing Trans. J 
@ Replace Existing Trans. 

--­ ---­

[ 
D'" Ro, ..,,IT""".,", I 

From 102101106 

To I02128106 

@" List Qermilled dients only Unzip Options ----­
o List all dienls r Multi Disk 

File Type - -----,------~ 
~I Zipped o UnZipped 

Status: 

Qk ~ancel !::!elp Clo~e 

Figure 9-4: Copy Transactions from Floppy Option Screen 

The most critical item to get right is the date range. The date range will default to the 
accounting period that your Client Write Up is currently processing. YoU have to make 
sure this is the period you want to get your client's Computer Checkbook transactions 
from . If the period is incorrect, change the dates to the period you want. You do not want 
to re-transfer transactions from any period that you have already transferred and corrected 
or you will have to correct them again. Be very careful that you are getting the 
transactions from the period you want. 
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In the upper right hand corner of the screen, the Payroll Transactions and Ledger 
Transactions check boxes are both enabled. This means you will get both types of 
transactions from your client's Computer Checkbook, which is normally what you would 
want. If the client does not process checks of one type or the other on their Windows 
Computer Checkbook System, you can leave the options enabled and it won 't hurt 
anything. (For example this would occur if a payroll service processed their payroll 
checks.) 

The next thing you will need to determine is if you wish to Add to Existing Transactions 
or Replace Existing Transactions. Only one of these options can be enabled at a time. 
The Replace Existing Transactions radio button is enabled by default. This option 
allows you to transfer more than once from the same period and not have duplicates . This 
is helpful sometimes, especially if the first transfer a client sent you did not include all the 
checks and they had to send you another copy of the same period. 

The other option is Add to Existing Transactions. You do not want to use this option in 
a normal situation. The purpose of the Add to Existing Transactions option is to allow 
data from multiple stores or locations that are in the same company each having their own 
copy of Windows Computer Checkbook to write their own checks. By using this option the 
data from all the stores can be accumulated without erasing another store's data. 

Once you have the right dates and other options selected, click on the OK button and the 
transfer will take place. 

Once you have reconciled the cash accounts, you can call the client or send him a note 
with the necessary journal entries to adjust his cash balances if this is necessary. 

4) The Firm Does the Ledger Work - The Client Does the Windows CCB - The 
Client Needs His Actual CCB Data Corrected and Then Sent Back as Soon 
as Possible. 

The firm does the ledger work using the Windows Client Write Up System but the client 
writes their own checks using Windows Computer Checkbook. There are two concerns 
with this interface. One is that the information needs to be gathered for the Windows 
Client Write Up System. The second is that the client's Windows Computer Checkbook 
has to be completely corrected and returned to the client with all the corrections made. 

How Do it 

You have to be careful because the two sets of data are totally different and if you mix 
them up incorrectly, you can lose work that you have done. The person doing the ledger 
work will have made ledger entries that the client doing their Computer Checkbook will not 
have in their data base. The client doing the Computer Checkbook work will have written 
checks that will not be in the data base of the person doing the ledger work. 

The first step is to setup a default data directory for Computer Checkbook that is different 
than the default data directory for Client Write Up on the accounting firm's computer. 
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To do this, click on the Setup pull-down menu then System and Default Data Directory. 
A screen similar to the one shown below will display: 

:. Sy , t enl St>rup i-JDlrxl
~ - --

Defaul Data Oredory CWU ~ -
Defaul Folder Location VieW 

~C:\ A I Ii' I~ . @ Defa"h ON Dnatary CWU create Folder 

Q Default Data Directory cca I 
De 1 ~ DiodoirMr Letter Fokler 

-

v I0 ~Si<Slp ' --
Ilee ~ . r Use Floppy Drive 

I 
= 

Ii' u.. Oelwll o..ctory CWU Ii' """"""' """"",,COO ~ ..... .0.. . D:"~!IS ...,.,. 
Iii Auto Load Last Client Ii' Backup Client W~n ActMlIe<1 

I 

Copy Table(s) from Default Data Directory Il l . Copy syo..... rable(l) , ..... Fllo Sar••r to Woric 51l1tioo 

r TaxTables r Statement Layouts 
i 

r Joumal Codes r C~Ck And Tax Form Postions 

I I ~~ I I II r W2 Tax Form Postions 
!;ancel !l. Clofe 

C9,py -­
Figure 9-5: Default Data Directory Screen r 

What this screen allows is separate data areas on the hard disk for Client Write Up and 
Computer Checkbook data . It does this so you can have a client's data for the Windows 
Client Write Up in one place on the computer and the same client's data for the Windows 
Computer Checkbook on another place on the computer and the data can be kept 
separate. 

The easiest way to set this up the first time is to create a new folder, like CCBW. If you 
wanted this folder to exist directly under your C drive, you would double click on the C:\ 
folder in the field "Default Data Directory CC8". In the upper right hand corner of the 
screen is a field labeled "Create Folder". For this example, you would key in CCBW and 
click on the "Create Folder" button and the system will create for you a folder under the 
folder displayed to the left under Default Data Directory CCB. 

Once you have created a new folder, you can set it up as the default data directory of 
CCBW as illustrated on the screen below. Enable both the Use Default Directory checks 
boxes and then select the new CCB folder. In this case we double clicked on "C:\" in the 
Default Data Directory CCB Window and selected the CCBW folder off the list of folders 
on drive C. The screen should now look like the screen shown on the next page: 
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Figure 9-6: Different Default Computer Checkbook Data Directory 

Once you have setup a separate default data directory for Computer Checkbook, you should go 
back and make sure you have gotten it correct. (Setup, System and Default Data Directory) 
You can further check that you got it right when you activate a client for Computer Checkbook. 
The folder that should be the default should be the new one that you setup. Now you will be 
ready to interface as you need to for this situation. 

Whenever the person doing the ledger work needs updated check information, the client doing 
the Computer Checkbook work should make a zipped copy of their information to a diskette using 
the Copy a Client Icon and get it to the accounting firm . Here is the tricky part. When the person 
doing the ledger work gets this zipped disk from the client, they must unzip it to their machines but 
they must be in Computer Checkbook when they do this not Client Write Up and they must be 
using the special CCBW directory for their Computer Checkbook data so that this data does not 
overwrite their Client Write up data for this client. If they make a mistake and try to unzip 
Computer Checkbook data to Windows Client Write Up, they will get a warning message that asks 
if they are sure they want to overwrite their Client Write Up information with Computer Checkbook. 
If they make a mistake and they get this warning, the answer to this question is that they do not 
want to do this!!! 

Once they have the client's Computer Checkbook in the separate folder on their computer, they 
can change what they need to change to get their client's Computer Checkbook in good order. 
Now they can zip this data to drive "An using the Copy a Client Icon and send it back to the 
client. Assuming that the client has not made any transactions since they mailed, delivered or 
emailed this data to the accounting firm, the client can unzip this corrected data to their machines 
and be all corrected and ready to write checks again. 

The next part of the job is getting the necessary entries for Client Wnte Up. Even though the 
accounting firm has zipped the Computer Checkbook data to "drive An and sent that data to the 
client, the corrected data still exists on your computer. In order to get the data that the accounting 
firm needs from their corrected client's Computer Checkbook data on the firm's computer into the 
Client Write Up System, they could either again zip the data onto drive A or in the option "Copy 
Transactions". There is a choice to copy the data directly from the client's Computer Checkbook 
data file on the firm's computer. This is either data that they will use to interface to the Client 
Write Up System. 
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The next step is to access the Client Write Up System. However do not unzip this data 
into the Client Write Up System or you will overwrite your Client Write Up data with your 
client's Computer Checkbook data and you will lose the work you have already done. 

This would be a disaster. To prevent this, there is a warning asking if you are sure you 
want to unzip Computer Checkbook information over Client Write Up information. You 
don't!! Instead of using the unzip option , to get the data, you should go to the Other 
Programs pull down menu and select Windows Computer Checkbook. When you do 
this you will have the four options as shown below: 

DOS Computer Ched<book 

Import QUid<books 

Windows W2s And 1099s 

W2 Authorization 

Go to Windows Computer Ched<book 

~ Copy Accounts 

~ Copy Employee/Vendors 

Figure 9-7: Copy Options for Windows Computer Checkbook 

These are the only options that you should use to actually transfer your client's corrected 
Computer Checkbook data to your Client Write Up System. If you wish to update your 
chart of accounts with any new accounts that have been added to the client's Computer 
Checkbook System, you may select the option that is entitled Copy Accounts. The 
default on this option , Add to Existing Accounts will only copy accounts that do not 
already exist in your chart. Do not change the option to Replace Existing Accounts 
unless you want to totally replace your chart of accounts with the chart of accounts from 
Computer Checkbook which is very unlikely. 

The option Copy EmployeeNendors will update your employee file with any new 
employees or vendors that have been added to your client's Computer Checkbook 
System. Once again the default is set to only add employee/ vendors that do not already 
exist in your employee file. Do not change the option to Replace Existing 
Employees/1099's unless you want to totally replace your employee file with the 
employee file that exists in Computer Checkbook which is very unlikely. 

The option Copy Transactions is the option that you will use all the time. This is the one 
that will actually transfer the transactions you need from your client's Computer 
Checkbook to your Client Write Up. When this option is selected, the screen shown on 
the next page will display: 
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Figure 9-8: Copy Transaction Option Screen 

The most critical item to get right is the date range. The date range will default to the 
accounting period that your Client Write Up is currently processing. ou have to make sure this is 
period that you want to get your client's Computer Checkbook transactions from. If the period is 
incorrect, change the dates to the period you want. You do not want to re-transfer transactions 
from any period you have already transferred and corrected or you wUI have to correct them 
again. Be very careful that you are getting the transactions from the period you want. 

In the upper right hand corner of the screen, both the Payroll Transactions and Ledger 
Transactions check boxes are enabled . This means the system will copy both types of 
transactions from your client's Computer Checkbook, which is normafly what you would want. If 
the client does not process checks of one type or the other on their Windows Computer 
Checkbook System, you can leave these boxes enabled and it won't hurt anything. (For example 
this would occur if a payroll service processed their payroll checks.) 

The next thing you will need to determine is if you wish to Add to Existing Transactions or 
Replace Existing Transactions. The Replace Existing Transactions radio button is enabled by 
default. This option allows you to transfer more than once from the same period and not have 
duplicates. This is helpful sometimes, especially if the first transfer a cl ient sent you did not 
include all the checks and they had to send you another copy of the same period. The other 
option is Add to Existing Transactions. You do not want to use this option in a normal situation. 
The purpose of the Add to Existing Transactions option is to allow data from multiple stores or 
locations that are in the same company each having their own copy of Windows Computer 
Checkbook to write their own checks. By using this option the data from all the stores can be 
accumulated without erasing another store's data. 

Once you have the right dates and other options selected, click on the OK button and the transfer 
will take place. 
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5) 	 Firm Does the Ledger Work and Writes One Type of the Client's 
Checks. (i.e. Payroll or Vendor) the Client Writes the Other Type of 
Checks at Their Office Using Windows Computer Checkbook 

The firm does the ledger work for the client and also does some but not all of the 
checks for the client. For example, they might do just the payroll checks for the 
client and the client might do their own vendor checks or vice versa . In other 
words, the firm does one type of checks and the client does the other but they are 
both using Windows Computer Checkbook. 

How to Do it 

This best way to this interface is to only keep one set of data on the accounting 
firm's computer for this client. Keeping only one set of data on the computer 
eliminates any chance that one person would work on one set of this data and 
another person would work on a different set of this data in the accounting firm. If 
one person writes checks in Computer Checkbook, they will immediately be 
available on the financial reports. If checks are being written for June and the 
books are being processed for May, that is not a problem since both systems are 
perpetually open. The respective users of the different systems must insure that 
they switch to the correct dates before they enter and process information. There 
are a number of automatic date checks that should eliminate any problems with 
forgetting to switch the dates back and forth such as checks can only be written in 
the current period, etc. 

When you need to get the other type of checks from the client to complete the 
books, have the client zip their Computer Checkbook data to drive A and send it to 
you . Do not unzip this data to your machine. It will overwrite your information and 
you will have to re-create a lot of work. This would be a disaste . To prevent this, 
there is a warning asking if you are sure you want to unzip Computer Checkbook 
information over Client Write Up information. You don't 1\ Instead of using the 
unzip option, to get the data, you should go to the Other Programs pull down menu 
and select Windows Computer Checkbook. When you do this you will have the 
four options shown below: 

Import QUickbooks 

\tlt'indows W 2s And 1099s 

W2 Authorization 

Go to '~l'indo'lI's Computer Checkbook 

Copy Accounts 

Copy Employeefl/endors 

Figure 9-9: Copy Options for Windows Computer Checkbook 

These are the only options that you should use to actually transfer the one type of 
checks that your client writes to your Windows Client Write Up System. You might 
also wish to update your chart of accounts with any new accounts that have been 
added to the client's Computer Checkbook System, you may select the option that 
is entitled Copy Accounts. The default on this option, Add to Existing Accounts 
will only copy accounts that do not already exist in your chart. Do not change the 
option to Replace Existing Accounts unless you want to totally replace your chart 
of accounts with the chart of accounts on Computer Checkbook which is very 
unlikely. 
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The option Copy EmployeeNendors will update your employee file with any new employees or 
vendors that have been added to your client's Computer Checkbook System. Once again the 
default is set to only add employee/ vendors that do not already exist in your employee file. Do 
not change the option to Replace Existing Employees/1099's unless you want to totally replace 
your employee file with the employee file that exists in Computer Checkbook which is very 
unlikely. 

The option Copy Transactions is the option that you will use all the time . This is the one that will 
actually transfer the transactions from the one type of checks that your client is writing to your 
Client Write Up System. When this option is selected, the screen shown below will display: 
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Figure 9-10: Copy EmployeeNendors Option Screen 

It is very important that you use this screen correctly. You must get the date range right and you 
must only select the one type of transactions that you want to transfer from the client's data. The 
date range will default to the accounting period that your Client Write Up is currently processing. 
You have to make sure this is period that you want to get your client's Computer Checkbook 
transactions from. If the period is incorrect, change the dates to the period you want. You do not 
want to re-transfer transactions from any period that you have alread transferred and corrected 
or you will have to correct them again . Be very careful that you are getting the transactions from 
the period you want. 

In the upper right hand corner of the screen, both the Payroll Transactions and Ledger 
Transactions check boxes are enabled. This means the system will copy both types of 
transactions from your client's Computer Checkbook, which would be a disaster since you only 
want one type of transaction (whatever transactions your client is writing at their office). For 
example, if the firm writes the paychecks for the client and the client writes their own vendor 
checks, then you would want to select only Ledger Transactions and disable (remove the "X" by 
clicking on the box) from the Payroll Transactions check box. On the other hand, if the client 
writes the paychecks and the accounting firm writes the vendor checks, then you only want the 
Payroll Transaction check box enabled . If you get this wrong, you will overwrite the check 
information that the accounting firm has accumulated with blank information. 
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The next thing you need to determine is if you wish to Add to Existing 
Transactions or Replace Existing Transactions . Only one of these options can 
be enabled at a time. The Replace Existing Transactions radio button is enabled 
by default. This option allows you to transfer more than once from the same period 
and not have duplicates. This is helpful sometimes, especially If the first transfer a 
client sent you did not include all the checks and they had to send you another 
copy of the same period. The other option is Add to Existing Transactions. You 
do not want to use this option in a normal situation. 

The purpose of the Add to Existing Transactions option is to i3 l1ow data from 
multiple stores or locations that are in the same company each having their own 
copy of Windows Computer Checkbook to write their own checks. By using this 
option the data from all the stores can be accumulated without erasing another 
store's data. 

Once you have the right dates and other options selected, click on the OK button 
and the transfer will take place. 

Once you have reconciled the cash accounts, you can call the client or send him a 
note with the necessary journal entries to adjust his cash balances if necessary. 

This completes the documentation about interfacing between a client's Computer 
Checkbook System and an Accounting Firm's Client Write Up System. 

Copy Adjustments from Accountant 

Usually after the accountant has reviewed the client's Computer Checkbook data 
for the reporting period, it may be necessary to advise the client of corrections, 
omissions or errors in their company's data. Probably the information will be 
conveyed in one of the following methods: 

1. 	 The accounting firm will verbally tell their client the changes that are necessary 
to be made and the client will make the changes. 

2. 	 The accounting firm will present a hard copy report to the client listing the 
entries or corrections to be made and the client will make the necessary 
changes. 

3. 	 As in transfer method #4, the accountant will actually make the necessary 
changes to the client's data files and return the data to the client in a finished 
state. 

4. 	 The last choice may be for the accountant to make adjusting journal entries in 
the Client Write Up program using a special journal code (ATC) and have the 
client copy those adjusting entries into the client's data. 

Since this last method of transferring data back to your client in the form of 
adjusting entries has not been discussed in the earlier parts of this chapter, let's 
take a moment to see how the transfer takes place and how it would fix into the 
other methods of transferring data between accountant and client. 

Once the accountant has decided the changes that need to be made, they would 
make the adjusting entries as normal ledger transactions, insuring that they use 
the journal code of "ATC". The date of the transactions you create should be 
conveyed to your client, because the option they use to import from will only bring 
in transactions with a journal code of ATC and transaction dates for the reporting 
period they are currently in. We will discuss that procedure shortly. 
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Once the adjusting entries have been made, the accountant will forward their Client Write Up data 
file to their client. Normally that will be accomplished by zipping the data file to a diskette or 
another device and sending it to your client. It is important that the client knows that they are not 
to load the data file back onto their computer, as it would override their current data. 

Note that you are not correcting their transactions, but making adjustments to update their data 
for errors, omissions and corrections. 

The first thing that the client will need to do is insure that the current reporting period matches and 
includes the date of the transactions you want they to import. Usually that means the client will 
need to switch back a reporting period to match the date of the adjusting entries. The client 
should really be running the same reporting periods that you the accountant use. 

Now the client should access the option Copy Adjustments from Accountant found by selecting 
the Utilities Menu and the sub-option Transactions Utilities. Once the option is selected the 
following screen will appear: 
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any existin!; tran e1 ctions in the current reporting 
pericd created I: th is menu option ... iII t:e 
deletetl. 

r gulti Disk Progress : r 
[ 

Unzip Options 

Status : 

Figure 9-11: Copy Adjustments from Accountant Option Screen 

If this option is going to be used consistently, the client will want to setup this screen so it will 
return to the desired choices each time they return to the option. They can do that by first 
selecting where the data file will be located and clicking on the button "Save Path". 

Once the OK button has been selected and the screen has closed, the client can then switch back 
into their current reporting period they are working in and the adjusting entries will take effect. 
Mainly their bank balance will be updated correctly. 

NOTE: Again it is important that the client know that they are NOT to "Unzipped" your data file 
back onto their computer and that they need to select the reporting period for the transactions you 
want them to import. 
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Chapter 10 
Miscellaneous 
File Pull-Down Menus 

The sub-options for the File pull-down menu are discussed below: 

Activate Client 
When you first enter Computer Checkbook, you must activate a company before doing 
anything else. This option allows you to activate a company if one is not already active. 

Note: If you have previously setup the Default Data Directory option and enabled the 
Auto Load Last Client check box (see Page 4-52) you will have an active company when 
you first enter the Computer Checkbook System. You should definitely enable the Auto 
Load Last Client option if you have only one company on the system, since that company 
will always be active when you enter Computer Checkbook. 

The Activate a Client Icon, shown to the left, is available on the Home Screen for 
speedier access to this option. 

Password Security 
Based on many, many, client requests, we have added a "simple" password security 
option that only requires a password to activate a client. (Note that we are no longer 
including documentation for our original, very elaborate password security system in this 
manual, although that password security system is still being retained in the client write up 
system for those who are currently using it.) 

To activate Password Security, click on either File and Activate or on the File Cabinet 
Icon shown to the left. The following screen will appear: 
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-------------------------------­
lOlFY The 5.a..-nrJ.e :h~clr""r1':lnrJ ;-"f'mrdn,' 11~/.n,c: 

100TC The S~le Company, Inc . 
l OO te Stephens Swi~nq Pool~ 
lO OTS The Sample Company, Inc. 
10 1 The S~le CheckWrl c i no Company 

12131/ 0 4 
08/31 /0 4 
12/3110 1 
0 4 /30/05 

v Cancel 

tlelp 
Client view 

(i List Q9rmined clients only 

r List jill clients ~et or Change Client Password erint Listing 

r 
Sort clients by 

(i Client f'/umber ("'. Company Name Clo~e 

Figure 10-1: The Activate Client Screen. 

Now click on the "Set or Change Client Password" button. The following pop up 
window will appear: 

... Entel Pd>sword ['Xi 

New password: II Verify password: 

QK I ~ncel C~e I 
Figure 10-2: Setting up a New Password 

Enter a password of between 5 and 10 characters in the New Password field. 

Then press the TAB key and enter the same password in the Verify Password field . 

Once you click the [OK] button, this client can only be activated by entering this 

password, so it would be a good idea to make some provision to safeguard it. 


If the password becomes compromised, you may change it. To do this, first 

activate the client and then access the activate screen again. Click on the Set or 

Change Client Password button and the following pop up window will appear: 


.. Enter PdSSWo/ d ~ 

Password": 

'I 
New password: I Verffy password: I 

QK I ~8ncel 

Figure 10-3: Changing an existing Password 


This screen will allow you to change the password to a different password . 
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Note: After the client has been activated, the Company Name and Number will appear at 
the top of the Computer Checkbook Home Screen. 

New Client 
Before setting up a new company for processing with Computer Checkbook, you must first 
create the data files for the new company. This option allows you to do this . 

First, select the disk drive where you wish to store the new files. The system will default to 
drive C. 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 entitled 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 alphanumeric characters. This will be the 
number 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 other company information. 

The Create A New Client Icon, shown to the left, is available on the Home Screen for 
speedier access to this option. 

(] 
NOTE: The "New Client" option is necessary where a client is being created for the 
first time with the program or the client has a very unique client setup. But where 
multi clients need to be setup, the program has a more helpful option to setup 
additional clients. It would advisable to check out the option, Clone Client under 
the menu selection "File/Copy", discussed on page 10-4. 

Copy Client 
Making backups of your current company data files on a consistent basis is prudent. You 
will be very happy to have a backup if, for whatever reason, you somehow lose your data 
or your data becomes corrupted. 

There are two sub-options, Copy Client (Simple) and Copy Client (Advanced), that 
allow you to make backups, and a third sub-option, Clone Cli nt, used to create a new 
client data base modeled after an existing client. 

Copy Client (Simple) 

The Copy Client (Simple) option backs up the current active client to floppy drive A. This 
is probably the only backup option you will use or need. 

You can also use the Copy A Client Icon show to the left to do a Copy Client (Simple) , 
as this is the most common way to backup a client. 
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Copy Client (Advanced) 

The Copy Client (Advanced) allows you to backup more than one company's 
data at a time and to designate where to back it up to. (Any floppy, local or network 
drive). The data files that you want to backup (Source Files) are listed on the left 
side of the screen and where you want to backup (Target) is listed on the right side 
of the screen. The flexibility here is that you can save the company data files to 
almost any place on your system. 

You would usually select floppy drive A to backup to. However, you can select to 
copy the company data files to another location on your harq drive or with this 
option to a totally different hard drive, say the D drive. 

This option is very helpful when an existing client needs to be copied as a second 
copy, because you might be separating each year's data or the company data file 
has become to large and needs to have some old data purged. You can use the 
instructions listed below to accomplish this task. 

To Copy Existing Data to a New Client number: 

1. 	 In the frame titled Old Client Location, select the disk drive, directory, and 
client number for the client from which you wish to copy the data files. Click on 
the pulldown arrow to display a list of available drives. Click on the up or down 
arrows to scroll through the directory list. 

2. 	 In the frame titled New Client Location, select the drive and directory where 
you wish your new client files to be copied . Double-click on any directory to 
display the names of any subdirectories within it. Click on the up or down 
arrows to scroll through the directory list. 

3. 	 Now click on the input box titled New Client Number and enter a client 
number, which can be up to five characters. This will be the number that is 
used to identify the new client for future processing. 

4. 	 Finally, click on the OK button. The client files will be copied from the existing 
client location to the new location. Since this is a copy function, the system 
leaves the standard company intact while allowing you access to the same 
data under another number. The newly created client will now be activated for 
processing. 

Note: If you accidentally type in a company number that already exists the system 
will display a message box telling you that this number already exists and do you 
want to copy anyway. If you say NO the copy will abort with no harm. If you say 
YES the copy will proceed and the existing data files will be overwritten and you 
will lose any of the data that you had entered for that company. 

Clone Client 
Sometimes, it may be more convenient to setup a new company by cloning data 
files from a standard default type company or an existing company, as opposed to 
creating new files and entering all the information from scratch. For instance, 
many companies will have similar payroll setup information and similar accounting 
requirements. By setting up a standard company, this option allows you to clone 
data files from a standard company or any existing company and assign them to a 
new company number. 
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Clone any new client from any existing client. The system will remove all transactions, 
initial balances and ID numbers. It carries forward the chart of accounts, cash accounts, 
payroll information and company information other than company name and address. 
There is a choice to either keep employees or remove them . 

Delete Client 
Select this option to remove a company's data from the hard drive. After selecting a folder 
and a company for deletion, click on the Delete button. You will then be asked to confirm 
the deletion of the company's data before the files are actually removed. Only one 
company at a time can be deleted. 

Relocate Client 
Sometimes it is necessary to assign a different company number to an existing company. 
This option allows you to transfer the data files for an existing company to a new company 
number or location. 

This process is identical to the process for Copy Client. The only functional difference is 
that after the relocation operation, the data files will have a new company number and will 
no longer be accessible via the old company number. Use the new company number to 
activate the relocated data files. 

Client Write Up I General Ledger 
If you also have either the Client Write Up or the General Ledger systems installed on you 
computer, this option will allow access to these systems. If you do not have either of 
these systems installed this option will not display. 

If you take this option the Computer Checkbook System will close and the Client Write Up 
or the General Ledger system will open. 

Import DOS CCB 
The instructions for this option are provided as part of chapter 3 of this user's manual. 

Select Printer 
This option is used to select the default printer not only for Computer Checkbook but also 
for Windows. For example supposes you had a laser printer a d a dot matrix printer setup 
under Windows, and the laser was the default printer. If you then took this option and 
changed the default printer to the dot matrix printer, the defaul printer would stay set to 
the dot matrix printer even after you left the Computer Checkbook System. So if you 
wanted the laser printer to be the default printer again, you would have to select it again, 
either using this option or using the Windows operating systems option to change it. 

This option allows you to select any printer which has been setup in Windows. Once a 
printer has been selected, you can change any functions which the printer has available, 
(i.e. to print in a landscape mode). From this screen you can also access the properties for 
this printer. 
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Mail Labels 

The mail labels screen allows you to setup laser mail labels of just about any 
configuration. The default label forms setup is a laser sheet with three (3) columns 
and ten (10) rows, for a total of thirty (30) labels per sheet of paper. You will need 
to input the following fields, if you will be using some other form layout. 

Point Size - Enter the point size for you labels. If your labels are in 2 columns, you 
will be able to use a larger point size than if your labels are in 3 columns across . 
The point size also depends upon how long your letterhead name &address is in 
Setup/Company. For example, if the longest name/address line that you will be 
printing is not more than 40 characters, then the suggested point size for 2­
columns is 9.0 and the suggested point size for 3-columns is 7.2. 

The letterhead name & address fields have a maximum size of 60 characters. If 
you have used more than 40 characters for any client's name or address, it is 
suggested that you use 2-column labels, because in order to use 3-column labels, 
you would need to use a point size less than 7.0, which gets difficult to read. 

When you test print, the lines of X's will contain only 30 upper-case X's. This will 
give you a good idea of your alignment, but not if your addresses will fit on the 
label. 

Columns - Enter the number of horizontal columns on your page of labels. 

Rows - Enter the number of rows (vertically) on your page of labels. 

Vertical Starting Position (In TWIPS) 
Horizontal Starting Position (In TWIPS) 

There are 1440 TWIPS to an inch. You should keep in mind that moving 
something 5 or 10 TWIPS is unlikely to make a visible difference in the position of 
the printing on a label. 

The upper left-hand corner has the coordinates of 0, O. Therefore, your vertical 
starting position should be somewhere around 500-1000. Your Horizontal Starting 
position will probably be in the range of 400-800. 

Spacing Between Lines - Should be between 200 and 300. 

Vertical spacing Between Labels 
Horizontal Spacing Between Labels 

An 8 1/2" x 11" sheet of labels has a printable area that goes to about 11,500 
TWIPS horizontally and 14,500 vertically. You should divide these figures by the 
number of labels horizontally (columns) and vertically (rows) to get the proper 
spacing each way. For example, if you have 2-column labels, your horizontal 
spacing between labels should be about 11,500 / 2 = 5750. 

Several customers have indicated that they use 3 x 10 labels. We have therefore 
added a button to approximately align for that type of label. 
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You will have to align the printing to your actual labels. You can test your alignment by 
clicking on the Test Print button on the second screen. You can modify your alignment by 
either: 

1. Go back to the menu, then choose the mail labels option again. Modify the information 
on the first screen. Then on the second screen, click on Rese Labels to Original 
Positions. Then Test Print again. This is useful if all of the labels are off. 

2. On the second screen, using the "Which Label" drop-list, choose the label that you 
wish to move, then click on Modify Location. You will be presented with a screen that will 
allow you to move this label up, down, left or right a specified number of TWIPS. This 
approach is useful if most of the labels are positioned correctly, but a few of them need to 
be repositioned. 

Once the labels are positioned correctly, you have 2 ways to produce labels. 

There is a button to produce 1 label for each client (from your client list), or another button 
to produce a page of labels for the active client or a combination of employees and 
vendors. 

Reports Pull-Down Menu 
The Reports pull-down menu allows you to access the various reports of the system. The 
Reports sub-options are listed below: 

Check Register (Payroll Only) 
This option allows you to View or Print a check register that contains only payroll 
transactions for a selected date range. The report will show e ch individual payroll check, 
and a total of all Additions, Deductions, Notations and Emp/oyer Paid Items. It will also 
display the deposit liabilities for FICA, Medicare and Federal WHT for the desired period. 

Current Period - The system will default to the Current Reporting Period Dates. Or if 
the Advanced Payroll option is being used, the system will def ult to the Check Date set in 
the option "Advanced Options/Advanced Payroll/Enter payr oll Dates". You may 
change the date range to any range desired. 

View or Print - View is the default selection, if you wish to print the report enable the 
Print radio button. If you desire to save the report, click on the PDF File radio button, and 
the system will allow you to save the report in either a PDF or HTI\t1L format. Saving the 
report in the HTML format will also allow you to access the file with either Microsoft's Excel 
or Access. 

Note: There is also a print option available from the View display screen. 

Primary Sequence - These radio buttons allow you to determine the order that the 
employees will print on the report. 
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Check Register (Payables and PR) 

Selecting this option will allow you to Print or View the following: 

Simple Check Register - This register is in check number order by Journal Code. 
It lists the following information: Date, Payee, Amount and Check Number. 

Complete Check Register - This register takes the Simple Check Register and 
expands it with the appropriate distribution detail, such as account number and 
debit and/or credit amounts. It also provides a total of the distribution amount by 
check. 

Since the system uses Journal Codes to distinguish different Cash Accounts, you 
have the choice of selecting all journal codes or of selecting an individual journal 
code. 

The Date Range defaults to the Current Reporting Period that you have 
selected. The date range can be changed if desired. 

If you desire to save the report, click on the PDF File radio button, and the system 
will allow you to save the report in either a PDF or HTML format. Saving the report 
in the HTML format will also allow you to access the file with .either Microsoft's 
Excel or Access. 

Payroll Summary 
This option allows you to Print, View or save in a PDF format the following Payroll 
Summary information: 

Narrow Report - this report format will present the data with 'the following columns: 
Check #, Date, Gross, Federal WHT, FICA, State WHT, All Other Deductions 
Combined and Net. It will show each check written for the employee within the date 
range selected. It will total the checks for Month to Date, Quarter to Date and Year 
to Date. 

Totals Report - This report format will be the same as the Narrow Report, except 
that it will not list the individual checks that have been written. It will only print 
totals. 

Custom Report - This report format will print the columns setup under the Setup 
pull-down menu, Payroll and Custom Payroll Item Selection option, which allows 
you to pick the Payroll Items you want to print and the sequence you want them to 
appear in. Items that show up on the Custom Report can also be selected by 
enabling the Include in Custom PR Summary check box t~e bottom of the 
Payroll Item Code Entry Screen. (Setup, Payroll and Payroll Items) 

The Date Range will default to the Current Reporting Period that you have 
selected. The range can be change if desired . 

Under System Dates, the screen will also display the "1 st D~y of Year" and 1 st 
Day of Quarter". 
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Bank Report 

This option allows you to print a report for any bank account (Cash Account) that is setup 
on the system. (Setup, Account, Cash Account) 

Detailed Report - This report will list the transactions in detail. This means each 
distribution making up a transaction will be listed. (Le. A deposit consisting of 20 checks 
was entered this month. The report will show all 20 checks with descriptions, with a total 
for all 20 checks). 

A sample of a bank report in detailed format is displayed on the next page. 

SAMPLE COST CE tJTER COMPANY 

BANK REPORT 

AprilL 200 6 - A pril 30, 20013 Client No: '103 Page '1 

11C Cash in Bank 
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'l H1.2D Js ctJ.b. AS OEn & He ris ~ E090n 

Cepc sit# 27 04:{)1 10e, Tetal , 008 ~~ 

~.< n.r~e :31 L GTE 

t Ee 18 ·1:9 .12 

E ~~' . 1 8 :A~2 1 . ·:~ 8 .12 

E~~ . 1 8 *542,2 - -2..e9.1 2 

et -78e.3e 

8" OE .'ll ­ P Smith r.. 1. " !I me; 
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:~8 :0 B:) US :E~ .O O 

Slll l~ 'Vi i " okll 9 '~ =.E 7 
Fe.;:eral W ithtKold ing 46S.3E 

:24 Fica .. r edie,!"!; With cld i g 1-,8 30 

e2:1.1 :J ;;sH. I S lI arl ee 27 E'.O~ 

~ 2 8 .2::l () ;;ntal O ed ~ cticr 2 E·.OO 

110 " ;;1 - ~ . 2~S5.77 

En dir;; Bals r :,. ,8 12 :7 

Summary Report - This report will list the transactions in summary. This means each 
transaction will consist of a single line on the report no matter ow many distributions 
make up the transaction. (i.e. A deposit consisting of 20 checks was entered this month. 
The report will only show the total line for this deposit.) 

A sample of a bank report in summary format is displayed on the next page. 
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SAMPLE COST CE tHER COMPAtJY 

BAtH< REPORT 

April '1, 2006 - A. pril 30. 2006 Clie nt No: "03 Page 1 

11 0 Cash in Ban k 

Inrt is l 8als no;; 

J<, l) I ·Je· .< 1 0 Cepo;i! # 27 04.:;)1 :J t' 4.0 0S.DD 

D4·n2..0e. 221 L GT~'#E" 3,2 . - Se·.3e 
D4.:JE!Oe. 23 _ P Jam es. ~· m ith M · 1 .~~ e 77 

7. sn.27 

Check Only - This option will print only checks on the report. 

Deposit Only - This option will print only deposits on the report. 

Complete - This option will print both checks and deposits on the report. 

Sequence by Date - This option will cause the selected transactions to be printed 
in date order. 

Sequence by Check # - This option will cause the selected transactions to be 
printed in check number order. 

The Date Range will default to the Current Reporting Period that you have 
selected. The range can be changed if desired. 

Select Cash Accounts - This is where you would select what Cash Accounts you 
desire to include on the report. You can select the accounts either by clicking on 
them or by clicking on the Select All Cash Accounts buttofl. The first Cash 
Account will be automatically selected. If you desire a different Cash Account, you 
will need to unselect the first (highlighted cash account) and select the Cash 
Account you desire. 

File Listings 
The sub-options listed under the File Listings options are discussed below: 

List Chart of Accounts 
To Print or View a list of the Chart of Accounts, click on the Reports pull-down 
menu then on File Listings and then on Chart of Accounts. 

Standard List - This format lists Account Description, Account Number, Level, 
Type and Ending Account to Consolidate. 

Numeric List for Coding - This format lists the Account Number and Account 
Description in numeric order, broken down by account type. (Assets, Liabilities, 
etc.) 
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Alphabetic List for Coding - This format lists the Account Number and Account 
Description in alphabetic order, broken down by account type. (Assets, Liabilities, etc.) 

List of Employees 


To Print or View a list of employees, click on the Reports pull-down menu then File 
Listings and Employees. 

The following printable Employee List formats are: 

Employee List by 10 - Prints the list in Employee ID order. 

Employee List by Name - Prints the list in name order. 

Employee List by SSN - Prints the list in SSN order. 

The Employee List by ID mentioned above will print in the following manner: 

SAMPLE COST CENTER COIVPAl'JY 
Er,1:::>LOYEE LISTING 

4 / 30/ 20013 
Tax Doo !Q. N al11e 

C I ient No: 
~ 

1 03 Page 1 

VV2 1 Smith M Jal11es 
1111 1st St 

8 87 -{)5-4321 
State Tax Jur NC 

Raeborn , NC ~8789 P ost wages to 645.10 

VV2 
Cent.er 

2 
10 

Fields L Sally 
2222 2nd St.Apt 2 
Clayton NC 213789 

3 21-65-4987 
ate Tax Jur: r'>lc 

ooal TaxJur. t~JUO 

W2 3 H arriso n P Thomas &54-32- 1987 
Center: 20 33333rdSt St ate Tax Jur: SC 

Columbia . SC 27789 P ost wages to: 650.10 

Numeric Coding List - Prints the list in numeric order, includes both employees and 
vendors. 

Alphabetic Coding List - Prints the list in alphabetic order, includes both employees and 
vendors. 

The Numeric Coding List mentioned above will print in the following manner: 

SAMPLE COST CENTER COrJPAl'JY 
Er,,1 PLOYEE COOl NG LI ST 

4 / 30/ 20013 CI ient No: 103 Page 
10 Na me State T'.me 

1 James , Smith M 987-65-4321 NC VV2 
2 Sally, Fields L 321-65-4937 NC 1fV2 
3 Thomas, H arrisDn P 654-32- 1931 SC \N2 
4 Pronte , Thoma s VV 951-75-312 NC \llf2 

5 Joe , Tillman T 852-74-1963 LA VV2 
6 Sear . Ro nald S 951-75- 3123 MO W2 
7 Jones, Sarry' T 951-75-31 2 3 FL VV2 
8 Jones, Thomas J 987-25-8147 Ne VV'2 

WH Exempts, Pay Rate - Prints a list with the tax jurisdictions, number of exemptions, 
additional withholding and pay rate. Below is a sample of that report: 
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SAMPLE COST CENTER COIIIPANY 
Er..,1PLOYEE LISTING 

4 i 30!200B 
Tax Jur Tax Table Exemptions Xtra '.',/H An,t 

Clie t No: 103 Page 1 

Smith M James 
FED FEDM 
NC NCSTM 

2 
2 

987-65-4321 Pay Rate ' 0 ,00 
0 .00 
0.00 

2 Fields L Sally 
FED FEDS 
NC NCSTS 
NJUD 

2 
2 
0 

321-65-4987 Pay Rate : 2.13 
25 .00 
15 .00 

0 .00 

3 Harrison P Thomas 
FED FEDM 3 

654-32-1987 Pay Rate : 15 .00 
0 .00 

SC SCSTl 1 0 .00 

New Hire Report - This report will list all employees hired within the date range selected. 
The hire date comes from the "Hired" field on the Basic Information iscreen of the option 
"Setup/Payroll/Employees" or the icon option "Employee File Maintenance". 

Here is an example of the New Hire Report. 

SAMPLE COST CENTER COIIIPANY 
NEW HIRE LIST 

4i30f200B Client No: 103 Page 1 
Employer Emplov e e 

FEIN 76-5182182 Date Hired 04.i0 ~'06 SSN: 951-75-3123 
Na me 
Addr 

The Sample Company 
123 r',/Iain St 
Sarasota , FL 34230-0123 

Name 
Addr 

8arr y T J ones 
PO Box 123 

Sara s ota. FL 34231 

FEIN 76·- 6182182 Date Hired 04 /0 2106 SSN: 985-45-6789 
Na me 
Addr 

The Sample Company 
123 Main St 

Name 
Addr 

TOM MY PHARRIS 
PO 80 1234 

Sarasota . FL 34230-0123 
ROM E . PA 12321 

Date of Birth (Monthly) by Month, Day - This report will list all employees that have 
birthdays that fall within the months of the year selected. The birthday comes from the 
"Date of Birth" field on the Basic Information screen of the option 
"Setup/Payroll/Employees" or the icon option "Employee File Maintenance". 

Here is an example of the Date of Birth Report for employees born! in the month of April. 

SAMPLE COST CENTER COMPANY 
ErV1PLOY EE USTING 

4130/ 2000 Client N o : 0 3 Page 1 
Tax Doc 10 SSN 8irth Date 

\/1/2 2 Fields L Sal ly 321-55 -498 7 04/ 12.i1955 

1/\/2 34 Vl,~ LLIAM K KALFUS 145-23-987 8 04/ 18.11979 

VY2 6 Ronald 88ear 951-75-3 ;23 04125 / 1957 

Vendor Activity List - This report is designed to list all vendors having no transaction 
activity after a certain selected date. In addition to including the vendor ID, vendor name 
and federallD, the report will list the last date the vendor did have some transaction 
activity. 
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Below is an example of the Vendor Activity List for vendors with activity after 12/31/05. 

SAIVFLE COST CENTER COMPANY 
VENDOR ACTl'v1T'f 

4130/2000 
Tax Doc ill 

Client No: 103 
FED 10 

Page 1 
Last Activity Date 

Vendor 1009 CASTLE CORP 12/ 10;'04 

10991nt 1012 JAMESPPRICE 999-83-8777 
James P Price 03.119/ 04 

1099 I nt 1003 Sam's Cleaning 654 -95-1753 
09i oa/05 

Pay Raise Date List - This report will list employees where a date has been entered in 
the field "Beg. Date of the above Pay Rate" in the screen "Hours/Rates" in the option 
"Setup/Payroll/Check-Writing Employee Setup". 

Below is an example of the Pay Raise Date List. 

SAIVFLE COST CENTER COMPANY 
Pay Raise List 

4 ;30,2005 Client No: 103 Page 1 
Tax Doc ill Name SSN Pal/Raise Date 

\'V2 6 Ronald S Sear 951-75 -3123 0 1115/06 
Center: 10 789' EII11 St State TaxJur: OR 

Collar, MD 23315 Post wages to : 65020 

\V2 9 TOM~..,Y PHARRIS 985-45 -6713 9 01 / 15/06 
Center: 20 POBOX 1234 State TaxJur: PA 

ROME. PA 12321 Local Tax Jur: LOCAL 

Check Box Options: 

Include Only records with Incomplete Name/Address/SSN - Checking this box 
will provide a list of employees that have problems with their names, addresses 
and/or social security numbers. This would be a good report to run before printing 
W2's, state payroll reports and mailing labels. 

Include Terminated Employees - Enable this check box if you want to include 
terminated employees in the list. 

Include only records with current year earnings - This option is enabled by 
default, so disable this check box only if you want to include employees with no 
earnings for the year on the report. 

Include Employees - This option is enabled by default, so disable this check box 
only if you don't want to include employees on the report. 

Include 1099 Recipients - This option is enabled by default, so disable this check 
box only if you don't want to include 1099 vendors on tlle Numeric or Alphabetic 
Coding List options. 

Include Vendors - This option is enabled by default, so disable this check box 
only if you don't want to include non-1099 vendors on the Numeric or Alphabetic 
Coding List options. 

Employee Detail List 
This report is designed to provide the detail of the employee setup records. It can be 
selected for all employees or selected employees. 
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Ledger Transactions 
This options allows you to list the ledger transactions either to the screen or to the printer. 
This option also allows you to print a Journal Report and a Check Rf']9ister. 

Selecting this option will allow you to Print or View the following: 

List General Ledger Transactions - This option will list m! ledger transactions for 
the date range selected. 

List General Ledger Transactions with Account Descs - This option will list all 
ledger transactions, but will also include account descriptions on the list. 

Journal Report - This option allows you to print a Journal Reporl for all Journal 
Codes or for a single Journal Code. 

Journal Report with Account Descs - This option allows Y9u to print a Journal 
Reporl for all Journal Codes or for a single Journal Code. The account 
descriptions are also included on the listing. 

Note: Both Journal Report options will separate the journals code out and list 
them separately on the report. (i.e. The CD journal will print completely and the 
CR journal will print beginning on the next page.) 

Simple Check Register - This register is in check number order by Journal Code. 
It lists the following information: Date, Payee, Amount and Check Number. You 

can list all journals or a single journal. 

Complete Check Register - This register takes the Simple Check Register and 
expands it with the appropriate distribution detail, such as account number and 
debit and/or credit amounts, with a total of the distribution amount by check. You 
can list all journals or a single journal. 

Posting Summary - This option will produce a summary list,of accounts that have 
transactions posted to them for the selected period. The rep.ort will include the 
account number, description and the total debits and credits posted to the account. 

DB/CR/Net Change - This option will produce a summary list of accounts that 
have transactions posted to them for the selected period. The report will include 
the account number, total debits and credits posted to the account, the net change 
and the total number of transactions posted in the period. 

The Date Range will default to the Current Reporting Period that you have 
selected. The Date Range may be changed if desired. 

Payroll Transactions 
Selecting this option will allow you to Print or View the payroll transactions by 
period and by type of employee. This option allows you to list the payroll 
transactions for all employees or for a list of up to ten (10) individual employees. 

Employee type is either W2 Employees and/or 1099 Recipients. 
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Vendor Transactions 

This option allows you to list the transactions for any or for all vendors not designated as 
receiving a 1099. The default is to list all non-1099 vendors, but by disabling the Print All 
Vendors check box, you can select just the vendors that you want from the list. 

Vendor List 
Selecting this option will allow you to Print or View a list of !!.!Lvendors: 

Short List - This listing will include the Vendors ID, Name, Tax ID and whether they 
receive a 1099 for not. 

Detailed List - This listing will include the Vendors ID, Name & Address and any Lookup 
Codes that have been setup for the vendor. 

Label List - This listing will include the Vendor's I\lame & Address in a label format. 

Numeric - This listing will include the vendors in Vendor ID order. 

Alphabetic - This listing will include the vendors in alphabetic order. 

Print Client List 
This option will print a list of the clients that you have on your computer in the same order 
that you selected on the Activate a Client Screen. The default is company number order. 

Tax Tables 
This option will list the tax tables that you have setup on your system with their 
corresponding yearly information. 

Bank Reconciliation 
This option will take you directly to the screen to reconcile the cash accounts. The Bank 
Reconciliation setup and processing is discussed in detail in Chapter 4: Setup - Bank 
Reconciliation, beginning on page 4-39. The various fields and options found on this 
screen on discussed below. 

Journal Field 

You will need to indicate to the system which Journal Code you want to start 
reconciling first. Normally you will reconcile two Journal Codes per bank account, 
because you should be assigning one Journal Code for checks and another for 
deposits. (i.e. CD, CR) 

The drop-down list will display all the Journal Codes for all the bank accounts that 
you have setup under Cash Accounts. 
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End of Period Bank Balance Field 


This is where you will enter the ending balance from the bank statement you 
received from the bank for the particular period that you are reconciling . 

Reconciliation Method 

You may choose how the transactions should be cleared. The choices are : 

• Toggle Clearing - For only checking items that have cleared . 
• Key Amount - Key in amount of transaction. 
• Key Ck Num and Amount - Key in check number and amount. 

The following choices are available for displaying transactions: 

Suppress Cleared Items - This will display only outstanding items. 
Show Only Cleared Items - This will display only cleared items. 
Show All Items This will display all items. 

Below is a list of Control Buttons found on the Bank Reconciliation Screen. 

• Mark All Cleared 
• Mark All Not Cleared 
• Add Ledger Transactions 
• View or Print Worksheet 
• View or Print Reconciliation Report 

Toggle Clearing 

If this radio button is enabled, the system will display the foll9win9 columns of 
information: 

• Check No 
• Amount 
• Description 
• Cleared 

The Cleared column will start out blank. If the bank statement Indicates a check or 
deposit has been cleared , click anywhere on that transaction and the system will 
put an "X" in the Cleared column. This marks this transaction as being cleared . If 
you want to remove the "X" and return the transaction to an uncleared status, then 
click on the transaction again to remove the "X" . 

Key Amount 

If this radio button is enabled, the system will display an additional field near the 
bottom of the screen . Next to this field the system will display the first check or 
deposit to be reconciled. ' 

In this field, you would enter the dollar amount for the item to be reconciled. If the 
dollar amount matches the transaction, the system will display the transaction to 
the screen showing it as reconciled. 
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If the dollar amount does not agree with the amount entered for the transaction, the 
system will ask you to Re-Key the amount. 

Key Ck Num and Amount 

If this radio button is enabled, the system will display two (2) additional fields near the 
bottom of the screen. The first field is where you would enter the number of the check that 
cleared and the second field is where you would enter the am unt of the check. If the 
amount entered matches the amount entered in the system, the system will display the 
transaction to the screen and show it as being reconciled. 

If the dollar amount does not agree with the amount entered for the transaction, the 
system will ask you to Re-Key the amount. 

Mark All Cleared 

Clicking this Control Button will mark every transaction shown on the screen as being 
cleared (an "X" in the cleared column). This option would most commonly be used when 
you want to do a fast bank reconciliation. Now all you have to do is unmark the 
outstanding checks and deposits in transit. 

Mark All Not Cleared 

Clicking on this Control Button will remove the "X" in the cleared column for every 
transaction showing on the screen. This would most commonly be used where you want 
to clear all the transactions and start the reconciliation all over again. 

All Ledger Transactions 

Clicking on this Control Button allows you to enter a ledger entry without returning to 
other entry screens. It is typically used to record something like a bank service charge . 

View or Print Worksheet 

Clicking on this Control Button allows you to print a Bank Reconciliation Worksheet, 
showing a beginning and ending ledger bank balances, total of all disbursements and 
receipts for the period and all un-cleared items. A sample of this report is displayed on the 
next page. 

View or Print Reconciliation Report 

This report is very similar to the Reconciliation Worksheet. 

NOTE: When either the Worksheet or the Reconciliation Report is selected, on the 
interim screen that appears before the report, a check box will appear, "Update Carry 
Forward to Match Worksheet". By checking this box, you are telling the system to forget 
the carry forwards you had before and make the current outstanding items be the new 
carry forward items. This is most helpful where you had a problem with the prior month's 
reconciliation rolling correctly into the next month. 
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SAIVPLE COST CENTER COIVPANY 

Bank Reconciliation Wor1<sheet 


April 30 . 20013 Client No. 103 Page 1 
110 Cash in Bank Disb Jnl:CD1 Recpt JntCR 

------- General Ledger ----	 -- ----- Ba nk ---------­

::.988.40 Beginning GL Balance 
4.008.00 Cash Receipts 
4.469.49 Cash Disbursements 


-----;O-: Ending GL Bal an CB
,, ~::213=<:'-:-;.9"1 

5,202.04 Ending Bank Stmnt Balance 

Add Out anding Receipts 

4,008.00 27 GL 	Deposit #27 04l01J06 

4,008.00 Total Outstan ding Receipts 

Less Outstanding Checks 

1.396.77 232 PR 	 Jan13s, Snith hL 
1,500.00 	 233 GL United Realh,'Rent of 

month of ..a,pnl 
786.36 234 GL GTE/#5432- 5432 

3.683.13 Total Outstanding Checks 

::,526.91 .A,djusted Bank BalanCB 

786. 3!3 Tcta ICle ared De bits 
500.00 Total Cleared C)-edits 

This is an example of a Bank Reconciliation Worksheet. 

Hours Accrual Report 
This option allows you to View or Print a report that shows the number of Sick and 
Vacation hours that have been accrued for each employee . 

Wage History 

Look Up 

This option allows you to View an employee's wage history. Click on the List 
button located next to the Employee 10 Field and select the employee that you 
wish to examine from the list of employees. The screen will show you by quarter 
and Year-to-Oate (YTO) the total amount of Additions, Deductions, Notations, 
Employee Paid Items and Net that have been posted to this employee by 
jurisdiction. 

The system will default to the Federal Tax Jurisdiction when 'displaying the figures, 
To see the state and/or local tax jurisdictions click on the down-arrow located at 
the end of the Tax Jurisdiction Field and select the jurisdiction that you wish to 
examine from the list. 
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Report 

Like the Wage History-Look Up option, this option will view or print a report 
showing each quarter and the Year-to-Date (YTD) amount totals for Additions, 
Deductions, Notations, Employee Paid Items and Net that have been posted for all or 
selected employees. 

Account Report 
This option allows you to see the activity in an account(s) for any selected period. The 
Date Range will default to the Current Reporting Period, but it may be changed if 
desired. Next select the account(s) you want to include on the report. To select an 
account click on the account in the Available Accounts Windows and then cl ick the 
Select button. This will move the account from the Available Window to the Selected 
Accounts Window. Once you have selected all the accounts that you want to include on 
the report you should determine if you want a Detailed or Summary Report. Click on the 
appropriate radio button and then click Okay to generate the report. If no accounts have 
been selected and you click on the Okay button, a report will be generated for all 
accounts. 

Note: You may unselect accounts in the same manner as you selected them. Highlight 
the account that you want to unselect in the Selected Window and then click the Deselect 
button . 

Note: To selecUdeselect a group of accounts click on the first account that you want and 
then hold down the Shift key and click on the last account yo u want. The system will 
highl ight all the accounts between them. Now just click on the Select or Deselect button 
to move them . 

Time Card Report 
This option allows you to View or Print a listing of all time cards that were entered during 
the selected period. The Date Range will default to the Current Report Period you have 
selected. The range can be changed if desired. You can select to have totals only of each 
employee or a break down of each payroll transaction by employee with totals. 

Vendor Summary 
This option is used to produce a summary report of vendor transactions. The Date Range 
will default to the Current Reporting Period, but it may be changed if desired . Next 
select the vendor(s) you want to include on the report. To sel ct a vendor cl ick on the 
vendor in the Available Vendors Windows and then click the Select button. This will 
move the vendor from the Available Window to the Selected Vendors Window. Once 
you have selected all the vendors that you want to include on the report , determine if you 
want a Detailed or Summary Report. Click on the appropriate radio button and then click 
Okay to generate the report. If no vendors have been selected and you click on the Okay 
button , a report will be generated for all vendors. 
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This Detail Report includes the Vendor 10, the Name, the Reference (Check #), 
the Date of Transaction, the Account the Check was written from and the Amount 
of Check. 

The Summary Report includes the Vendor 10, the Name and the total amount of 
all transactions. 

The report will print in Vendor 10 order unless you enable thlf Alphabetic 
Sequence check box located near the bottom of the window. Enabling this check 
box will sort the Vendors into alphabetic order in both the Available and Selected 
Vendors Windows. 

Note: You may unselect vendors in the same manner as you selected them. 
Highlight the vendor that you want to unselect in the Selected Window and then 
click the Deselect button. 

Note: To select/deselect a group of vendors click on the first vendor you want and 
then hold down the Shift key and click on the last vendor you want. The system 
will highlight all the vendors between them. Now just click on the Select or 
Deselect button to move them 

Trial Balance 
This option allows you to View or Print a Trial Balance. The system will 
Suppress Zero Balance accounts by default. If you desire that zero balance 
accounts appear on the report enable the Print Zero Balance check box. 

EFTPS Worksheet 
The purpose of this option is to produce an EFTPS Worksh~et that is used in 
conjunction with the telephoning of a payment to the Internal Revenue Service of 
the 940 or 941 liability. The option will also allow you to create general ledger 
transactions that represent the payment of these liabilities. 

To create the worksheet, you would first check whether the payment will be for the 
Form 941 or the Form 940. Next key in or insure the EFTPS !Pin Number is correct. 
Then select the date range for the payroll period liability that is due. Lastly, in the 
field, Settlement Date (MMDDVY), enter the date the funds 'are to be withdrawn 
for payment. Now the worksheet can either be viewed, printed or saved in a PDF 
format. 

If you would like the system to generate general ledger transactions based on the 
liability payment you are making , you would key in or ensure the correct posting 
accounts are assigned to all the account fields. Different account fields will be 
presented on the screen based on whether you have selected the 941 or 940 
payment type. The Settlement Date will be the date of the transactions and the 
journal code used is your choice. Lastly, check the box Automatically Post 
EFPTS Transfer to instruct the system to generate the transactions upon clicking 
on the OK button . 
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Transaction Preparation 

For a customer using only the Computer Checkbook program, this option would not 
normally be used. It is a function that would most commonly be used by customers 
operating the General Ledger program in conjunction with the Computer Checkbook. 

This option ensures that all transaction information that has been entered is included on 
any reports that are printed or viewed and that you are in balance. You should select this 
option if you are experiencing any problems with the system. It will not matter if you rerun 
this option more than once. 

Check an Account Balance 
This option allows you to check the balance on an individual account. Simply enter the 
account you want to check or select the account from the drop-down list. 

Gross Wages Report 
This report is designed to give you the total year-to-date gross wage payroll item additions 
for each employee and grand totals for the "End of Month Date" that you enter. The 
report can either be viewed, printed or saved in a PDF format. Below is an example of this 
report. 

SAMPLE COST CENTER COMPANY 
Gross Posting Summary 

4/30/2006 C lient r'Jo 103 Page 1 

1 Smith M . James 987-135-4321 

845. 10 Salaries - Officers 2. ~OO. OO 

640. 30 Salaries - Office Z5 0 .00 

En,ploy ee Total 2. 7 00. 00 

2 Fields L Sail )' 321-85-4987 

640. 10 Sa~ries-Off~e 17 0 .40 

1350.20 Salaries - Plant 255. 00 

Employee Total 42:5".40 

t..cct Totals 

64010 Sa~ries-Off~e 1 0'0.40 

64030 Sa~ries-Off~e 0. 00 

64:::. 10 Salaries - Officers 2. 6 0 .00 

650. 20 Salaries - Plant 255. 00 

Grand Total 3 . 175 .40 
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Hours Report 

The Hours report will give a break down of each type of time lcard hours for each 
employee for the check date entered, the current quarter and the year-to-date, 
follow by a grand total for all employees. The report can either be viewed, printed 
or saved in a PDF format. Below is an example of this report. 

Office VVareh ous e Company 
TlrvlE CARD REPORT 

April 25 , 2006 Client No : 0001 Page 1 
QTD ,(TD 

70 San, W Hillford 

R e gular 80 .00 80.00 386.50 


1.5 5.00 6.00 17.00 

Holiday .00 .00 16.00 


90 \lV illiam T Lud\~.;g 


R.egular 80 .00 80.00 180.00 

1.5 15 .00 15.00 40 .00 

Regular 160.0 0 16 0.00 195 8 .00 
1.5 21 .00 2 1.00 11 0.0 0 

Hol iday .0 0 .00 32.00 

V acation .0 0 .00 8 .00 


This report was separated for display purposes, showing only two employees, but 
YTD totals for all employees. 

Check Register Wllnvoice Numbers 
This check register is used in conjunction with the Accounts Payable option to add 
a column for the Invoice Number to a normal check register. There is a choice of 
any desired date range. The system will default to a date range of the current 
reporting period . A specific journal or all journals can be sele;cted. The register can 
either be viewed, printed or saved in a PDF format. Below is Ian example of this 
register. 

The Sample Company, Inc. 

COMPLETE CHECK REGISTER 

Marcl, 31 . 2006 CD - BANK 1 ACCT C lie n t No ' 951 Page 

3,.1 ~ilJ;:. 	 U nn~ R~3 11 '0 " 10: R;or t :l € :l1. C 'r!lOE R~ r t 5:<:J 

:," ~ ~'5 	 S-.,m.. ~ICMIr. il ;:"";".-= 0 1 , p'cr€: -?o l:r"31 e~_ c 


S-e: i PfOreii klnal S~rti lOC:c S!: " loa; 


:;"'1 !iOe ',lo: r lzrl:fVT.:I<s: CtlCn:- Expr;:r"S ~ 	 FL- 22! s.D76E 4 . €<:.J 8 7-67 

T",~ ~ Ex>-=r~ ~ 


3 .3'J 
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Hours and Earnings Register 
This payroll check register displays each payroll check for the date range entered. It only 
gives a break down of each type of time card with dollar earnings and hours and then a 
figure for total dollar earnings and total hours combined . The register can be selected to 
printed in either employee ID or last name order. The register can be either viewed, 
printed or saved in a PDF format. On the next page is an example of this register. 

Office V'Jarehouse Company 
EARNINGS/HOURS REPORT 04i14 f06 to 04/14 .'06 

Apri12S . 2006 Client No 0001 Page 1 
C3t~· "SOl E3 ' r O T E3"f' SI:.( S m VaeE3,r 1- " 1 S rn S c'o' E3 '~ Sec: Ear n C!t"~ ! Tet E3 ln 

R§Q ...·10 O T ... r. SI:): Mrs Vat: I-i'i ,.:1. r.!O Sec ' ""S Spa 1-,. Sen T~t 1-;" 

7G Sam vr Hill foro 111-22-3J.33 
4.1 g /0$ ~O. OO 10S.CO G.OO G.CO 0.00 o.co o.oa 1;:2 .00 1.1 S1 .00' 

80.00 6.CO 0.00 OCO 0.00 a.co 0.00 o.co sti ce 

SO 'N il liam T Lull ,j g 999-38-7777 
0 4/ 14/06 &80.00 :2 7.5 0 0.00 C.CO 0.00 Q, QC G.OG 32 1.00 l A48.5C 

80. 00 15.00 0.00 O.CO 0.00 O .O~ O. OG 0.00 95 CO 

Fin al 1.84000 355. 50 COO C.C O C.G O.CO G.GO 4~4 . 0G 2.639 .:: 0 
otals 180 00 21.00 0.00 O. CC G.OO G.oe c.oe c.ce 181.CO 

Utility Pull-Down Menu 
The Utility pull-down menu accesses a number of miscellaneous options that are used for 
a variety of functions. In general the utility options make the system flow smoother, 
accomplish housecleaning tasks, fix problems and can even repair damaged data . 

The options displayed on the Utility pull-down menu are discussed below: 

Locate Setup Errors 
This option checks the active company's data files for any errors. We recommend you 
select this option under any of the following conditions: 

1. After completing the setup of a new client. 
2. After importing data from other programs. 
3. After converting a client from another system. 
4. If you encounter a problem that you do not understand. 

You may either View or Print the list of errors found. The list will indicate which data area 
has been checked and if there were any errors. If there are any errors, it will give you a 
brief description of the error. 

Compact Files 
The purpose of this option is to compact the disk space that the data of a particular 
company is using on the computer's hard drive. It does this b eliminating previously used, 
but deleted information and reorganizing the good information as efficiently as possible. 
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Note: This is not a data compression routine such as Pkzip ior Winzip, which 
would require your data to be "Unzipped" before you could process it. Rather this 
is a housecleaning option that will keep the data better orgar;1ized and 
consequently require less disk space. 

This option warns that the data should be backed up before attempting this option, 
which you should do. Clicking the OK button will start the compact process. 

There is no requirement to ever select this option, but it would be prudent to select 
it at each period end or at yearend. 

Rebuild File List 
The client list which is displayed under the Activate Client, Copy Client and 
Delete Client options is a text file, which is modified whenever a New Client is 
created or an existing company is deleted . This methodology allows the system to 
activate and change clients more efficiently. 

However, if you ever try to Activate a Client and do not see· your client displayed 
on the list, you should run this option as for various valid reasons , the text file may 
occasionally differ from the actual contents of the directory. 

If the company still does not appear on the list, you should creck other directories 
on your hard drive for the data files using the Windows - Search for Files and 
Folders Option. The system saves the data under the following file format: 

Dnnnnn.MDB (Where nnnnn is the client 10) An example would be: D301.MDB 
(in this case the client's 10 is a the three digit number.) 

Version Control 
This option allows you to update your company data files to match the version of 
Computer Checkbook that is currently installed on your computer. 

The Status Information Display Window will display both the data and program 
versions. If there is a mismatch of the versions, the system will display the 
following message indicating that you need to bring the data into "sync" with the 
program: 

Data version does not match program version. UtilitiesNersion Control 
should be run. 

It is important that this option be run before any new processing is done with the 
company data, because the program may be looking at different positions for the 
fields than exist in the company's current data fields. Consequently, the results of 
a particular option may not be correct. 

When the option is selected, you will have the following two choices: 

1. Let Version Control process only the Active Client 
2. Let Version Control process All Clients in the Current Pflth 

The usual answer would be to choose the first option for only the Active Client. 
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If you choose to let the program process All Clients, it can be quite time consuming. 
Choosing this option should only be selected when you will not otherwise be using your 
computer. 

Delete Tables from Active Client 
This option allows selective files of an active company to be deleted for various reasons 
such as incorrect entries, damaged files or media malfunctions. 

This option will delete the existing files, called tables in the Access Data Base, and create 
blank tables that can then be re-entered if necessary. 

This option should only be taken on the advice of Technical Support personnel to 
correct unusual problems. 

Copy Client Selectively 
This option provides a great deal of flexibility to the user when setting up a new company. 
Many times a new company may have some of the same or similar data as an existing 

company and it would be nice to copy certain bits of that data from one company to 
another. A company may have the same payroll items, some of the same vendors, 
statement titles, report groups, etc., and this option will make it easy to copy from one 
company to another. 

Once in the option screen with the client active that you want to copy a table to, the 
procedures are: 

1. Select "Company to copy from" from the drop-down list. 
2. Select the table(s) you want to copy from the Select Data to copy from Window. 
3. Click on the OK button. 
4. Click on the Close button to return to the Home Screen. 

Employee Utility 
This option allows you to access numerous employee utility programs. These programs 
allow you to do such tasks as changing an Employee ID, changing the Net Account the 
employee's checks are drawn on, etc. You should be assisted by Technical Support 
Personnel when you use this option. 

Repair Data 
The purpose of this option is to repair client data that is damaged in some way on the hard 

disk. When using this option to repair a client's data file, the client data with the 

problem MUST not be the active client. The option screen will allow you to select the 

client's data with the problem. 


The screen will display all the files with an extension of ".mdb" which represents Access® 

Data Base files. The files that begin with a "0" followed by the company number represent 

the company data files. To repair the data, highlight a company by clicking on it. Then 

click on the Repair button and the system will attempt to repair the data. 

If the data cannot be repaired with this option. contact Technical Support. 


UTILITY PULL-DOWN MENU 10-25 




System Information 
If the Status Information Display Window, which usually r~sides on the lower 
right hand side of the Computer Checkbook Home Screen, is not displayed, this 
option will make it reappear. 

Status Information Display - This window displays basic system information on 
the status of the currently active client. It displays: 

• The Report Date selected for processing. 
• The computer's available hard disk space. 
• Which printer is active. 
• The version of the data for the active client 
• The version of the program presently installed. 
• The screen resolution that your display set to . 

System Utilities 
This option allows to you access the following options: 

Repair System Data 
This option attempts to repair the system wide data, which includes the 

Journal Codes, Tax Tables, Calendar Year, Default Data Directory, etc. 


Copy System Data 
This option is designed to allow the system administrator to create a 
standard system file from their computer and copy that system file to the 
default data directory, which will usually be located on the network file 
server drive. Once the system administrator has accomplished this task, 
they would have each user copy the system file from ,the file server to the 
user's computer. Now each user would be working with the same system 
file. It is also good way to keep the system backed up, in case one of the 
workstations should have a malfunction. 

Process System Data Update 

This option runs a Version Control just on the system wide data files. 

Note: A normal Version Control (Utilities, Version Control) automatically 
includes this option. 

Get Updated Tax Tables After Update 
This option will update your current tax tables with any new tax tables. You 
should run this option after receiving and installing any update to the 
Computer Checkbook. 
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Transaction Utilities 

This option allows you to access the following options and can be accessed from the 
Utilities and Transaction Utilities. 

Delete a Group of Transactions 
This option allows you to delete ledger and payroll transactions, either for a group 
of transactions at one time or for only a single transaction. First enable the radio 
button corresponding to the type of transaction (Ledger or Payroll) that you want 
to delete. Next enter the Starting and Ending Transaction Number(s). If you 
don't know the number(s) just click on the appropriate List Trans button and use 
the listing to get the number(s). Once you are satisfied with the number(s) click on 
the OK button to remove the transactions. 

NOTE: Make sure the numbers are contiguous or you might inadvertently 
erase some data that you did not want to erase. 

Copy Transactions 
The purpose of this option is to transfer transactions from diskette or other drive 
location to the active company. If copying transactions from a drive other than a 
diskette, the company data file can be in either "zipped" file or it's normal state 
(unzipped). If using a diskette, the diskette has to co tain a "zipped" file which 
must have been produced by either the PC Software Windows Client Write-Up 
System or by the PC Software Windows Computer Checkbook System using 
either the Copy a Client Icon or with the simple or advanced copy client options. 

This option is accessible from the Utilities pull-down menu under Transaction 
Utilities, Copy Transactions. Place the company data diskette in the drive and 
select the option. The following screen will display: 

.:t Tranfer Tran~actions 10 Artive Client ~[Q:I~ 

Zipped or UnZipped Client List---

ICk'OOOl . zip 

Data flies 

CJLetters 

II c: 

r 

Client view 

~ List I!ermitted dients onl)' 
n List jll clients 

[ 
File Type -------~l 
(i Zipped 0 UnZipped 

. 

.Qancel !::!elp 

A 

Unzip Options ­

I 
r Multi Disk 

Status: 

Iii' Payroll TransactiO~S 
IX Ledger Transactions 
r Exdude AR2's 
--­ -

Add To Existing Trans. 
(i Replace Existing Trans. 

Date Range ofTransadions -­

From: I02/01/06 

To: I02128106 

Progress: I 

~ave Path 

The option will default the location of the client list to Ule Default Data Directory, 
setup in the option "Setup/System/Default Data Directory" . If the data file you are 
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copying from resides at another location, you will need to select that location. In 
this example, we are assuming that the data resides on a diskette. So we would 
want to select the "A" drive. 

Now we would highlight the client file (in this case client #001) and select the 
desired options. If the company takes more than one diskette, the Multi-Disk 
Unzip option must be selected. The system defaults to transferring both Payroll 
and Ledger Transactions . If you only want one type disabl~ the check box for the 
transactions you don't want. You can either Add to Existing Transactions or 
Replace (overwrite) Existing Transactions. The Date Range defaults to the 
Current Reporting Period you have selected. The Date Range can be changed if 
desired. When the desired options have been selected, click OK and the transfer 
will occur. 

Note: Only transactions having a transaction date that falls within the Date Range 
will be transferred. 

Modify a Group of Transactions 
This option allows the quick modification of general ledger transactions when an 
error has been made, i.e. a wrong journal code was used or an incorrect date was 
assigned. When this option is selected, the following screen will display: 

:w Modify A GIOUp of Transactions i-lrolr><l 
General Ledger Transaction Range l 

Starting GI Transaction Number: 

Ending GL Transaction Number 

I 

I 

,: 

~I J 

'I. J 
I List GL Trans I 

i
I 
I 

j 
1 

Change Date 

Change Date C~Dnge Journal Code 

r Month : I r Joumel Code 

I 

r Day: 

r Year: I 
I I 1! Ljst I 

I-

Qk I ,!;.ancel ~ tlelp I CIo~e 
r:: 

, 

The General Ledger Transaction Range section of the screen allows you to enter 
a single transaction number or a group of numbers to modify, If you don't know the 
transaction number of the transaction(s) you want to change, click on the List GIL 
Trans button and get the number(s) from the listing . 

The Change Date section allows the date or the journal code to be changed for a 
group of transactions. To change any portion of the date enable the corresponding 
check box and enter the appropriate numbers. To change the Journal Code on a 
transaction(s) enable the Journal Code check box and enter the new Journal 
Code or select it from the list. Once the transaction number(s) to be corrected 
is/are verified, enter the information and accept the screen with the OK button. 
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Renumber Transactions 
This option provides another housecleaning procedure. The system numbers each 
"ledger" and "payroll" transaction and increases the number by one with each new 
transaction. After a long period of time, especially if transactions have been deleted from 
previous periods or summarized for past years, then this option should be taken. 

Compress GL Transactions 
This option has two purposes: 

1. 	 Compress accounts for prior years. Select a prior year and the system will 
compress transactions per account into one total per reporting period for that year. 
This is very useful where a client may have a large number of transactions and you 
need to save data for comparative purposes. 

2. 	 Compress AR1 & AR2 entries. Because Computer Checkbook creates individual 
entries for each invoice when the option "Post Accruals" is selected, this option will 
allow you to compress those individual entries for a specific reporting period, selected 
reporting periods or for the whole year. 

After this option is run, it would be a good idea to select the following options from the 
Utility Menu: Renumber Transaction and Compact Data, wh ch were discussed earlier in 
this chapter. 

Add Missing Vendor ID's 
This is a utility option for handling how general ledger transact ons will be assigned vendor 
10 numbers. There are two different processes that are handleill by this option: 

1. 	 Add Vendor 10's - When this choice is selected, the system will compare the 
transaction descriptions with vendor names designated as 1099's and assign that 
vendor 10 to each transaction. The matches MUST be exa~~t before the system will 
assign the vendor 10. 

2. 	 Remove Vendor 10's From Cash Account Transactions - Normally vendor 10's 
would not be assigned to the transactions that represent entries to the cash accounts. 
So if this situation exist, this choice would remove all vendor 10's from any transactions 
that the system sees as cash accounts. 

Modify GL Description 
This option is actually a tab screen choice for the option "GL Transaction Utility". With this 
screen option, you have two choices regarding how you can have the general ledger 
transaction descriptions be displayed: 

1. 	 Make first letter of each word capitalized. The remaining letters of each word will be in 
lower case. 

2. 	 Capitalize all letters of each word. 
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Delete A Group of Transaction HistorY 
This option produces a report showing transactions that have been deleted. 

GL Transactions to 1099 Transfer 
This option will search the current calendar year for all checks (transactions) that 
have been assigned a 1099 vendor 10. Then the system will create a single non­
posting payroll transaction for the sum of checks for each vendor or create 
individual non-posting payroll transactions for each check, if you check the box 
"Generate PR Transaction for each GL Transaction". If you elect to create a 
single transaction for each 1099 vendor, a check number of 99998 will be assigned 
with a date of 12/31 of the current calendar. 

If you discover there are errors or omissions in these transactions and you use the 
option, "Assign Vendor 10 to GL Transactions" (discussed below), this option 
can be repeated. The previously non-posting payroll transactions that were created 
will be deleted before adding the current batch of transactions. 

If you would like for these 1099 vendor checks to be part of your Payroll Summary, 
you would run this option for each reporting period and check the box Generate 
PR Transaction for each GL Transaction" so the system would have these non­
posting payroll transactions available for the payroll summary. 

FICA/Medicare Diagnostic 
This option provides a report, which will only show payroll checks with a 
discrepancy between FICA and Medicare taxes withheld and the calculated tax 
liability. No report will be produced if there are no discrepancies. This report is very 
helpful if incorrect amounts of FICA and Medicare have beer;! withheld and they 
must be corrected. 

Assign Vendor 10 to General Ledger 
Transaction(s) 

This option will allow you to assign vendor 10 numbers to selected general ledger 
transactions. This is most helpful when you realize that checks written to a certain 
vendor need to be tracked for the purpose of reporting those amounts to the 
Internal Revenue Service. 

Once in the option, select the date range of the transactions :you want to be 
displayed and click on the FIND button. The system will def~ult the date range to 
the current reporting period date range. The transactions will be listed in 
alphabetical order by the description. Therefore each vendor's checks should be 
grouped together. Then in the field for New Vendor 10, select the desired vendor. 
Now with the vendor selected, if you click on the field, Vend 10, for each check 
written to that vendor, the system will assign that check with that vendor's 10 
number. To limit the number of transactions that need to be searched through, you 
can check the box "Exclude Transactions with Vendor 10" and the system only 
display transactions that are not assigned a vendor 10. 
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Once the selected vendor ID has been assigned to the transactions, you would click on 
the OK button to save the data. Now you can select another vendor ID to continue the 
process or click on the Close button to exit the option. 

Search/Print General Ledger Transactions 
This option is designed so you can search for an exact match of any transactions over any 
date range. So to run a search you would select a data range, check the criteria type(s) to 
search, enter the data you are searching for and then click on the [FIND] button. Multi 
criteria can be chosen for your search, i.e. you might want to search for all transactions 
with a certain dollar amount posted under a certain journal code, because your bank 
reconciliation is off by that certain dollar amount. 

Here are the criteria types available to search on: 

Date Account Journal Code 
Reference Description Amount 
Vendor ID 

Below is the search option screen, where we will be searching for all transactions posted 
to the journal code CD1 for a dollar amount of $432.12 for the date range of 01/01/2006 to 
04/30/2006. 

!'I Search for GI TfilnS<lction(sJ r;:-I[QI(EJ 
TransactlonJ' Date IAccount Joumal ! ReferenceJ Description I. Amount\ Vend 10 ~! 

5983 0410 1:06 41 0.10 CR I 'n $. Tom Harrison -$245.00 

i5984 0410 1106 41 0.20 CR I 27 IABCCompany -S1.254 00 

2.986 
1 

-­
0410 1106 110 CR 27 IDeposil # 27 0410 1106 $4.00800 I 

1--­ I - - - -- - ­ f--­-
5368 04102106 655.10 COl I 23 1 GTE i 5159.121 100 1 

:5992 o<W 2106 110 ICDl 234 IGTE -5786.36 
~ 

5371 04/02106 110 ICDl I 231 GTE -S786.36 

5989 I 0410 21 06 655.10 COl I 234 GTEf#1234 - 1234 5159.12 1001-­
536 9 04/02106 655. 10 COl 231 GTEt#4321­ S2S8.12 1001 

-----.­ -
e55.1.9_ ~ C!J.~_ ~990 o410 21Q6 23 4 GTEm4321 - 4321 5258.12 1001 

1 

' ---.--~-,- -

5370 04102106 65" .1 0 ICDl 23 1 GTEI#5432 - 5369.12 1001 ~. 

Search Criteria 

Ii llata i ,o.. = [il _rl iRwl r DwiialPti on [il Am t i v."., 10 

I I ICDt I I 1432.12 r­
[

-

fnnl I ~ancel J Clo~e I ~ I i LH 'ull Ol!e F.• o;;e From 10)1(01106 I!::ielp To J04J30}06 
-­ I­ . 

Copy Accounts 
This option is similar to the Copy Transactions option (Utilities '--+ Transaction Utilities 
'--+ Copy Transactions). But instead of copying transactions t copies the Chart of 
Accounts. You have the option of Adding to your existing accounts or of Replacing your 
existing accounts. The Notify before updating section of the screen has two check 
boxes. If these are enabled you will be prompted on an aCCD nt by account basis as they 
are added. This allows you complete control over what you add/replace in the way of 
accounts. 
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Copy DOS CCB EmployeesNendor from Floppy 

This option allows you to copy employees and vendors from ,a DOS Computer 
Checkbook backup to the Windows Computer Checkboo~ 

Alternate Rebuild File List - Show Errors 
This option does the same thing as the Rebuild File List option, but skips any 
client it finds errors on. 

Fix Duplicate Check Numbers 
This option will add the letter "A" to any check number range or date range for a 
specific journal code. This allows you to reuse prior check numbers. 

Fix Credits to Cash 
This option is designed to create a general ledger transaction with a journal code 
of "CtC" for each payroll check in the current reporting period. These transaction 
amounts will be equal to the net of each payroll check and have a posting account 
of the cash account the checks were written. The system uses these general 
ledger transactions to help keep your bank balance and display the payroll checks 
on the Bank Report. 

In the normal case, you would not have to run this option, because as payroll 
checks are being written the system creates these "CtC" entties. Here are a couple 
situations where you may want to run this option: 

1. 	 The Bank Report does not show the individual payroll checks, but a lump sum 
of all the payroll checks. This situation exit, because a Transaction Preparation 
was performed for this reporting period . The function of the Transaction 
Preparation is to remove the "CtC" entries and create a summary for the payroll 
checks. Running this option will restore the "CtC" entries and leave the 
summary entries created during the Transaction Preparation. 

2. 	 If the system detects that the "CtC" and the payroll checks do not match, it will 
give you a message that they do not match and that you ishould run this option 
to correct them. 

Choose New Date for Initial Balances 
This option serves as another housecleaning feature, as it allows the user to 
eliminate transactions that are no longer needed . This will Save disk space and 
increase the period processing speed . 

When this option is selected, a new initial balance date will be requested. All 
transactions previous to this new initial balance date will be summarized and 
become the new initial balances. Therefore there will no longer be available any 
transaction detail for prior years. Payroll transactions will be summarized up until 
the end of the closest calendar year prior to a new initial balance date. 
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But before you run this option, here is a recommendation that will allow you keep the old 
data for access at any time, but also using this feature to remove old data. We would first 
copy the current client data to another client id, using the option "File/Copy/Copy Client 
Advanced". This will leave you with two identical client data files. In the newly created 
client, we would recommend changing the company name to something like OLD CLIENT 
DATA and changing the reporting period back to the prior year. This would help minimize 
the chance of writing a check in the OLD CLIENT DATA file . Now switch back to the real 
client database and run this option. 

The way to copy the current client data using the option "File/Copy/Copy Client Advanced" 
would be to first highlight your client you want to copy in the upper left hand corner of the 
screen marked "Source". Then enter a new client id in the field "New Client ID" and click 
on the OK button. Now the newly copied client will be active. 

After this option is run, it is a good idea to select "Renumber Transactions" and then 
"Compact Data" from the Utilities Menu, which was discussed earlier in this chapter. 

Delete Old Time Cards 
This utility option is designed to remove old payroll time cards. The removal of time cards 
will be on a calendar year basis, not on a date range basis. You would not want to run this 
option unless you are sure you will no longer need these time cards. 

Refresh Demo Data 
This option will restore the sample clients that are provided with the system to their original 
state. This is helpful if practice transactions have been made to the demo data or the 
demo data was used for other practice exercises and now some one else wants to use it 
as it was originally. 

Alternate Version Control 
This option is designed as an alternate method of updating client data from one version of 
the program to another. It is another utility to use in case there is a problem with the 
normal version control. The alternate version control updates he client data by using a 
different method and takes longer to process. The alternate version control will only 
process the active client. 

If you were to experience a problem or get an error message during the process of running 
the normal Version Control, you would want to run the Alternate Version Control. If you 
continued to experience a problem, you would want to run "Uttlities/Repair Data" on the 
client data. Remember if you run Repair Data, the client with the data problem CAN NOT 
be the active client. If the Repair Data fixes the problem, you lould want to activate the 
client and run the normal Version Control to update the data to the current version of the 
program. If Repair Data does not fix the data, you should call PC Software Accounting 
support. 

Email Helper 
The Email Helper is designed to allow you to save records of Email Addresses, Subjects 
and Body Notes and then to send the email information to your default Email Program (Le. 
Outlook, AOL, Earth Link, etc.). Once the default Email Program is setup and you are on 
line, then the Email Helper screen can be used to sent a stored email to the default email 
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program and then on to the addressee. 

~ [-mail Helper ~1[6l[R] 

Sana To: I: i c:Il@~cS9i .cam 

Sta)!: 

J~ Smith, CPA 

Smith & o-n ;;s CPA. 

j sm it @ i IT"ld t j o-ri iC~CX'3i 


In1 ) ssg·S8 T! 


Must be 

On·li ne 

Send 

t C I~ 

In the screen above we have keyed in an email address and the company 
information in the text body. To save this information, you would now click on the 
OK button to save this information. Now in the future, if we click on the list button in 
the upper left hand corner, we could select this email setup. 

Below is an example of an email message that was entered in the Email Helper 
and sent to the default email program, which is this case is rY/icrosoft Outlook®. 
From this point, you could attach a file to this email, i.e. you ,#anted to send your 
client data. 

~ payroll question - Message ~l lQJ~ 
II Eile ~dit ~ew Insert F~rmat Iools COmPose !:ielp 

l H~l~end I~ 8 1 ~ ~ B tID 1m!'" I~ I • ", fjl ~. 
II Arial (Western) ?I 10 ? I ~ IB I 11 I ~ == == 0­ +I:~0­

0 - -~ -r 

r' lessage 1 Options 1 .1: 
To.." IIrich @pcsai.com )1 k, 
~c ... II ~ ¥I 

Subiect: Ipayronquestion f 1 

I need to setu(J a 401k deduction for a client there wiil be d ifferent perc entages 'Ivithheld for each -
e lllr~loyee and there INil1 be matching amoLints that we Nant to trac:; k . Can I please get your 
ad",1ce and help pn setting up this deducti on? 

I 
joe smith . c~a 
smith & jones c~a"s 

js III ith@slllithjonescpas 
(321 } 999-8877 .., 

~ ,'­
I 
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To set the default email program you want Email Helper to use, follow these steps: 

1. 	 Right click on the Internet Explorer Icon (Usually located on your desktop or by clicking 
on START). 

2. 	 Click on the Properties option. 
3. 	 Click on the Programs tab. 
4. 	 Select the Email Program from the drop down choices. 
5. 	 Click on the OK button. 

Time Card Utility 
This option is designed to help correct payroll transactions than have incorrect entries in 
either or both the cost centers and workman compensation codes fields. When the option 
is selected, it will display all payroll transactions with grayed out fields for employee name, 
check number and date and normal fields for cost center and ompensation codes. Once 
the desired transaction to correct is found, changes can be made for the cost center and 
workman compensation code. 
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MICR Feature 

Overview 
The MICR feature handles the process of printing the bank encoding characters on 
the bottom of a check. This feature, along with the system's ability to relocate any 
printed data on a check, gives you complete control of the cMeck printing process . 
This is especially beneficial where a company or accounting firm uses Computer 
Checkbook to print the checks for many bank accounts and/or many companies 
with different bank accounts. Usually you would have to order checks for each 
bank account. With the MICR feature, you would place an order for just one stock 
of checks, called "Blank Stock Checks". That single stock of checks would be 
used for the printing of all checks for all bank accounts. 

Using the MICR Feature 
The MICR feature is an add-on to the regular Computer Checkbook System. In 
order to use the MICR feature it must first be enabled, which can only be done 
when the system is licensed. To license the system call P.C. Software Accounting 
and make sure to tell the Technician that you have the MICR add-on. If the feature 
is not enabled the following instructions will not produce MIC,R codes . 

If you purchased the MICR feature after you licensed your machine or if you forgot 
to get it licensed when you first licensed the machine, you just need to call and get 
the machine re-licensed. 

Note: You can tell the status of the MICR feature by clicking on the Setup pull­
down menu and then on the Align Laser Checks option. The MICR-Encoded 
option listed under the Type Check frame will be available (black) if the feature 
has been enabled. Conversely the option will be grayed out if it has not been 
enabled. 

To setup the MICR feature follow the instructions listed below: 

I. Enable the MICR Feature per Company 

1. 	 Click on the Setup pull-down menu and then click on the Align Laser 
Checks option. 

2. 	 Enable the MICR-Encoded radio button in the Type Check frame. (This 
informs the system that you will be using the MICR feature when printing 
checks for this company) 

3. 	 Click on the Ok button to advance to the Adjust Print Positions Screen. 
4. 	 Click on the Close button to return to the Home Screen. 

II. Setup Checking Account 

1. 	 Click on the Setup pull-down menu and then click on Account and Cash 
Accounts. 

2. 	 Select the Bank Account that you wish to setup by either entering the 
number in the Cash Account Field or by clicking on the List button and 
selecting the account from the list. 
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3. 	 Click on the Ck-Writing Bank Data TAB. 
4. 	 Enter the account's routing and bank account number in the Routing and Account 

Number (For Checks) Field exactly as they appear on your checks. Use the following 
letters to insert the corresponding MICR symbols. 

B - ", C - II" D - '" 

5. 	 Enter the bank's name and address as you want it to appear on the check. 
6. 	 If you do not wish to include a Logo on your check skip to Step 8. If you do wish to 

include a logo on your check click on the Check-Writing Logos TAB. 
7. 	 Enter the logo's location and name. You can enter up to three logos per bank account. 

Logos can be resizes if too large or too small. 
8. 	 Click on the Ok button to accept the screen and return you to the Home Screen. 

After completing the above steps, make sure that the MICR codes are aligned correctly on 
the check by printing a check. If the alignment is incorrect follow the steps below to 
correct the alignment: 

III. 	 Align Fields on the Check 

1. 	 Click on the Setup pull-down menu and then click on the Align Laser Checks option. 
(See page 4-34 for detailed instructions on how to use this option .) 

2. 	 Ensure that the MICR-Encoded radio button is enabled in the Type Check frame. 
3. 	 Click on the Ok button to advance to the Adjust Print Positions Screen. 
4. 	 Use the drop-down list and select the Field Name for the printed item that you want to 

relocate and then click on Modify Location. 
5. 	 Make any necessary adjustments. (i.e. Moving the Bank Routing/Acct # to the right, 

Logo 2 to the left, etc.) The adjustment amount is measured in TWIPS. (1440 Twips = 
1 inch.) 

6. 	 Click on the Ok button to accept the field relocation and the system will display a blank 
Adjust Print Positions Screen. 

7. 	 Select the next field to relocate or click on the Close butto to return to the Home 
Screen. 

8. 	 Reprint the check to verify that the alignment is now correct. 
9. 	 If the alignment is still not correct then return to Step 1 above. 

Note: Steps I and III only need to be done once per company. However step II needs to 
be done for each checking account that you want to use the MICR feature with. (i.e. If you 
have two bank accounts you will need to run step II twice, once for each account.) 
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The How to Guide 

This section of the documentation contains FAQ (frequently ask questions) and answers 
concerning the Computer Checkbook. 

Chart of Accounts 

Add an Account to the Chart of Accounts 

Question: How do I add an account to the chart of accounts? 

Procedure: 

1. 	 Select Setup 4 Account 4 Chart of Accounts or click on the Chart of 
Accounts Icon (shown to the left). The Chart of Accounts Maintenance 
Screen will appear. 

2. 	 Enter the new account number in the Account Number Field. 
3. 	 If the account already exists, the description and account type will be displayed 

in the appropriate fields and "ACTIVE" will be displayed fn the Status Field. 
(For information on changing existing accounts, see the following section, titled: 
How Do I Change an Account in the Chart of Accounts.) 

4. 	 Key the description of the new account into the Account Description Field. 
5. 	 Enter an account type in the Account Field . Valid account types are: 

1 - Assets 4 - income 7 - Other Income 

2 - .biabilities 5 - ~ost of Sales 8 - Other Expenses 

3 - !;quity 6 - !;xpenses 9 - frovision for Taxes 


6. 	 Once you have entered data into all three fields, click on 'the OK button to 
record the new account into the Chart of Accounts. 

7. 	 A blank Chart of Accounts Maintenance Screen will appear. Enter the 
number of the next account to add, change, or delete, or click on the Close 
button to return to the Home Screen . 

Change an Account in the Chart of Accounts 

Question: How do I change an account in the chart of accounts? 

Procedure: 

1. 	 Select Setup 4 Account 4 Chart of Accounts or click on the Chart of 
Accounts Icon (shown to the left). The Chart of Accounts Maintenance 
screen will appear. 

2. 	 In the Account Number Field, enter the account number of the account that 
you wish to change. 

3. 	 If the account exists, the description and account type will be displayed in the 
appropriate fields and "ACTIVE" will be displayed in the Status Field. (If the 
account does not exist and you wish to add it, see topic titled: How Do I Add 
an Account to the Chart of Accounts) . 

4. 	 To change the account number, click on the Change Acct # button and enter 
the new account number. 

5. 	 To change the description or type, position the cursor on the appropriate field 
and enter your changes. 
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6. 	 Once you have completed all of your changes to the account, click on the OK 
button to record the changes. 

7. 	 A blank Chart of Accounts Maintenance Screen will appear. Enter the number 
of the next account to add, change, or delete, or click on the Close button to return 
to the Home Screen. 

Delete an Account from the Chart of Accounts 

Question: How do I delete an account from the chart of accounts? 

Procedure: 

1. 	 Select Setup 1.....+ Account 1.....+ Chart of Accounts or cliif:k on the Chart of 
Accounts Icon. The Chart of Accounts Maintenanc Screen will appear. 

2. 	 In the Account Number Field, enter the account number of the account, which 
you wish to delete. 

3. 	 If the account exists, the description and account type will be displayed, and 
"ACTIVE" will be displayed in the Status Field. 

4. 	 Click on the Delete button to delete the account. 
5. 	 A blank Chart of Accounts Maintenance Screen will ''1ppear. Enter the number 

of the next account to add, change, or delete, or click on the Close key to return to 
the Home Screen. 

Vendors 

Add a Vendor 

Question: How do I add a vendor? 

Procedure: 

1. 	 Select Setup 1.....+ Vendors and the Vendor File Maintenance Screen will appear. 
2. 	 In the Vendor ID Field, enter the new Vendor 10 Number, 
3. 	 If the vendor already exists, vendor information will be displayed on the screen and 

"ACTIVE" will be displayed in the Status field. (For information on changing 
existing vendor records, see the section entitled : How Do I Change an Existing 
Vendor Record?) 

4. 	 Key the vendor name, address, Look Up Codes , tax information, and check 
information into the appropriate fields. 

5. 	 Once you have completed the data entry for this vendor, click on the OK button to 
record the new vendor. 

6. 	 A blank Vendor File Maintenance Screen will appear Enter the number of the 
next vendor to add, change, or delete, or click on the Close button to return to the 
Home Screen . 
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Delete a Vendor Record 

Question: How do I delete a vendor record? 

Procedure: 

1. 	 Select Setup 4 Vendors and the Vendor File Maintenance Screen will 
appear. 

2. 	 In the Vendor ID Field, enter the Vendor ID Number :or a Look Up Code for 
the vendor which you wish to delete. 

3. 	 If the vendor exists, vendor information will be displayed on the screen and 
"ACTIVE" will be displayed in the Status Field. 

4. 	 Click on the Delete button to delete the vendor. 
5. 	 A blank Vendor File Maintenance Screen will appear. Enter the number 

of the next vendor to add, change, or delete, or click on the Close button to 
return to the Home Screen. 

Change an Existing Vendor Record 


Question: How do I change an existing vendor record? 


Procedure: 


1. 	 Select Setup 4 Vendors and the Vendor File Maintenance Screen will 
appear. 

2. 	 In the Vendor ID Field, enter the Vendor ID Number:or a Look Up Code 
for the vendor that you wish to change. 

3. 	 If the vendor exists, the screen will display vendor infprmation and 
"ACTIVE" will be shown in the Status Field. (If you ~ish to add a vendor 
that does not exist, see the topic titled : How Do I Add a Vendor?) 

4. 	 Move the cursor to the fields you wish to change and type in your changes. 
5. 	 Once you have completed your changes for this vendor, click on the OK 

button to record the changes. 
6. 	 A blank Vendor File Maintenance Screen will appear. Enter the number 

of the next vendor to add, change, or delete, or click on the Close button to 
return to the Home Screen. 

Restore a Previously Deleted Vendor Record 

Question: How do I restore a previously deleted vendor record? 

Procedure: 

1. 	 A vendor record that has been previously deleted can not be restored. 
2. 	 If the vendor needs to be added back, go to the following topic to add back 

the vendor back in: "Add a Vendor" . 
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Employees 

Add an Employee 


Question: How do I add an employee? 


Procedure: 


1. 	 Select Setup L..t Payroll L..t Employees or click on the Employee File 
Maintenance Icon (shown to the left) and the Employee File Maintenance 
Screen will appear. 

2. 	 In the Employee 10 Field, enter an Employee 10 Num/Jer for the new employee. 
3. 	 If the employee already exists, employee information will be displayed on the 

screen and "ACTIVE" will be displayed in the Status Field . (For information on 
changing existing employees, see the following section, titled: How Do I Change 
an Existing Employee Record). 

4. 	 Key the employee name, address, Look Up Code, anCl tax information into the 
appropriate fields. 

5. 	 Enable the Items radio button and enter the Additions, Deductions, and any 

Notations or Employer Paid Items for each tax jurisdict on that constitute the 

employees pay check. 


6. 	 If you wish to enter a standard payroll check for the employee, enable the 
Standard Check radio button. The Standard Payroll Check Screen will appear. 
Enter the standard check information into this screen just as you would enter it into 
the Payroll Check Transactions Screen. 

7. 	 Once you have completed the data entry for this employee, click on the Ok button 
to record the new employee. 

8. 	 A blank Employee File Maintenance Screen will appf:ar. Enter the number of the 
next employee to add, change, or delete, or click on thD Close button to return to 
the Home Screen. 

Change an Existing Employee Record 

Question: How do I change an existing employee record? 

Procedure: 

1. 	 Select Setup L..t Payroll L..t Employees or click on the Employee File 
Maintenance Icon (shown to the left) and the Employee File Maintenance 
Screen will appear. 

2. 	 In the Employee 10 Field, enter the Employee 10 Number, Look Up Code or use 
the List button and select the desired employee from t e drop-down list. 

3. 	 If the employee exists, employee information will be displayed on the screen and 
"ACTIVE" will be displayed in the Status Field. (If the employee does not exist 
and you wish to add it, see the previous section, titled: How Do I Add an 
Employee?) 

4. 	 Move the cursor to the fields containing the information that you wish to change 
and type in your changes. 

5. 	 To edit the payroll items that are found on their payche ::k, click on the Items radio 
button and make any changes necessary. 

6. 	 To edit the standard payroll check information for this employee, click on the 
Standard Check radio button. The Standard Check Screen will appear. Move 
the cursor to the fields that you wish to change and tYPl3 in your changes. 

7. 	 Once you have completed your changes to this employee, click on the Ok button to 
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record the changes. 
8. 	 A blank Employee File Maintenance Screen will appear. Enter the 

number of the next employee to add, change, or delete, or click on the 
Close button to return to the Home Screen. 

Delete an Employee Record 


Question: How do I delete an employee record? 


Procedure: 


1. 	 Select Setup ~ Payroll ~ Employees or click on the Employee File 
Maintenance Icon and the Employee File Maintenance Screen will 
appear. 

2. 	 In the Employee 10 Field, enter the Employee 10 Number or enter the 
Look Up Code. You may also click on the List button and select the 
employee which you wish to delete from the drop-down list. 

3. 	 If the employee exists, employee information will be displayed on the 
screen and "ACTIVE" will be displayed in the Status Field. 

4. 	 Click on the Delete button to delete the employee. 
5. 	 A blank Employee File Maintenance Screen will appear. Enter the 

number of the next employee to add, change, or delete, or click on the 
Close button to return to the Home Screen. 

Restore a Previously Deleted Employee Record 

Question: How do I restore a previously deleted employee record? 

Procedure: 

1. 	 An employee that has been previously deleted can not be restored. 
2. 	 If the employee needs to be added back, go to the following topics to add 

back the employee: "Add an Employee". 

,
Payroll Items 

Update Federal and State Income Tax Deductiom Tables 

If your company is on the annual support agreement, at yeaI!' end you will provided 
with an update or update the tables from our web site (pscai.com) that will contain 
updated Federal and State tax tables for the upcoming year. 

Questions: How do I update the federal and state tax deduCtion tables? 

Procedure: 

1. 	 Select Utilities ~ System Utilities ~ Get Updated Tax Tables after 
Update. 

2. 	 The system will process for a few seconds and return to the Home Screen. 
The update will be complete. 
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Manually Update Federal and State Income Tax Deduction Tables 

If you desire, you can create and maintain your own federal and state income tax 
deduction tables. If you do not subscribe to the annual support agreement or you want to 
create custom tax tables, you these procedures to either create or maintain the tax tables. 

Question: How do I manually update a state income tax deduction table? 

Procedure: 

1. 	 Select Setup ..... System .....Tax Tables and the Tax Tables Screen will appear. 
2. 	 Enter the identification code, called a Table 10, for the tax table that you wish to 

update or use the List button and select the table from the list. 
3. 	 Insure the Year Field is correct for the tax year that you want to update. 
4. 	 Tables are set up in the Federal Circular E Annual Tax Table format. 
5. 	 The Source Field is designed to allow you to assign this tax table to a Payroll 

Item. The state tax tables, which are shipped with the program, are a source of the 
state withholding Payroll Item. An example would be the tax table NCSTS (NC 
Single) would have a source of the payroll item NCSn..yH. So, if an employee was 
marked as single from North Carolina, the system wou d use the tax table NCSTS 
to calculate their state withholding. 

6. 	 Update the Wage Up To breaks and Plus % percentages from the state's 

published tax tables. 


7 . 	 Enter any Standard Deduction information if it applies. 
8. 	 Enter any Exemptions or Credits amounts that may apply. 
9. 	 Click on the Okay button to save the table information. 
10. Click on the Close button to return to the Home Screen. 

Update a Federal Income Tax Deduction Table 

Question: How do I manually update a federal income tax dE·duction table? 

Procedure: 

1. 	 Select Setup..... System ..... Tax Tables and the Tax Tables Screen will appear. 
2. 	 Enter the identification code, called an Table 10, for the deduction that you wish to 

update. As a default, the system uses the following Table 10 for the federal tax 
tables : 

FEDS - Federal Withholding - Single 

FEDM - Federal Withholding - Married 


3. 	 If you desire to change the description of the deduction, do so in the Description 
Field. 

4. 	 Insure the Year Field is correct for the tax year that you want to update. 
5. 	 Update the Wage Up To breaks and Plus % deduction percentages from the 

Federal Tax Circular E, Employer's Tax Guide . 
6. 	 Update the exemptions per dependent in the appropriate fields. 
7. 	 Click on the Okay button to record the table 
8. 	 A blank Tax Table Screen will appear. Enter the next identification code or click 

on the Close button to return to the Home Screen. 
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Payroll Item Group 


Each payroll item will be assigned a group. Below are the choices: 

• 	 Addition - Any item that adds to the amount of the payroll check, such as 
wages. 

• 	 Deduction - Any item that subtracts from the amount of the payroll check, such 
as state income tax withholding . 

• 	 Notation - Any item that neither adds to nor subtracts from the payroll check, 
but does have an effect on the check, such as TIPS. 

• 	 Employer Paid Item - Any item that has no effect on the payroll check, but 
does represent an item that needs to be recorded as a ledger entry, such as 
Officer Paid Life Insurance. 

Payroll Item Category 

Every Transaction Item will be assigned a Category. Categmies are already 
established in the program for you to select from. 

The following choices are available: 

401 K (Employee Paid) 

401 K (Employer Paid) 

Advanced Earned Income Credit 

Allocated TIPS 

Cafeteria Plan 

Deferred Compensation 

Federal Unemployment 

Federal Withholding 

FICA Withholding (Employee Share) 

FICA Withholding (Employer Share) 

Gross 

Local Withholding 

Medicare Withholding (Employee Share) 

Medicare With holding (Em player Share) 

Other Additions 

Other Deductions 

Other Notation Items 

Meals 

State Withholding 

TIPS (Check) 

TIPS (Non-Check TIPS) 

State UnemploymenUDisability (Except NJ) 

State UnemploymenUDisability (New Jersey) 

State UnemploymenULiability 

FICA/Medicare Withholding (Employee Share) 

FICA/Medicare Withholding (Employer Share) 
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Add a Fixed Amount Payroll Deduction 

Question: How do I add a fixed amount payroll deduction? 

Procedure: 

1. 	 Select Setup 4 Payroll 4Payroll Item and the Payroll Item Maintenance 
Screen will appear. 

2. 	 Enter the deduction identification code, called a Payroll Item Code, for the 

deduction that you wish to add. 


3. 	 If the deduction exists, the deduction information will be displayed on the screen 
and "ACTIVE" will be displayed in the Status Field. (For information on making 
changes to an existing deduction, see the topic titled: Change an Existing 
Payroll Deduction) 

4. 	 Enter a description for the deduction in the Name Field. This description will print 
on the employee check stub. 

5. 	 In the Group Field use the drop-down list and select Deductions. 
6. 	 In the Category Field use the drop-down list and select Other Deductions. 
7. 	 In the Item Type Field use the drop-down list and select Amount. 
8. 	 Enter the Account Number where you want this deduction dollar amount to be 

posted to the general ledger in the Posting Account Field. 
9. 	 Enter a dollar amount in the Fixed Amount Field. 
10. Click on the OK button to record this payroll deduction item. 
11. A blank Payroll Item Maintenance Screen will appear. Enter the next deduction 

identification item code, or click on the Close button to return to the Home Screen. 

Add a Percentage Payroll Deduction 

Question: How do I add a percentage payroll deduction? 

Procedure: 

1. 	 Select Setup 4 Payroll 4 Payroll Item and the Payroll Item Maintenance 
Screen will appear. 

2. 	 Enter the deduction identification code, called a Payroll Item Code, for the 

deduction that you wish to add. 


3. 	 If the deduction exists, the deduction information will be displayed on the screen 
and "ACTIVE" will be displayed in the Status Field. (For information on making 
changes to an existing deduction, see the topic titled: Change an Existing 
Payroll Deduction) 

4. 	 Enter a description for the deduction in the Name Field. This description will print 
on the employee check stub. 

5. 	 In the Group Field use the drop-down list and select Deductions. 
6. 	 In the Category Field use the drop-down list and seleat Other Deductions. 
7. 	 In the Item Type Field use the drop-down list and select Percentage. 
8. 	 Enter the Account Number where you want this deduction dollar amount to be 

posted to the general ledger in the Posting Account Field. 
9. 	 Enter a percentage in the Percentage Field. 
10. Click on the OK button to record this payroll deduction item. 
11. A blank Payroll Item Maintenance Screen will appear. Enter the next deduction 

identification item code, or click on the Close button to return to the Home Screen. 
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Change an Existing Payroll Deduction 

Question: How do I change an existing payroll deduction? 

Procedure: 

1. 	 Select Setup 1....+ Payroll 1....+ Payroll Item and the Payroll Item 

Maintenance Screen will appear. 


2. 	 Enter the deduction identification code, called a Payroll Item Code, for the 
deduction that you wish to change. 

3. 	 If the deduction exists, the deduction information will be displayed on the 
screen and "ACTIVE" will be displayed in the Status Field. 

4. 	 Make any necessary changes at this time. 
5. 	 Click on the Ok button to record the changes. 
6. 	 Click on the Close button to return to the Home Screen. 

Delete a Payroll Deduction 


Question: How do I delete a payroll deduction? 


Procedure: 


1. 	 Select Setup 1....+ Payroll 1....+ Payroll Item and the Payroll Item 

Maintenance Screen will appear. 
 I 

2. 	 Enter the deduction identification code, called a Payroll Item Code, for the 
deduction that you wish to change. 

3. 	 If the deduction exists, the deduction information will be displayed on the 
screen and "ACTIVE" will be displayed in the Status ,Field. 

4. 	 Click on the Delete button to remove the payroll item. 
5. 	 Click on the Close button to return to the Home Screen. 

Restore a Previously Deleted Payroll Deduction 

Question: How do I restore a previously deleted payroll deduction? 

Procedure: 

1. 	 A deduction that has been previously deleted can no~ be restored. 
2. 	 If the deduction needs to be added back, go to one of the following topics to 

add back the deduction: 

Add a Fixed Amount Payroll Deduction. 

Add a Percentage Payroll Deduction. 
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Vendor Checks 

Write a Check to a Vendor 

Question: How do I write a check to a vendor? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Vendor Checks or click on the Enter Vendor 
Checks Icon and the Write Vendor Checks Screen wi ll appear. 

2. 	 Enter the general ledger account number of the Cash Account upon which the 
check will be drawn. To display a list of existing bank accounts from which you 
may choose, click on the List button. 

Note: If you only have one bank account setup in the system, that Cash Account 
will automatically appear. 

3. 	 If the default check number that the system suggests is not the number of the next 
check that you will use, enter the correct check number. Otherwise, just press the 
Enter key to accept the default check number. 

4. 	 If the check already exists, check information will be displayed on the screen. (For 
information on making changes to previously entered checks, see the topic titled : 
How Do I Change an Existing Vendor Check? For information on printing an 
existing check, see the topic titled: How Do I Print an Existing Vendor Check?) 

5. 	 Enter through the Date field (the system will default to the computer date) or 
change the date if it is incorrect. 

6. 	 Enter the Vendor ID or Look up Code for the vendor 0 whom the check is to be 
written. 

7. 	 Once you have selected a valid vendor, you may enter the check amount and 
distribution information. The distribution total must be equal to the amount of the 
check. 

8. 	 After you have entered all the check information, click on the Write Check button 
to record and print the check. 

9. 	 When the check finishes printing, a blank Write Vendor Checks Screen will be 
displayed. The previously entered cash account will be in the Cash Account Field 
and the next available check number will be in the Check Number Field. 

10. Enter the Vendor 10 or Look Up Code for the next vendor to whom you wish to 
write a check or click on the Close button to return to the Home Screen. 

Record a Manually Written Vendor Check 

Question: How do I record a manually written vendor check? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Vendor Checks or click on the Enter Vendor 
Checks Icon and the Write Vendor Checks Screen will appear. 

2. 	 Enter the general ledger account number of the cash account upon which the 
check will be drawn. To display a list of existing bank accounts from which you 
may choose, click on the List button. 

3. 	 If the default check number that the system suggests i not the number of the next 
check that you will use, enter the correct check number. Otherwise, just press the 
Enter key to accept the default check number. (continued on next page) 
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4. 	 If the check already exists, check information will be displayed on the 
screen. (For information on making changes to previously entered checks, 
see the topic titled : How Do I Change an Existing Vendor Check? For 
information on printing an existing check, see the topic titled: How Do I 
Print an Existing Vendor Check?). 

5. 	 Enter through the Date field (the system will default to the computer date) 
or change the date if it is incorrect. 

6. 	 Enter the Vendor 10 or Look up Code for the vendor to whom the check is 
to be written . 

7. 	 Once you have selected a valid vendor, you may enter the check amount 
and distribution information. The distribution total must be equal to the 
amount of the check. 

8. 	 After you have entered all the check information, enaple the Check has 
already been written manually check box and then click on the Write 
Check button to record the check. 

9. 	 After the check has been recorded, a blank Write Vendor Checks Screen 
will be displayed. The previously entered cash accol!nt will be in the Cash 
Account Field and the next available check number Will be in the Check 
Number Field. 

10. 	Enter the Vendor 10 or Look Up Code for the next vendor to whom you 
wish to write a check or click on the Close button to return to the Home 
Screen. 

Write a One-time Vendor Check Without Enterina the Vendor 

Question: How do I write a one-time vendor check without t?ntering the vendor? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Vendor Checks br click on the Enter 
Vendor Checks Icon (shown to the left) and the Write VendorChecks 
Screen will appear. 

2. 	 Enter the general ledger account number of the cash account upon which 
the check will be drawn. To display a list of existing bank accounts from 
which you may choose, click on the List button. 

3. 	 If the default check number that the system suggests !is not the number of 
the next check that you will use, enter the correct check number. 
Otherwise, just press the Enter key to accept the default check number. 

4. 	 If the check already exists, check information will be displayed on the 
screen. (For information on making changes to previously entered checks, 
see the topic titled : How Do I Change an Existing Vendor Check? For 
information on printing an existing check, see the topic titled: How Do I 
Print an EXisting Vendor Check?) 

5. 	 Click on the Temp button to the right of the Vendor II;) Field. The Enter 
Temporary Vendor Name & Address Screen will appear. 

6. 	 Enter the vendor name and address information. Click on the Ok button to 
return to the Write Vendor Checks Screen. The vendor name will be 
displayed below the Vendor 10 Field. 

7. 	 Once you have entered the vendor data, you may enter the check date, 
amount, and distributions. The distribution total must be equal to the check 
amount. 

8. 	 After you have entered all the check information, click on the Write Check 
button to record and print the check. (continued on the next page) 
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9. 	 When the check finishes printing, a blank Write Vendor Checks Screen will be 
displayed with the previously entered cash account already in the Cash Account 
Field. The next available check number will be in the Check Number Field. 

10. Enter the next temporary vendor to whom you wish to write a check or click on the 
Close button to return to the Home Screen. 

Print an Existing Vendor Check 

Question: How do I print an existing vendor check? 

Procedure: 

1. 	 Select Checks&Receipts 1-+ Write Vendor Checks or click on the Enter Vendor 
Checks Icon and the Write Vendor Checks Screen will appear. 

2. 	 Enter the general ledger account number of the cash account upon which the 
check was drawn. This must be the same account number, which was entered at 
the time the check was originally recorded. To display a list of existing bank 
accounts from which you may choose, just click on the List button. 

3. 	 Enter the number of the previously recorded check, YO 'J wish to reprint. 
4 . 	 If the check exists, check information will be displayed on the screen. 
5. 	 If this is the check that you wish to reprint, click on the Write Check button to print 

the check. 
6. 	 When the check finishes printing, a blank Write Vendor Checks Screen will be 

displayed. The previously entered cash account will be in the Cash Account Field 
and the next available check number will be in the Check Number Field. 

7. 	 Select the next previously entered vendor check you Wish to reprint or click on the 
Close button to return to the Home Screen . 

Change an Existing Vendor Check 

Question: How do I change an eXisting vendor check? 

Procedure: 

1. 	 Select Checks&Receipts 1-+ Write Vendor Checks or click on the Enter Vendor 
Checks Icon (shown to the left) and the Write Vendor Checks Screen will 
appear. 

2. 	 Enter the general ledger account number of the cash account upon which the 
check was drawn. This must be the same account number, which was entered at 
the time the check was originally recorded. To display a list of existing bank 
accounts from which you may choose, click on the List button. 

3. 	 Enter the number of the previously recorded check, which you wish to edit. 
4. 	 If the check exists, check information will be displayed on the screen. 
5. 	 To make the desired changes, click on the field(s) you wish to change and type in 

your changes. 
6. 	 If you have already printed this check and you want to reprint it, click on the Write 

Check button. If you Simply want to record the changes without reprinting the 
check, enable the Check has been already been written manually check box 
and then click on the Write Check button. 

7. 	 A blank Write Vendor Checks Screen will be displayd. The previously entered 
cash account will be in the Cash Account Field and tl e next available check 
number will be in the Check Number Field. 

8. 	 Select the next previously entered vendor check you IA ish to change or click on the 
Close button to return to the Home Screen. 
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Void a Vendor Check 


Question: How do I void a vendor check? 


Procedure: 


1. 	 Select Checks&Receipts 4 Write Vendor Checks or click on the Enter 
Vendor Checks Icon and the Write Vendor Check Screen will appear. 

2. 	 Enter the general ledger account number of the cashiaccount upon which 
the check was drawn. This must be the same account number as was 
entered at the time the check was originally recorded. 

3. 	 Enter the number of the previously recorded check that you wish to void. 
4. 	 If the check exists, check information will be displayep on the screen with 

"Active" in the Status Field. 
5. 	 Click on the Void Check button to void the check. Which will leave it on 

the system but zero (0) the distributions. 
6. 	 A blank Write Vendor Checks Screen will be displayed with the previously 

entered cash account already in the Cash Account Field. The next 
available check number will be in the Check Number Field. 

7. 	 Select the next previously entered vendor check you wish to void or click on 
the Close button to return to the Home Screen. 

Payroll Checks 

Write a Payroll Check 

Question: How do I write a payroll check? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Payroll Checks or click on the Enter 
Payroll Checks Icon and the Payroll Transaction Screen will appear. 

Note: If you have more than one Cash Account setup, when you access 
this option the Choose Cash Account for Check Printing Screen will 
appear first. Select the Cash Account upon which the checks will be drawn 
and then click on the OK button and then the Payroll Transaction Screen 
will appear. 

2. 	 Press the Enter key to skip over the Transaction Number Field. 
3. 	 If the default check number that the system suggests is not the number of 

the next check that you will use, enter the correct check number. 
Otherwise, just press Enter to accept the default check number. 

4. 	 If the check already exists, check information will be displayed on the 
screen. (For information on making changes to previ0usly entered checks, 
see the topic titled: How Do I Change an Existing Payroll Check? For 
information on printing an existing check, see the topic titled: How Do I 
Print an Existing Payroll Check?) 

5. 	 Enter the Employee 10, Look Up Code or click on the List button to 
search for the employee to which the check is to be written. 

6. 	 Enter the check date or accept the default check date. 
7. 	 You may enter a Cost Center and Unemployment S.tate if desired. 
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8. 	 If the employee has been marked as an hourly employ e with a time card , the 
system will present a Time Card Entry Screen upon approaching the Additions 
Amount Field. If this employee is receiving a standard payroll check, their check 
data will be displayed. 

9. If the Time Card Entry Screen appears, enter the necessary information. To return 
to the Payroll Transaction Screen, click on the OK Time Card button and then 
click on the Save and Return button. 

10. After returning to the Payroll Transaction Screen, you will notice that dollar 
amounts will appear in the various additions and deduations that were setup for 
this employee the system will calculate the deductions based upon the tax tables 
you assigned the employee. 

11. Enter any remaining check data that is necessary. 
12. When the payroll check is ready to be printed, click on the Write Check button. 
13. When the check finishes printing, a blank Payroll Transaction Screen will be 

displayed. The previously entered cash account will be in the Cash Account Field 
and the next available check number will be in the Check Number Field. 

14. Enter the next payroll check or click the Close button. 

Record a Manually Written Payroll Check 

Question: How do I record a manually written payroll check? 

Procedure: 

1. 	 Select Checks&Receipts 1-+ Write Payroll Checks or click on the Enter Payroll 
Checks Icon (shown to the left) and the Payroll Transaction Screen will appear. 

Note: If you have more than one Cash Account setup, when you access this 
option the Choose Cash Account for Check Printing Screen will appear first. 
Select the Cash Account upon which the checks will be drawn and then click on 
the OK button and then the Payroll Transaction Screen will appear. 

2. 	 Press the Enter key to skip over the Transaction Number Field. 
3. 	 If the default check number that the system suggests is not the number of the next 

check that you will use, enter the correct check number. Otherwise, just press 
Enter to accept the default check number. 

4. 	 If the check already exists, check information will be displayed on the screen. (For 
information on making changes to previously entered checks, see the topic titled: 
How Do I Change an Existing Payroll Check?) For Information on printing an 
existing check, see the topic titled: How Do I Print an Existing Payroll Check?) 

5. 	 Enter the Employee 10, Look Up Code or click on the List button to search for the 
employee to which the check is to be written . 

6. 	 Enter the check date or accept the default check date. 
7. 	 You may enter a Cost Center and Unemployment State if desired. 
8. 	 If the employee has been marked as an hourly employee with a time card, the 

system will present a Time Card Entry Screen upon approaching the Additions 
Amount field. If this employee is receiving a standard payroll check, their check 
data will be displayed. 

9. 	 If the Time Card Entry Screen appears, enter the necessary information. To 
return to the Payroll Transaction Screen, click on the OK Time Card button and 
then click on the Save and Return button. 

9. 	 After returning to the Payroll Transaction Screen, you will notice that dollar 
amounts will appear in the various additions and deductions that were setup for 
this employee the system will calculate the deductions based upon the tax tables 
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you assigned the employee. 
11. Enter any remaining check data that is necessary. 
12. When the payroll check is ready to be recorded, enable the Check has 

already been written manually check box and then ,click on the Write 
Check button. 

13. When the check finishes printing, a blank Payroll Transaction Screen will 
be displayed. The previously entered cash account will be in the Cash 
Account Field and the next available check number ,will be in the Check 
Number Field. 

14. Enter the next manually written payroll check or click 'the Close button to 
return to the Home Screen. 

Print an Existing Payroll Check 

Question: How do I print an existing payroll check? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Payroll Checks or click on the Enter 
Payroll Checks Icon (shown to the left) and the Payroll Transaction 
Screen will appear. 

Note: If you have more than one Cash Account setup, when you access 
this option the Choose Cash Account for Check Printing Screen will 
appear first. Select the Cash Account upon which the checks will be drawn 
and then click on the OK button and then the Payroll Transaction Screen 
will appear. 

2. 	 To Access a Check - In order to access a check that has been previously 
entered into the system, you have to click on the LIST button next to the 
transaction number in the upper left portion of the screen. When you do 
this a screen similar to the follow will appear: 

~ 

~ 


General IEmployee I 

'=sQkay I , ~ancel 
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It will display the checks that have been entered in the current period. If there are a small 
number of checks, you may find the check on the screen, click on it and this will access it. 
If you have a large number of checks, it might be helpful to click on the employee TAB. If 
you do this you will be able to select to see only the checks for that employee. You may 
also select any date range that you wish to view when you select an employee. Once you 
have displayed the check you wish to work with, then you should click on it to access it. 

3. 	 If this is the check you wish to print, click on the Write Check button to reprint the check. 
4. 	 When the check finishes printing, a blank Payroll Transaction Screen will be displayed. 

The previously entered cash account will be in the Cash Account Field and the next 
available check number will be in the Check Number Field. 

5. 	 Select the next check to reprint accessing it as per step 2 or c ick on the Close button to 
return to the Home Screen. 

Change an Existing Payroll Check 

Question: How do I change an existing payroll check? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Payroll Checks or click on the Enter Payroll Checks 
Icon (shown to the left) and the Payroll Transaction Screen will appear. 

Note: If you have more than one Cash Account setup, when you access this option the 
Choose Cash Account for Check Printing Screen will appear first. Select the Cash 
Account upon which the checks will be drawn and then click on the OK button and then 
the Payroll Transaction Screen will appear. 

2. 	 To Access a Check - In order to access a check that has bean previously entered into the 
system, you have to click on the LIST button next to the transaction number in the upper 
left portion of the screen . When you do this a screen similar to the follow will appear: 

General IEmployee I 

Click header column tor sequence 

I Qkay I I .cancel 1 

It will display the checks that have been entered in the current period. If there are a small 
number of checks, you may find the check on the screen, click on it and this will access it. 
If you have a large number of checks, it might be helpful to click on the employee TAB. If 
you do this you will be able to select to see only the checks far that employee. You may 
also select any date range that you wish to view when you select an employee. 
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Once you have displayed the check you wish to work with, then you should click on 
it to access it. 

3. 	 If this is the check you wish to change, make the necessary changes and enable 
the Check has already been written manually check box and then click on the 
Write Check button. 

4. 	 When the check is recorded, a blank Payroll Transaction Screen will be 
displayed. The previously entered cash account will be in the Cash Account Field 
and the next available check number will be in the Check Number Field. 

5. 	 Select the next check to change or click on the Close button to return to the Home 
Screen. 

Void a Payroll Check 

Question: How do I void a payroll check? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Payroll Checks or click ~m the Enter Payroll 
Checks Icon and the Payroll Transaction Screen will appear. 

Note: If you have more than one Cash Account setup, when you access this 
option the Choose Cash Account for Check Printing Screen will appear first. 
Select the Cash Account upon which the checks will be drawn and then click on 
the OK button and then the Payroll Transaction Screen will appear. 

2. 	 To Access a Check - In order to access a check that has been previously entered 
into the system, you have to click on the LIST button next to the transaction 
number in the upper left portion of the screen. When you do this a screen similar 
to the follow will appear: 

General IEmployee I 

Click header column for sequence . 

.cancel I 

It will display the checks that have been entered in the current period. If there are 
a small number of checks, you may find the check on the screen, click on it and 
this will access it. If you have a farge number of checks, it might be helpful to click 
on the employee TAB. If you do this you will be able to select to see only the 
checks for that employee. You may also select any date range that you wish to 
view when you select an employee. 
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Once you have displayed the check you wish to work with, then you should click on it to 
access it. 

3. 	 If this is the check you wish to void, click on the Void Check button to record the check as 
a voided check. Which will leave it on the system but zero (0) the distributions. 

4. 	 When the check is voided, a blank Payroll Transaction Screen will be displayed. The 
previously entered cash account will be in the Cash Account Field and the next available 
check number will be in the Check Number Field. 

5. 	 Select the next check to void or click on the Close button to return to the Home Screen. 

Remove a Payroll Check 

Question: How do I remove a payroll check? 

Procedure: 

1. 	 Select Checks&Receipts 4 Write Payroll Checks or click on the Enter Payroll Checks 
Icon (shown to the left) and the Payroll Transaction Screen will appear. 

Note: If you have more than one Cash Account setup, when you access this option the 
Choose Cash Account for Check Printing Screen will appear first. Select the Cash 
Account upon which the checks will be drawn and then click on the OK button and then 
the Payroll Transaction Screen will appear. 

2. 	 To Access a Check - In order to access a check that has been previously entered into the 
system, you have to click on the LIST button next to the transaction number in the upper 
left portion of the screen. When you do this a screen similar to the follow will appear: 

... SpIce 1 P.lyroll Check 	 i-1191® 
General IEmployee 1 

Click header column for sequence . 

Qkay II I ~ancel II 

It will display the checks that have been entered in the current period. If there are a small 
number of checks, you may find the check on the screen, clic on it and this will access it. 
If you have a large number of checks, it might be helpful to click on the employee TAB. If 
you do this you will be able to select to see only the checks f()( that employee. You may 
also select any date range that you wish to view when you se ect an employee. Once you 
have displayed the check you wish to work with, then you shou ld click on it to access it. 

3. 	 If this is the check you wish to remove, click on the Remove utton to completely remove 
any reference to the check from the system. 
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4. 	 When the check is removed, a blank Payroll Transaction Screen will be 
displayed. The previously entered cash account will IDe in the Cash 
Account Field and the next available check number \Nill be in the Check 
Number Field. 

5. 	 Select the next check to remove or click on the Close button to return to 
the Home Screen. 

Deposits & Other Bank Charges 

Record a Deposit Slip and Print Deposit Slip 

Question: How do I record deposit and print a deposit slip? 

Procedure: 

1. 	 Select Checks&Receipts 4 Receipts or click on the Process Receipts 
Icon and the Deposit/Charge/Mise Entry Screen will appear. 

2. 	 Click on the Deposit radio button under the Type seqtioll of the screen to 
indicate that you are entering a deposit. 

• 
3. Enter the general ledger account number of the Cash Account to which you 

wish to apply the deposit. To display a list of existing .bank accounts from 
which you may choose, just click on the List button. 

4. 	 Enter through the Journal Code Field unless the code is incorrect. 
5. 	 A description of the transaction may be entered if desired. 
6. Enter through the Date Field unless the date is incorrect. 
7. 	 Enter the total amount of the deposit in the Amount Field. 
8. 	 Enter the desired Account Number, Description and Amount for each 

deposit item in the Distribution section of the screen. The total amount of 
the deposit must balance with the total of the individual deposit items. You 
are limited to 19 items. (Total number of item lines onithe deposit slips) 

9. 	 After you have entered all deposit information, click on the Ok button to 
record the deposit or click on the Print Deposit Slip button to print a 
deposit slip and record the deposit. (You may order deposit slip stock, 
which is acceptable at most banks, from PC Software Accounting.) 

10. A blank Deposits/Charges/Mise Entry Screen will be displayed and you 
may enter the next transaction or click on the Close button to return to the 
Home Screen. 

Enter Multiple Distributions for Deposit Checks 

Question: How do I record checks with multiple distributions? 

Procedure: 

1. 	 Complete steps 1 to 7 above for "Creating a Deposit!Slip". 
2. 	 After keying in the first account number for the deposit check you are 

recording, the cursor will be in the Description Field , 
3. 	 Enter the name of the "Payer" in the Description Field. 
4. 	 Now enter the amount that you want to distribute to th,is account number. 
5. 	 The cursor will now be in the Account Field, where you should enter the 

second account number. 
6. 	 With the cursor in the Description Field, enter a "," (period) and the system 

will expand the description field to display the payer's hame once for as any 
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accounts and amounts you enter for that one payer's check. 
7. 	 To enter a new check for deposit, just key in a new payer name in the Description Field. 
8. 	 The system will only allow you to enter up to 19 line items. 
9. 	 To complete the deposit slip, complete steps 9 & 10 above for "Creating a Deposit Slip". 

Print "Coin" and "Currency" Amounts on a Deposit Slip 

Question: How do I get "Coin" and "Currency" amounts on a deposit slip? 

Procedure: 

1. 	 Complete the top section of the deposits screen, down to but not including the first 
distribution field, as would be done for any other deposit. 

2. 	 Enter a dollar sign ("$") into the first Distribution Description field . 
3. 	 In the distribution window, which appears, enter the accounts and amounts for distribution 

of the currency which you are depositing . 
4. 	 In the second Distribution Description field, enter "COIN" in the Distribution Description 

field and press. 
5. 	 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 third Distribution Description field. 

6. 	 Enter descriptions and amounts for any checks, which you ar depositing. 
7. 	 When you have recorded all deposit information, click on the OK button to record the 

deposit without printing or click on the Print Deposit Slip button to record and print the 
deposit. 

8. 	 A blank Deposits screen will be displayed. Enter the next deposit, or click on the Close 
button press to return to the Home Screen. 

Print an Existing Deposit 

Question: How do I print an eXisting deposit? 

Procedure: 

1. 	 Select Checks&Receipts L...+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the deposit you want to recall or click on the List button 

and select the deposit from the drop-down list. 
4. 	 Once the desired sequence number is entered the system wi ll recall the deposit 


information. 

5. 	 If this is the deposit that you wish to reprint, click on the Print Deposit Slip button to print 

the deposit slip. (You may order deposit slip stock, which is acceptable at most banks, 
from PC Software Accounting.) 

6. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you may enter the 
next transaction or click on the Close button to return to the Home Screen . 
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Change an Existing Deposit 

Question: How do I change an existing deposit? 

Procedure: 

1. 	 Select Checks&Receipts ~ Receipts or click on the Process Receipts 
Icon (shown to the left) and the Deposit/Charge/Misc Entry Screen will 
appear 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the deposit you want to change or click on 

the List button and select the deposit from the drop-down list. 

• 
4. Once the desired sequence number is entered the system will recall the 

deposit information . 
5. 	 If this is the correct deposit, click on the field(s) that you wish to change and 

make the necessary corrections. 
6. 	 After all corrections have been made, click on the Print Deposit Slip button 

to print and record the deposit slip or click on the OK button to record but 
not print the deposit. (You may order deposit slip stock, which is 
acceptable at most banks, from PC Software Accounting.) 

7. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you 
may enter the next transaction or click on the Close button to return to the 
Home Screen. 

Delete a Deposit 

Question: How do I delete a deposit? 

Procedure: 

1. 	 Select Checks&Receipts ~ Receipts or click on the Process Receipts 
Icon (shown to the left) and the Deposit/Charge/Misc Entry Screen will 
appear 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the deposit you want to delete or click on the 

List button and select the deposit from the drop-down list. 
4. 	 Once the desired sequence number is entered the sy~tem will recall the 

deposit information. 
5. 	 If this is the correct deposit, click on the Delete button to delete any 

reference to the deposit from the system. 
6. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you 

may enter the next transaction or click on the Close button to return to the 
Home Screen. 
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Record a Bank Service Charge 

Question: How do I record a bank service charge? 

Procedure: 

1. 	 Select Checks&Receipts L-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Mise Entry Screen will appear 

2. 	 Enable the Service Charge radio button under the Type section of the screen to indicate 
that you are entering a service charge. 

3. 	 Enter the general ledger account number of the Cash Accoun~ to which you wish to apply 
the service charge. To display a list of existing bank accounts from which you may 
choose, just click on the List button. 

4. 	 Enter through the Journal Code Field unless the code is incorrect. 
5. 	 A description of the transaction may be entered if desired. 
6. 	 Enter through the Date Field unless the date is incorrect. 
7. 	 Enter the total amount of the service charge in the Amount Field. 
8. 	 Enter the desired Account Number, Description and Amount for each service charge 

item in the Distribution section of the screen. The total amount of the service charge 
must balance with the total of the individual service charge items. 

9. 	 After you have entered all service charge information, click on the OK button to record the 
service charge. 

10. A blank Deposits/Charges/Mise Entry Screen will be displa ed and you may enter the 
next transaction or click on the Close button to return to the Home Screen. 

Change an Existing Service Charge 

Question: How do I change an existing service charge? 

Procedure: 

1. 	 Select Checks&Receipts L-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Mise Entry Screen will appear 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the service charge you want to change or click on the List 

button and select the sequence number from the drop-down list. 
4. 	 Once the desired sequence number is entered the system wi ll recall the service charge 

information. 
5. 	 If this is the correct service charge, move the cursor to the field(s) that you wish to change 

and make the necessary corrections. 
6. 	 After all corrections have been made, click on the OK button to record the changes to the 

service charge record. 
7. 	 A blank Deposits/Charges/Mise Entry Screen will be displayed and you may enter the 

next transaction or click on the Close button to return to the Home Screen. 
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Delete a Service Charge 

Question: How do I delete a service charge? 

Procedure: ,. 


• 


1. 	 Select Checks&Receipts 4 Receipts or click on the Process Receipts 
Icon (shown to the left) and the Deposit/Charge/Misc Entry Screen will 
appear. 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the service charge you want to delete or 

click on the List button and select the sequence number from the drop­
down list. 

4. 	 Once the desired sequence number is entered the sy~tem will recall the 
service charge information. 

5. 	 If this is the correct service charge, click on the Delete button to delete any 
reference to the service charge from the system. 

6. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you 
may enter the next transaction or click on the Close button to return to the 
Home Screen. 

Record Interest Earnings on a Bank Account 

Question: How do I record interest earnings on a bank account? 

Procedure: 

1. 	 Select Checks&Receipts 4 Receipts or click on the Process Receipts 
Icon (shown to the left) and the Deposit/Charge/Misc Entry Screen will 
appear. 

2. 	 Enable the Interest radio button under the Type secti,on of the screen to 
indicate that you are entering interest earnings. 

3. 	 Enter the general ledger account number of the Cash,Account to which you 
wish to apply the interest earnings. To display a list of existing bank 
accounts from which you may choose, just click on the List button. 

4. 	 Enter through the Journal Code Field unless the code is incorrect. 
5. 	 A description of the transaction may be entered if desired. 
6. 	 Enter through the Date Field unless the date is incorrect. 
7. 	 Enter the total amount of the interest earnings in the Amount Field. 
8. 	 Enter the desired Account Number, Description and Amount of each 

interest earnings item in the Distribution section of the screen. The total 
amount of the interest earnings must balance with the total of the individual 
interest earnings items. 

9. 	 After you have entered all interest earnings information, click on the OK 
button to record the interest earnings. 

10. A blank Deposits/Charges/Misc Entry Screen will be displayed and you 
may enter the next transaction or click on the Close button to return to the 
Home Screen. 
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Change an Existing Interest Transaction 

Question: How do I change an existing interest transaction? 

Procedure: 

• 1. Select Checks&Receipts 1-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the interest earnings you want to change or click on the 

List button and select the sequence number from the drop-down list. 
4. 	 Once the desired sequence number is entered the system will recall the interest earnings 

information. 
5. 	 If this is the correct interest earning transaction, move the cursor to the fields that you wish 

to change and make the necessary corrections. 
6. 	 After all corrections have been made, click on the OK button to record the changes to the 

interest earnings record. 
7. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you may enter the 

next transaction or click on the Close button to return to the Home Screen . 

Delete an Interest Transaction 

Question: How do I delete an interest transaction? 

Procedure: 

1. 	 Select Checks&Receipts 1-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Misc Entry Screen will appear 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the interest earnings you want 0 delete or click on the List 

button and select the sequence number from the drop-down Ii t. 
4. 	 Once the desired sequence number is entered the system wil recall the interest earnings 

information. 
5. 	 If this is the correct interest transaction, click on the Delete button to delete any reference 

to the interest earnings transaction from the system. 
6. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you may enter the 

next transaction or click on the Close button to return to the Home Screen . 

Record an Insufficient Funds Charge 

Question: How do I record an insufficient funds charge? 

Procedure: 

1. 	 Select Checks&Receipts 1-+ Receipts or click on the Process Receipts Icon and the 
Deposit/Charge/Misc Entry Screen will appear 

2. 	 Enable the Return Fee radio button under the Type section of the screen to indicate that 
you are entering an insufficient funds charge. 

3. 	 Enter the general ledger account number of the Cash Account to which you wish to apply 
an insufficient funds charge. To display a list of existing bank accounts from which you 
may choose, just click on the List button. 

4. 	 Enter through the Journal Code Field unless the code is incorrect. 
5. 	 A description of the transaction may be entered if desired. 
6. 	 Enter through the Date Field unless the date is incorrect. 
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7. 	 Enter the total amount of the insufficient funds charge in the Amount Field. 
8. 	 Enter the desired Account Number, Description and Amount for each 

insufficient funds charge item in the Distribution section of the screen. 
9. 	 The total amount of the insufficient funds charge must balance with the total 

of the individual insufficient funds charge items. 
10. After you have entered all the insufficient funds charge information, click on 

the OK button to record the insufficient funds charge. 
11. A blank Deposits/Charges/Misc Entry Screen will be displayed and you 

may enter the next transaction or click on the Close button to return to the 
Home Screen . 

Change an Existing Insufficient Funds Charge 

Question: How do I change an existing insufficient funds charge? 

Procedure: 

• 1 . Select Checks&Receipts l-+ Receipts or click on the Process Receipts 
Icon (shown to the left) and the Deposit/Charge/Misc Entry Screen will 
appear. 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the insufficient funds charge you want to 

chnage or click on the List button and select the sequence number from 
the drop-down list. 

4. 	 Once the desired sequence number is entered the system will recall the 
insufficient funds charge information. 

5. 	 If this is the correct transaction, move the cursor to the field(s) that you wish 
to change and make the necessary corrections. 

6. 	 After all corrections have been made, click on the OK button to record the 
changes to the insufficient funds charge. 

7. 	 A blank Deposits/charges/misc Entry Screen will be displayed and you 
may enter the next transaction or click on the Close button to return to the 
Home Screen. 

Delete an Insufficient Funds Charge 

Question: How do I delete an insufficient funds charge? 

Procedure: 

1. 	 Select Checks&Receipts l-+ Receipts or click on the Process Receipts 
Icon and the Deposit/Charge/Misc Entry Screen will appear 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the insufficient funds charge you want to 

delete or click on the LIST button and select the sequence number from the 
drop-down list. 

4. 	 Once the desired sequence number is entered the system will recall the 
insufficient funds charge information. 

5. 	 Click on the Delete button to delete any reference to the insufficient funds 
charge from the system . 

6. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you 
may enter the next transaction or click on the Close button to return to the 
Home Screen. 
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Record a Charge for Purchased Checks 

Question: How do I record a charge for purchased checks? 

Procedure: 

1. 	 Select Checks&Receipts L-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. 	 Enable the Purchase Checks radio button under the Type section of the screen to 
indicate that you are entering a purchase checks charge. 

3. 	 Enter the general ledger account number of the Cash Account to which you wish to apply 
the purchase checks charge. To display a list of existing bank accounts from which you 
may choose, just click on the List button. 

4. 	 Enter through the Journal Code Field unless the code is incorrect. 
5. 	 A description of the transaction may be entered if desired. 
6. 	 Enter through the Date Field unless the date is incorrect. 
7. 	 Enter the total amount of the purchase checks charge in the Amount Field. 
8. 	 Enter the desired Account Number, Description and Amount for each purchase checks 

charge item in the Distribution section of the screen. The total amount of the purchase 
checks charge must balance with the total of the individual purchase checks charge items. 

9. 	 After you have entered all the purchase checks charge information, click on the OK button 
to record the purchase checks charge. 

10. A blank Deposits/Charges/Misc Entry Screen will be displayed and you may enter the 
next transaction or click the Close button to end. 

Change an Existing Charge for Purchased Checks 

Question: How do I change an existing charge for purchased checks? 

Procedure: 

1. 	 Select Checks&Receipts L-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Misc Entry Screen will appear 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the purchase checks charge you want to chnage or click on 

the List button and select the sequence number from the drop-down list. 
4. 	 Once the desired sequence number is entered the system wil recall the purchase checks 

charge information. 
5. 	 If this is the correct purchase check charge transaction, move the cursor to the field(s) that 

you wish to change and make the necessary corrections. 
6. 	 After all corrections have been made, click on the OK button to record the changes to the 

purchase checks charge. 
7. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you may enter the 

next transaction or click on the Close button and return to the Home Screen. 
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Delete a Charge for Purchased Checks 

Question: How do I delete a charge for purchased checks? 

Procedure: 

• 1. Select Checks&Receipts L-+ Receipts or click on the Process Receipts Icon 
(shown to the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the purchase checks charge you want to delete or 

click on the List button and select the sequence number from the drop-down list. 
4. 	 Once the desired sequence number is entered the system will recall the purchase 

checks charge information. 
5. 	 If this is the correct transaction, click on the Delete button to delete any reference 

to the purchase checks charge from the system. 
6. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you may 

enter the next transaction or click on the Close button to return to the Home 
Screen. 

Transfer Money between Banks without Writing a Check 

Question: How do I transfer money between banks without writing a check? 

Procedure: 

1. 	 Select Checks&Receipts L-+ Receipts or click on the Process Receipts Icon 
(shown to the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. 	 Enable the Transfer radio button under the Type section of the screen to indicate 
that you are entering a bank transfer. 

3. 	 Enter the general ledger account number of the Cash Account to which you wish to 
apply the bank transfer. To display a list of existing bank accounts from which you 
may choose, just click on the List button. 

4. 	 Enter through the Journal Code Field unless the code is incorrect. 
5. 	 A description of the transaction may be entered if desired . 
6. 	 Enter through the Date Field unless the date is incorrect. 
7. 	 Enter the total amount of the bank transfer in the Amount Field. It should be noted 

that this entry will reduce the bank account balance or it is a credit entry to the 
bank account. 

8. 	 Enter the desired Account Number, Description and Amount for each bank 
transfer item in the distribution section of the screen . The total amount of the bank 
transfer must balance with the total of the individual bank transfer items. It should 
be noted that this entry or entries will increase the bank account balance or it is a 
debit entry to the bank account. 

9. 	 After you have entered all the bank transfer information, click on the OK button to 
record the bank transfer. 

10. A blank Deposits/Charges/Misc Entry Screen will be displayed and you may 
enter the next transaction or click on the Close button to return to the Home 
Screen. 
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Make Changes to a Previously Entered Bank Transfer 

Question: How do I make changes to a previously entered bank transfer? 

Procedure: 

1. Select Checks&Receipts l-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. 	 Enable the Update Entry radio button and the Sequence Field will appear. 
3. 	 Enter the sequence number of the bank transfer you want to change or click on the List 

button and select the sequence number from the drop-down list. 
4. 	 Once the desired sequence number is entered the system will recall the bank transfer 

information. 
5. 	 If this is the correct bank transfer, move the cursor to the field(s) that you wish to change 

and make the necessary corrections. 
6. 	 After all corrections have been made, click on the OK button to record the changes to the 

bank transfer. 
7. 	 A blank Deposits/Charges/Misc Entry Screen will be displa ed and you may enter the 

next transaction or click on the Close button to return to the Home Screen. 

Delete a Bank Transfer 

Question: How do I delete a bank transfer? 

Procedure: 

• 1. Select Checks&Receipts l-+ Receipts or click on the Process Receipts Icon (shown to 
the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. Enable the Update Entry radio button and the Sequence Field will appear. 
3. Enter the sequence number of the bank transfer you want to delete or click on the List 

button and select the sequence number from the drop- down list. 
4. 	 Once the desired sequence number is entered the system wi ll recall the bank transfer 

information . 
5. 	 If this is the correct bank transfer, click on the Delete button to delete any reference to the 

bank transfer from the system. 
6. 	 A blank Deposits/Charges/Misc Entry Screen will be displayed and you may enter the 

next transaction or click on the Close button to return to the Home Screen . 
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Credit Card Accounts 

Set up a Credit Card Account 

Question: How do I set up a credit card account? 

Procedure: 

1. 	 Select Setup t....t Account t....t Chart of Accounts or click on the Chart of 
Accounts Maintenance Icon (shown to the left) and the Chart of 
Accounts Maintenance Screen will appear. 

2. 	 Enter the Account Number and Description for the credit card account to 
be setup. Since this is a liability account, the first digit of the account 
number will normally be "2". 

3. 	 The Type should be Liabilities. 
4. 	 When you have entered this data, click on the OK button to record the new 

account. Click on the Close button to return to the Home Screen . 
5. 	 Select Setup/Account/Cash Accounts and the Cash Accounts Screen 

will appear. 
6. 	 You will note that there are five screen tabs available and that you should 

be on the Recon, Etc TAB. 
7. 	 The cursor should be flashing in the Cash Account Field. Enter the same 

account number that you entered in Step 2 above or click on the List button 
and select the account number from the drop-down list. 

8. 	 Select the journal codes for the new account. The codes should be 
different from the codes of any existing bank accounts. 

9. 	 Click on the OK button to record the new credit card account, then click on 
the Close button to return to the Home Screen. 

10. Select SetupNendors. Enter a vendor record for the credit card company 
for which you will be recording transactions. The topic Add a Vendor will 
provide more information on entering vendors. 
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Record Credit Card Transactions 

Question: How do I record credit card transactions? 

Procedure: 

1. 	 If you have not yet set up a credit card account, go to the topic: Set up a Credit Card 
Account before continuing. 

2. 	 Select Checks&Receipts l-+ Write Vendor Checks or click on the Enter Vendor Checks 
Icon (shown to the left) and the Write Vendors Checks Screen will appear. 

3. 	 In the Cash Account Field, enter the general ledger account number of the Credit Card 
Account upon which the charges were made. 

4. 	 In the Check Number Field, enter a sequence number for the credit card transactions 
that you wish to record. It is generally best to use the default ·'/alue. 

5. 	 If the transaction already exists, charge information will be displayed on the screen. (For 
information on making changes to previously entered transactions, see the topic titled: 
How Do I Change a Previously Entered Credit Card Transactions?) 

6. 	 Enter the Vendor 10, Look Up Code or click on the List button to select the credit card 
company, which issued the card from the drop-down list. 

7. 	 Once you have selected a valid vendor, you may enter the Check Date, Check Amount, 
and Distribution information. The distribution total must be equal to the amount of the 
check. You may enter each charge item on the credit card statement as a distribution 
item. 

8. 	 When you are finished entering the distributions click on the OK button to record the credit 
card statement transactions. 

9. 	 A blank Write Vendor Check Screen will be displayed with the previously entered credit 
card account already in the Cash Account Field. The next a lailable transaction number 
will be in the Check Number Field. 

10. If you have no other credit card transactions to enter, click on the Close button to return to 
the Home Screen. 

Note: This procedure will usually be used when the credit ca 'd is not being paid off in 
total and you are carrying a balance on your credit card. When making your payment to 
the credit card company, you would make your check paymer t distribution to the account 
of the credit card. 

If you are paying off the credit card in total, you would record the credit card distribution 
transactions in the check you are writing to the credit card company through the normal 
cash account. 
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Change Previously Entered Credit Card Transactions 

Question: How do I change previously entered credit card transactions? 

Procedure: 

1. 	 Select Checks&Receipts ~ Write Vendor Checks or click on the Enter Vendor 
Checks Icon and the Write Vendor Checks Screen will appear. 

2. 	 Enter the general ledger account number of the Cash Account upon which the 
credit card transaction was recorded. This must be the same account number, 
which was entered at the time the transaction was originally recorded . To display a 
list of existing bank accounts from which you may choose, click on the List button. 

3. 	 Enter the number of the previously recorded transaction, which you wish to edit or 
click on the List button and select the transaction from the drop-down list. 

4. 	 To make the desired changes, click on the field(s) you wish to change and type in 
your changes. 

5. 	 To record the changes, enable the Check has already been written manually 
check box and then on the Write Check button .. 

6. 	 A blank Write Vendor Checks Screen will be displayed with the previously 

entered credit card account already in the Cash Account Field. The next 

available sequence number will be in the Check Number Field . 


7. 	 If you have no other credit card transaction changes to enter, click on the Close 
button to return to the Home Screen. 

Record Credit Card Interest Charges 

Question: How do I record credit card interest charges? 

Procedure: 

1. 	 Select Checks&Reeeipts ~ Receipts or click on the Process Receipts Icon 
(shown to the left) and the Deposit/Charge/Misc Entry Screen will appear. 

2. 	 Enable the Service Charge radio button under the Type section of the screen to 
indicate that you are entering a service charge. 

3. 	 Enter the general ledger account number of the credit card account (Cash 
Account) you wish to apply this interest charge to. To display a list of existing bank 
accounts from which you may choose, just click on the List button. 

4. 	 Enter through the Journal Code Field unless the code is incorrect. 
5. 	 A description of the transaction may be entered if desired. 
6. 	 Enter through the Date Field unless the date is incorrect. 
7. 	 Enter the total amount of the interest charge in the Amount Field. 
8. 	 Enter the desired Account Number, Description and Amount for each interest 

charge item in the Distribution section of the screen. The total amount of the 
interest charge must balance with the total of the individual interest charge items. 

9. 	 After you have entered all interest charge information, click on the OK button to 
record the service charge. 

10. A blank Deposits/Charges/Mise Entry Screen will be displayed and you may 
enter the next transaction or click Close to return to the Home Screen. 
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Bank Accounts 

Add a Bank Account 

Question: How do I add a bank account? 

Procedure: 

1. 	 Select Setup 1-+ Account 1-+ Chart of Accounts or click on the Chart of 
:A 

Accounts Maintenance Icon (shown to the left) and the Chart of Accounts 
Maintenance screen will appear. 

2. 	 Enter the Account Number and Description for the bank account to be set up . 
Since this is an asset account, the first digit of the account number will normally be 
"1". 

3. 	 The Type should be Assets. 
4. 	 When you have entered this data, click on the OK button to record the new 

account. Click on the Close button to return to the Home Screen. 
5. 	 Click Setup/Account/Cash Accounts and the Cash Accounts Screen will 

appear. 
6. 	 You will note that there are five screen tabs available to you and that you are on 

the Recon, Etc TAB. 
7. 	 The cursor should be flashing in the Cash Account F"eld. Enter the same 

account number that you entered in Step 2 above or click on the List button and 
select the account number from the drop-down list. 

8. 	 Select the Journal Codes for the new account. The codes should be different 
from the codes of any existing bank accounts. 

9. 	 Click on the OK button to record the new bank account, then click on the Close 
button to return to the Home Screen. 

Bank Reconciliation 

Reconcile the Checkbook 

Question: How do I reconcile my checkbook? 

Procedure: 

1. 	 Select Reports 1-+ Bank Reconciliation and the Bank Reconciliation Screen will 
appear. 

2. 	Select the Journal Code for the check side of the bank account. Once you have 
selected the Journa/ Code, a list of unreconciled checks will be displayed on the 
screen. 

3. 	 In the field labeled End of Period Bank Balance, enter the ending bank balance 
on the statement received from your bank. 

4. 	 Clicking on the Cleared Field to the right of each check will place an "X" next to 
each item, indicating that it has cleared or appears on the bank statement. 

5. 	 Items that have not cleared the bank should be left unmarked, indicating that they 
are outstanding checks. 

6. 	 When you have checked off all of the checks items from the bank statement, the 
deposit and charges items still need to be reconciled. We do this by selecting the 
Journal Code used to record the deposits and charges. 

7. 	 Mark all items that appear on the bank statement. 
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8. Once all items have been reconciled, click on the View or Print 
Reconciliation Report button to review the report and insure that you have 
correctly reconciled the bank account. 

9. 	 If you are satisfied with the report click on the Ok button to record your 
reconciliation. 

10. A blank Bank Reconciliation Screen will display. You can reconcile 
another bank account or click on the Close button and return to the Home 
Screen. 

Note: As you can see this is a two part process . You have to reconcile 
both the Distribution and Receipts Journals to achieve a true bank 
reconciliation. 

Fix Incorrect Check Numbers 

Renumber a Single Check or Group of Checks 

Question: How do I renumber a single check or group of checks? 

Procedure: 

1. 	 You should backup your Computer Checkbook data files before 
renumbering a single check or group of checks . Place a formatted diskette 
in the diskette drive, which you normally use with Computer Checkbook. 
(Please refer to the topic: Backup Computer Checkbook Data for 
information on how to back up your Computer Checkbook data files .) 

2. 	 Select Checks&Receipts 4 Fix Check Numbers and the Fix Check 
Numbers Screen will appear. 

3. 	 The cursor will be positioned in the Check Numbers Field, indicating the 
system wants you to enter the beginning check number you want to 
renumber. Enter the check number and press the Enter key to proceed to 
the first Through Field . 

4. 	 The first Through Field is where you would enter the last check number to 
be renumbered. In the case of a single check, the first check number and 
last check number will be the same. 

5. 	 In the For Cash Account Field enter the bank account number for the 
account these checks were drawn upon. 

6. 	 In the Should Be Numbered Field enter the beginning check number for 
the actual checks that were written. 

7. 	 The second Through Field is a grayed out field (indicating that you do not 
have access to that field) and it will display the ending check number that 
will exist once the check numbers are renumbered . 

8. 	 After all the renumbering information has been entered, click on the OK 
button to renumber your checks. 

9. 	 Click on the Close button to return to the Home Screen. 
10. To verify that the renumbering was done correctly, click on Reports 4 File 

Listing 4 Ledger Transactions and view or print one of the reports. 
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II 

Correct an Incorrect Bank Balance 

Question: How do I correct an incorrect bank balance? 

Procedure: 

1. 	 It is best to find the source of the error and correct the transaction(s), which caused 
the bank balance to be incorrect. In the event that this is not possible, you may 
adjust the bank balances manually. You may wish to consult with your accountant 
before manually adjusting a bank balance. 

2. 	 The idea is to open up a Reporting Period prior to the one you are work in or the 
last period that was transferred to the accountant or general ledger. Then make a 
journal entry to record an adjustment so the beginning bank balance for the period 
will be correct. By selecting this method, the adjusting entry will not be transferred 
to the general ledger. 

3. 	 To open up a prior reporting period, select Setup L-+ Date L-+Current Reporting 
Period or click on the Current Reporting Period Icon and the Select Reporting 
Period screen will appear. Select the prior period you want to open then click on 
the OK button to accept the period and return to the Home Screen. 

4. 	 To make the adjusting entry, select Check&Receipts 4 Receipts or click on the 
Process Receipts Icon (shown to the left) and the Deposit/Charge/Mise Entry 
screen will appear. 

5. 	 Enable the Mise radio button, under the Type section of the screen, to indicate that 
you want to enter a miscellaneous charge. 

6. 	 Enter the general ledger account number of the Cash Account to which you wish to 
make the adjustment. To display a list of existing bank accounts from which you 
may choose, click on the List button. 

7. 	 Enter through the Journal Code Field unless the code is incorrect. 
8. 	 A description of the transaction may be entered. 
9. 	 Enter through the Date Field unless the date is incorrect. 
10. Enter the amount of the adjustment in the Amount Fi Id. If the adjustment 

reduces the bank balance or is a credit entry, enter a minus(-) before or after the 
dollar amount. 

11. Enter the desired offset Account Number, Description and Amount for this 
adjustment. The account number can be most any account number except a bank 
account number. 

Note: If the bank account amount entered as a minus(-) number, then the entry in 
the Distribution Amount Field must also be a minus(-) number. 

12. Once the adjusting entry has been made, click on the OK button to record the 
adjustment and then click on the Close button to retur to the Home Screen. 
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Data Backup 


Copy Data to Diskette for My Accountant 

Question: How do I copy data to diskette for my accountant? 

• 

Procedure: 


1. 	 Make sure the company you want to backup is the active company. 
2. 	 Insert a formatted diskette into drive A. 
3. 	 Select File L.-+ Copy L.-+ Copy Client(Simple) or click on the Copy Client 

Icon (shown to the left) and the Copy Client Data(Simple) screen will 
appear. 

4. 	 Ensure that the Zip to A: radio button is enabled . 
5. 	 Click on the OK button and the system will compress your active 

company's data files to a zipped file and copy that fil e to the diskette in 
drive A. The system will also return to the Home Screen. 

Copy Data from a Diskette(s) Supplied by My Accountant 

Question: How do I copy data from a diskette(s) supplied by my accountant? 

Procedure: 

1. 	 Insert the diskette from the accountant into drive A. 

• 
2. Select File L.-+ Copy L.-+ Copy Client(Simple» or click on the Copy Client 

Icon (shown to the left) and the Copy Client Data(Simple) screen will 
appear. 

3. 	 Ensure that the UnZip from A: radio button is enabled . 
4. 	 Click on the OK button and the system will take the zipped data file from 

the diskette, uncompress the data files and copy that file to the hard drive. 
5. 	 The system will return you to the Home Screen and automatically make the 

company you just copied onto the hard drive the active company. 

Back up Computer Checkbook Data 

Question: How do I backup my Computer Checkbook data? 

Procedure: 

1. 	 Make sure the company you want to backup is the active company. 
2. 	 Insert a formatted diskette into drive A. 
3. 	 Select File L.-+ Copy L.-+ Copy Client(Simple) or click on the Copy Client 

Icon and the Copy Client Data(Simple) screen will appear. 
4. 	 Ensure that the Zip to A: radio button is enabled. 
5. 	 Click on the OK button and the system will compress your active 

company's data files to a zipped file and copy that file to the diskette in 
drive A. The system will also return to the Home Screen. 
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Restore Computer Checkbook Data from a Diskette 


Question: How do I restore copied Computer Checkbook data from a diskette backup? 


Procedure: 


• 1 . Insert the diskette from the accountant into drive A. 
2. 	 Select File 4 Copy 4 Copy Client(Simple) or click on the Copy Client Icon (shown to 

the left) and the Copy Client Data (Simple) screen will appear. 
3. 	 Ensure that the UnZip from A: radio button is enabled . 
4. 	 Click on the OK button and the system will take the zipped data file from diskette, 

uncompress the data files and copy that file to the hard drive. 
5. 	 The system will return you to the Home Screen and automatically make the company you 

just copied onto the hard drive the active company. 
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