





READ ME FIRST

All computer software is subject to change, correction, or improvement as the manu-
facturer receives customer comments and experiences. Radio Shack has estab-
lished a system to keep you immediately informed of any reported problems with
this software, and the solutions. We have a customer service network including rep-
resentatives in many Radio Shack Computer Centers, and a large group in Fort
Worth, Texas, to help with any specific errors you may find in your use of the pro-
grams. We will also furnish information on any improvements or changes that are
“cut in” on later production versions.

To take advantage of these services, you must do three things:

(1) Send in the postage-paid software registration card included in this manual
immediately. (Postage must be affixed in Canada.)

(2) If you change your address, you must send us a change of address card
(enclosed), listing your old address exactly as it is currently on file with us.

() As we furnish updates or “patches”, and you update your software, you must
keep an accurate record of the current version numbers on the logs below.
(The version number will be furnished with each update.)

Keep this card in your manual at all times, and refer to the current version numbers
when requesting information or help from us. Thank you.

APPLICATIONS SOFTWARE OP. SYSTEM
VERSION LOG VERSIONLOG







Read
Carefully

In order for us to notify you of modifications or updates to this program you MUST
comglete this card and return it immediately. This card gets you information only and
is NOT a warranty registration. Register one software package per card only. The
registration card is postage paid—it costs you nothing to mail.

Two change of address cards have been included so that you may continue to re-
ceive information in the event that you move. Copy all address information from the
Registration Card onto them prior to sending the Registration Card. They must show
your “old address” exactly as you originally registered it with us.
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BUSINESS REPLY MAIL

FIRST CLASS PERMIT NO. 138 FORT WORTH, TEXAS
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Accounts Receivable, Cat. No. 26-1541

Important Note to Model III Owners

This package contains the Model 4 Accounts Receivable diskettes.
Model III diskettes are available from Radio Shack at no additional
cost. To get your Model III Accounts Receivable diskettes for use with
either floppy systems or hard disk, order catalog number 700-2240
from your local Radio Shack store or dealer,
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TERMS AND CONDITIONS OF SALE AND LICENSE OF TANDY COMPUTER EQUIPMENT AND SOFTWARE
PURCHASED FROM RADIO SHACK COMPANY-OWNED COMPUTER CENTERS, RETAIL STORES AND
RADIO SHACK FRANCHISEES OR DEALERS AT THEIR AUTHORIZED LOCATIONS

LIMITED WARRANTY
CUSTOMER OBLIGATIONS

A. CUSTOMER assumes full responsibility that this computer hardware purchased (the ‘‘Equipment””), and any copies of software included
with the Equipment or licensed separately (the ‘‘Software’) meets the specifications, capacity, capabilities, versatility, and other
requirements of CUSTOMER.

B. CUSTOMER assumes full responsibility for the condition and effectiveness of the operating environment in which the Equipment and
Software are to function, and for its installation.

LIMITED WARRANTIES AND CONDITIONS OF SALE

A. For a period of ninety (90) calendar days from the date of the Radio Shack sales document received upon purchase of the Equipment.
RADIO SHACK warrants to the original CUSTOMER that the Equipment and the medium upon which the Software is stored is free from
manufacturing defects. This warranty is only applicable to purchases of Tandy Equipment by the original customer from Radio Shack
company-owned computer centers, retail stores, and Radio Shack franchisees and dealers at their authorized locations. The warranty
is void if the Equipment’s case or cabinet has been opened, or if the Equipment or Software has been subjected to improper or abnormal
use. If a manufacturing defect is discovered during the stated warranty period, the defective Equipment must be returned to a Radio Shack
Computer Center, a Radio Shack retail store, a participating Radio Shack franchisee or a participating Radio Shack dealer for repair, along
with“a copy of the sales document or lease agreement. The original CUSTOMER'S sole and exclusive remedy in the event of a defect is
limited to the correction of the defect by repair, replacement, or refund of the purchase price, at RADIO SHACK'S election and sole
expense. RADIO SHACK has no obligation to replace or repair expendable items.

B. RADIO SHACK makes no warranty as to the design, capability, capacity, or suitability for use of the Software, except as provided in this
paragraph. Software is licensed on an ““AS IS"" basis, without warranty. The original CUSTOMER'S exclusive remedy, in the event of a
Software manufacturing defect, is its repair or replacement within thirty (30) calendar days of the date of the Radio Shack sales document
received upon license of the Software. The defective Software shall be returned to a Radio Shack Computer Center, a Radio Shack retail
store, a participating Radio Shack franchisee or Radio Shack dealer along with the sales document.

C. Except as provided herein no employee, agent, franchisee, dealer or other person is authorized to give any warranties of any nature on
behalf of RADIO SHACK.

D. EXCEPT AS PROVIDED HEREIN, RADIO SHACK MAKES NO EXPRESS WARRANTIES, AND ANY IMPLIED WARRANTY OF
MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE IS LIMITED IN ITS DURATION TO THE DURATION OF THE WRITTEN
LIMITED WARRANTIES SET FORTH HEREIN.

E. Some states do not allow limitations on how long an implied warranty lasts, so the above limitation(s) may not apply to CUSTOMER.

LIMITATION OF LIABILITY

A. EXCEPT AS PROVIDED HEREIN, RADIO SHACK SHALL HAVE NO LIABILITY OR RESPONSIBILITY TO CUSTOMER OR ANY OTHER

PERSON OR ENTITY WITH RESPECT TO ANY LIABILITY, LOSS OR DAMAGE CAUSED OR ALLEGED TO BE CAUSED DIRECTLY OR

INDIRECTLY BY “EQUIPMENT"’ OR “SOFTWARE' SOLD, LEASED, LICENSED OR FURNISHED BY RADIO SHACK, INCLUDING, BUT NOT

LIMITED TO, ANY INTERRUPTION OF SERVICE, LOSS OF BUSINESS OR ANTICIPATORY PROFITS OR CONSEQUENTIAL DAMAGES

RESULTING FROM THE USE OR OPERATION OF THE “EQUIPMENT” OR ‘‘SOFTWARE.” IN NO EVENT SHALL RADIO SHACK BE LIABLE

FOR LOSS OF PROFITS, OR ANY INDIRECT, SPECIAL, OR CONSEQUENTIAL DAMAGES ARISING OUT OF ANY BREACH OF THIS

WARRANTY OR IN ANY MANNER ARISING OUT OF OR CONNECTED WITH THE SALE, LEASE, LICENSE, USE OR ANTICIPATED USE OF

THE “EQUIPMENT” OR ‘‘SOFTWARE."

NOTWITHSTANDING THE ABOVE LIMITATIONS AND WARRANTIES, RADIO SHACK'S LIABILITY HEREUNDER FOR DAMAGES INCURRED

BY CUSTOMER OR OTHERS SHALL NOT EXCEED THE AMOUNT PAID BY CUSTOMER FOR THE PARTICULAR “EQUIPMENT” OR

“SOFTWARE" INVOLVED.

RADIO SHACK shall not be liable for any damages caused by delay in delivering or furnishing Equipment and/or Software.

No action arising out of any claimed breach of this Warranty or transactions under this Warranty may be brought more than two (2) years

after the cause of action has accrued or more than four (4) years after the date of the Radio Shack sales document for the Equipment or

Software, whichever first occurs.

D. Some states do not allow the limitation or exclusion of incidental or consequential damages, so the above limitation(s) or exclusion(s) may
not apply to CUSTOMER.

SOFTWARE LICENSE

RADIO SHACK grants to CUSTOMER a non-exclusive, paid-up license to use the TANDY Software on one computer, subject to the following
provisions:

ow

A Except as otherwise provided in this Software License, applicable copyright laws shall apply to the Software.

B. Tit‘le to rt]hesmfedium on which the Software is recorded (cassette and/or diskette) or stored (ROM) is transferred to CUSTOMER, but not
title to the Software.

C. fCUSTOMER may use Software on one host computer and access that Software through one or more terminals if the Software permits this
unction.

D. CUSTOMER shall not use, make, manufacture, or reproduce copies of Software except for use on one computer and as is specifically
provided in this Software License. Customer is expressly prohibited from disassembling the Software.

E. CUSTOMER is permitted to make additional copies of the Software only for backup or archival purposes or if additional copies are required

in the operation of one comEuter with the Software, but only to the extent the Software allows a backup copy to be made. However, for
TRSDOS Software, CUSTOMER s permitted to make a limited number of additional copies for CUSTOMER'S own use.

F. CUSTOMER may resell or distribute unmodified copies of the Software provided CUSTOMER has purchased one copy of the Software for
each one sold or distributed. The provisions of this Software License shall also be applicable to third parties receiving copies of the
Software from CUSTOMER.

G. All copyright notices shall be retained on all copies of the Software.

APPLICABILITY OF WARRANTY

A. The terms and conditions of this Warranty are applicable as between RADIO SHACK and CUSTOMER to either a sale of the Equipment and/
ghgogm%ra License to CUSTOMER or to a transaction whereby Radio Shack sells or conveys such Equipment to a third party for lease to
2

B. The limitations of liability and Warranty provisions herein shall inure to the benefit of RADIO SHACK, the author, owner and or licensor of
the Software and any manufacturer of the Equipment sold by Radio Shack.

STATE LAW RIGHTS

The warranties granted herein give the original CUSTOMER specific legal rights, and the original CUSTOMER may have other rights which vary
from state to state.
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HOW TO USE
THIS MANUAL

This manual is divided into several sections that give you a
thorough knowledge of the Accounts Receivable package. Some
sections are learning aids for those just starting out with Accounts
Receivable and others are reference tools for those who are familiar
with the package.

If you have never used A/R before, read the Introduction first. Then
back up all your diskettes, following the instructions in Appendix
A. Next, turn to the Sample Session. The first part steps you
through some of A/R’s basic features to help you learn how to use
the package. The Conversion section prepares you to set up A/R.
When you’re ready to enter your own data, read the Summary of
Tasks and Reference sections. When you are experienced in
running A/R, you'll use the Summary of Tasks and Reference
sections almost exclusively.

About the Sections

Introduction — lists A/R’s features, maximum capacities, and
necessary equipment. Discusses other Model 4 accounting
packages with special emphasis on General Ledger which you
can use with A/R.

Sample Session — is designed to help you become comfortable
with setting up and running A/R.

Conversion — explains how to transfer your present accounts
receivable records to the computerized A/R package.

Summary of Tasks — lists the tasks that are performed each
day, each month and on demand to maintain accurate,
up-to-date records.

Reference — explains each aspect and function of this Accounts
Receivable package in detail.



Appendices — includes detailed instructions on making backups,
creating a library of backup diskettes, recovering lost data,
solutions for common problems and error messages, a glossary
of specialized computer and accounting terms used throughout
the manual, sample reports, and a sample of the statement
A/R produces.

An index to the manual follows the appendices.

Conventions Used
in this Manual

When instructed to “enter” information, type the information on
the computer keyboard and then press the key.

Information displayed on the screen is printed in rust.
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Benefits
and Features

Accounts Receivable provides rapid and accurate monitoring of
sales and incoming funds and offers many features:
® A “balance forward” system

® Optional use with General Ledger, Cat. # 26-1540 (all A/R
transactions automatically posted to General Ledger)

® 7 standard General Ledger accounts plus an additional 10
accounts that you can define

o Up to 2000 transactions a month
® Up to 150 customers on file

® Financial reports available upon demand:
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® Unposted transactions

® Posted transactions

® Customer list

® Credit Limit Report

® General Ledger account list

® Aging report on selected customer accounts

® Optional late charge processing (compounding option also
available)

® Optional use of minimum payment amount on statements
® Mailing labels (on demand)
® At end of period, printing of:

® Statements
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® Aged Trial Balance for audit purposes

® General Ledger report

Interfacing
Software

You may use Accounts Receivable by itself or with the General
Ledger (Cat. No. 26-1540) package. When these two packages are
used together, the transactions you post while running A/R are
summarized and the totals are automatically posted to General
Ledger. For specific information on interfacing the A/R and General
Ledger packages, see “Interfacing with General Ledger” in the
Conversion Section.

To satisfy all your accounting needs, check at a Radio Shack store
for the other two packages which complete the Model 4

Accounting System: Accounts Payable (Cat. No. 26-1542) and
Payroll (Cat. No. 26-1543).

Application
Capacities

Accounts Receivable can process a maximum of:
® 150 customer accounts

® 2000 transactions per accounting period

Note: Hard Disk will greatly enhance the capacities of A/R



Equipment

To use A/R as a stand-alone package, you need:

e A TRS-80 Model 4 with 64K memory and two disk drives

® A printer capable of printing 132 columns with an appropriate
printer cable

o A DMP200 or LP VIII (optional) for using the “condense print”
feature

To use A/R with the General Ledger Package, you also need a third
disk drive.

Note: Hard Disk users need:

® A Five Meg Hard Disk System (Cat. # 26-1130)

Before
You Start

Three diskettes are supplied with your Accounts Receivable
package: one program diskette, one data diskette, and one diskette
containing sample data. Before you run A/R for the first time,
make “backups” (copies) of these diskettes. Never run A/R with the
original diskettes — use them only for making working copies.
Run A/R with the working copies. Store the originals in a safe
place, away from dust, magnetic fields, or anything else that might
damage them. For specific instructions on backing up diskettes, see
Appendix A, “Backup Procedures.”

NOILONUJOYU.LNI =i






ABOUT THE
SAMPLE SESSION

This section is designed to assist you in becoming comfortable with
the A/R System.

An easy way to try out A/R is to go through “Running A/R” using a
set of backup diskettes. It takes about an hour. If you still wish to
experiment with A/R after you finish “Running A/R,” continue
using the backups. You can try out every A/R feature that way —
without affecting your company’s records.

Your sample data diskette contains all the necessary G/L Accounts
and customer information. Several transactions have already been
posted during the fictitious period.

When you are ready to convert your company to A/R, the
Conversion Section will help you. It contains pointers about
assigning account numbers and descriptions and explains the
customer information you’ll need.
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RUNNING A/R

Turn on the computer as instructed in your Model 4 Owner’s
Manual. Insert a backup of the Program Diskette into Drive 0 and
a backup of the Sample Data Diskette into Drive 1. Press the Reset
button.

When running A/R use the arrow keys (1), (D), (=, and (=) to
correct errors when entering data. Move the cursor to the error and
type the correct information.

Enter today’s date in the format displayed on the screen. For
example, for July 1, 1983, type 07/01/83 (ENTER). At “time,” press
(ENTER.

When TRSDOS Ready appears, type AR4 (ENTER). Your screen shows:

ACCOUNTS RECEILVABLE
MAIN MENU

SETUP MENU

CUSTOMER MAINTENANCE
TRANSACTION ENTRY
TRANSACTION POSTING
REPORTS MENU

END OF PERIDD PROCEDURES

R R N

ENTER SELECTION...

12



To print all the transactions that have already been “added” on
your sample data diskette, press (§) for REPORTS MENU. The
screen shows:

ACCOUNTS RECETILVABLE
REPORTS MENU

UNPOSTED TRANSACTIONS
POSTED TRANSACTIONS
CUSTOMER LIST / LABELS
G/L ACCOUNT LIST

Bw N

ENTER SELECTION..

Posted
Transactions

Press (2) for POSTED TRANSACTIONS. The screen shows:

POSTED TRANSACTIONS
PRINT OPTIONS
1. ALL TRANSACTIONS
2. SALES TRANSACTIONS
3. ADJUSTMENT TRANSACTIONS

4. PAYMENT TRANSACTIONS

ENTER SELECTION....

13
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Make sure your printer is ready and press (1) for ALL
TRANSACTIONS.

PRINTER READY? Y/N

Press if you’re sure the printer is ready. If it isn’t ready,
prepare it for printing and then press (Y). If you can’t get the
printer ready, press (N). You are then returned to the Reports
Menu.

Note: If the printer is not ready, the program will lock and
you must exit the system by pressing the Reset button.

The message, TRANSACTIONS LIST COMPLETE, appears briefly on
the screen to let you know when the final transaction has been
printed. You are then returned to the Reports Menu. Keep this
Posted Transactions report to compare to one you will print later in
the Sample Session.

Customer
List

Next, you should print a list of all customers contained on the
sample data diskette.

14



At the Reports Menu, press (3) for CUSTOMER LIST/LABELS.
The question, PRINTER READY? Y/N appears. Press if your
printer is ready. The screen shows:

CUSTOMER LIST / LABELS

1. CUSTOMER LIST

2. MAILING LABELS

You need to print a list of customers who are on your data diskette,
so press (1.

The prompt, ALPHABETICAL OR NUMERICAL ORDER? A/N, appears
at the bottom of the screen. Press (A) to get an Alphabetical listing

(you won'’t be able to specify a numeric range).

Pressing (ND prints a list by customer number.

15
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Your screen shows:

USTOMER LIST

C
1. ALL

2. 90 DAY BALANCES

3. 60 DAY BALANCES

4. 30 DAY BALANCES

5. CURRENT BALANCES
6. INACTIVE CUSTOMERS
7. CREDIT LIMIT

BEGINNING CUSTOMER #..

ENDING CUSTOMER #.....

ENTER SELECTION..._

Press (1) to print a list of all customer accounts. If you had wanted
a printout of customers that meet a certain criteria, you would need
to enter the beginning and ending customer numbers — or just
press to list all customers from beginning to end.

When the printing is complete, you are returned to the Reports
Menu.

16



G/L
Account List

All of the required G/L Accounts, and some optional accounts have
been entered on your sample data diskette. To see a printout of
that list, press (@) for G/L ACCOUNT LIST at the Reports Menu. The
screen shows:

G/L ACCOUNT LIST

DO YOU WISH TO CONTINUE? Y/N

DO YOU WISH TO CONTINUE? Y/N
Press to continue the report.
PRINTER READY? Y/N
When you are sure your printer is ready, press (YD.

If you can’t get the printer ready, press (N). You are then
returned to the Reports Menu.

The message, GENERAL LEDGER ACCOUNT LIST IN°' PROGRESS,
appears briefly on the screen while the list is being printed.

After the list is printed, you are returned to the Reports Menu.

17
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Now you have a list of all transactions previously entered, a list of
all customers, and a list of General Ledger accounts (both required
and optional) for AAA Hardware.

To better familiarize you with the A/R System, follow the
instructions to enter some sales transactions for AAA Hardware.
Press (FD to return to the Main Menu.

At the Main Menu, press (3) for TRANSACTION ENTRY. Your
screen shows:

TRANSACTTILION ENTRY

1. SALES ENTRY
2. ADJUSTMENT ENTRY

3. PAYMENT ENTRY

ENTER SELECTION..._

18



You are going to enter a sales transaction, so press (1) for SALES
ENTRY. The screen shows:

SALES ENTRY

CUSTOMER #..... "
CUS'TOMER NAME. ..
TRANSACTION #...
INVOICE #.......
DATE...ccovuuens / /
INVOICE TOTAL...

G/L ACCOUNT... -

ENTER SELECTION..... (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

Press (A) to Add the sales entry to your transactions.
CUSTOMER #
Type 100 (ENTER.
CUSTOMER NAME
The name of the customer identified by Account # 100 is
displayed. If it is not XYZ Construction, you typed the wrong
number. Press (F1 and type the correct number.
TRANSACTION #
Since you are in the Add mode, the transaction number is
automatically displayed. The transaction number should be
00009.
INVOICE #:

Enter Invoice # 00109.

19
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DATE
Type 03/03/83 ENTER.
INVOICE TOTAL

The amount shown is .00, since there have been no previous
amounts entered for this invoice.

G/L ACCOUNT
Type 4110 (ENTER), (ENTER.

The G/L Account description appears next to the account
number.

AMOUNT
Type 150.65 for the amount of the sale.
TAX
Type 7.53 for the tax amount.
ANY CHANGES? Y/N
Check the information you entered. If it is correct, press (ND.

If the information is not correct, press and change the
information where needed.

20



XYZ Construction bought some paint in addition to the hardware
items listed on the invoice. To credit the paint to the proper G/L
account number, follow the instructions below:

The sales entry screen now shows:

SALES ENTRY

CUSTOMER #...... 100
CUSTOMER NAME...XYZ CONSTRUCTION
TRANSACTION #...00010

DATE...cvvuunann 03/03/83
INVOICE TOTAL... 158.18
G/L ACCOUNT. .. -
AMOUNT. .......
TAX . veeneonenn
————————————————— LAST TRANSACTION ADDED--===--====cm====n
100 00009 00109 03/03/83 4110- 150.65 7.53
ENTER SELECTION....A (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

INVOICE #

Press to keep the same invoice number.
DATE

Press again for the date to remain the same.
INVOICE TOTAL

The total displayed is 158.18.
G/L ACCOUNT

Type 4120 (ENTER), (ENTER).
AMOUNT

Type 105.87 for the amount of the sale.

21
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TAX
Type 5.29 (ENTER) for the tax amount.
ANY CHANGES? Y/N
Check the information you entered. If it is correct, press (ND.
If the information is not correct, press and change the
information where needed.
At the bottom of the screen you will see the transaction listed
under LAST TRANSACTION ADDED. The information should look
like this:

LAST TRANSACTION ADDED
100 00010 00109 03/03/83 4120- 105.87 5.29

Another sale needs to be added to the transactions. This time, JMJ
Geophysical Company bought some items to use in an excavation
contract they recently signed. The sale amounted to $675.24 with
$33.76 added for sales tax.
Press (FD) to enter a new customer number.
Enter the following information:
CUSTOMER #

400 ENTER).
CUSTOMER NAME

The customer name should show as JMJ Geophysical. If that
is not the name shown, press (FD and reenter the number.

TRANSACTION #
The transaction number shown should be 00011.
INVOICE #

Type 00110 ENTER.
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DATE
Type 03/03/83 (ENTER).
INVOICE TOTAL

The amount shown here is .00, since there have been no
previous amounts entered for this invoice.

G/L ACCOUNT

Type 4130 (ENTER) (ENTER).

The G/L Account description appears next to the account
number.

AMOUNT
Type 675.24 (ENTER).

TAX
Type 33.76 (ENTER.

ANY CHANGES? Y/N
Check the information you entered. If it is correct, press (ND.
If the information is not correct, press and change the
information where needed.

The information under LAST TRANSACTION ADDED looks like this:

LAST TRANSACTION ADDED
400 PO011 00110 03/03/83 4130- 675.24 33.76

Press (FD until you return to the Transaction Entry screen.
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Adjustment
Entry

Jupiter Oil Company returned a defective part to AAA Hardware
and requested that it be credited to their account. At the
Transaction Entry Menu, press (2) for ADJUSTMENT ENTRY. The
screen shows:

ADJUSTMENT ENTRY
CUSTOMER #......

CUSTOMER NAME. ..
TRANSACTION #...

INVOICE TOTAL...
G/L ACCOUNT... -

ENTER SELECTION..... (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE

Press (A) to Add an adjustment entry to your list of transactions.
CUSTOMER #

Type 200 ENTER.
CUSTOMER NAME

The name shown should be Jupiter Oil Co. If that is not the
name, press (F1 and enter the correct customer number.

TRANSACTION #

The transaction number shown should be 00012,

INVOICE #

Type 00102 (ENTER.
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DATE

Type 03/03/83 ENTER).

INVOICE TOTAL

The amount shown here is .00, since there have been no
previous amounts entered for this invoice.

G/L ACCOUNT
Type 4110 ENTER

The G/L Account description appears next to the account
number.

AMOUNT
Type 39.54- (ENTER) for the adjustment amount.

TAX
Type 1.98- for the tax amount.

ANY CHANGES? Y/N
Check the information you entered. If it is correct, press (ND.
If the information is not correct, press and change the
information where needed.

The bottom of the screen shows:

LAST TRANSACTION ADDED
200 p0012 00102 03/03/83 4110- 39.54- 1.98-

An error of $7.50 was made when posting to the account of Percy’s
Interior Designs. An adjustment needs to be made to correct the
error before billing.

Press (F1 to enter a new customer number.

CUSTOMER #

Type 300 ENTER.
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CUSTOMER NAME

The name shown should be Percy’s Interior Designs. If that is

not the name displayed, press (F1) and enter the correct
account number.

TRANSACTION #
The transaction number shown should be 00013.
INVOICE #
Type 00108 (ENTER).
DATE
Type 03/03/83 (ENTER).
INVOICE TOTAL

The amount shown here is .00, since there have been no
previous amounts entered for this invoice.

G/L ACCOUNT
Type 4110 (ENTER) (ENTER).

The G/L Account description appears next to the account
number.

AMOUNT

Type 7.50 for the adjustment amount.
TAX

Press (ENTER), since the tax does not need adjusting.
ANY CHANGES? Y/N

If the data shown is not correct, press and make the
necessary changes. If the data is correct, press (ND.

The bottom of the screen now shows:
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LAST TRANSACTION ADDED
300 00013 00108 03/03/83 4110- 7.50 .00

Press (F1) until the Transaction Entry Menu appears.

Payment
Entry

AAA Hardware received some payments that need to be posted to
accounts. Follow the instructions below to enter a payment
transaction.

" At the Transaction Entry Menu, press (3) for PAYMENT ENTRY.
The screen shows:

PAYMENT ENTRY

CUSTOMER #......
CUSTOMER NAME...
TRANSACTION #...
CHECK #.........

ENTER SELECTION..... (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

Press (A) to Add a payment transaction.
CUSTOMER #

Type 300 (ENTER.
CUSTOMER NAME

The customer name is automatically shown for verification.
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The name should be Percy’s Interior Designs. If that is not
the displayed name, press (FD and enter the correct account
number.

TRANSACTION #

Since you are in the “Add” mode, the number is automatically
shown. The number should be 00014.

CHECK #
Type CASH (ENTER).
DATE

Type 03/03/83 ENTER).

AMOUNT
Type 25.00 (ENTER).
DISCOUNT

Press (there is no discount).
ANY CHANGES? Y/N

Press (N if the data is correct.

Press if you need to make changes to the data shown.
The bottom of the screen now shows:

LAST TRANSACTION ADDED
300 00014 CASH 03/03/83 25.00 .00

Press (FD to enter a new customer number.

Now follow the instructions below to enter another payment from
Lanier Surveying.

CUSTOMER #

Type 500 (ENTER.
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CUSTOMER NAME
The name shown should be Lanier Surveying. If this is not
the displayed name, press (FD and enter the correct number.
TRANSACTION #
The number shown should be 00015,
CHECK #
Type 00145 (ENTER).
DATE
Type 03/03/83 (ENTER).
AMOUNT
Type 4412.50 (ENTER).
DISCOUNT
Type 220.63 ENTER).
ANY CHANGES? Y/N
Press (W) if the data is correct.
Press if you need to make changes to the data shown.

The bottom of the screen shows:

LAST TRANSACTION ADDED
500 00015 00145 03/03/83 4412.50 220.63

Press (F1 until you return to the Main Menu.

Unposted
Transactions

You need to print an Unposted Transactions report to compare with
the Account Posting Report you will get at closing.
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At the Main Menu, select Option 5 for REPORTS MENU. The screen
shows:

ACCOUNTS RECETIVABLE
REPORTS M ENU

UNPOSTED TRANSACTIONS
POSTED TRANSACTIONS
CUSTOMER LIST / LABELS
G/L ACCOUNT LIST

N

ENTER SELECTION...

Press (1) for UNPOSTED TRANSACTIONS. The screen shows:

UNPOSTED TRANSACTIONS

PRINTER READY? Y/N
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PRINTER READY? Y/N

Make sure your printer is ready and press (Y). If the printer
is not ready, press (N). When the printing is complete, you
are returned to the Reports Menu.

Transaction
Posting

If you were posting transactions for your own business, you would
need to back up your data diskettes before proceeding. (Instructions
are contained in Appendix A.)

After posting, the transactions are no longer available through the
transaction entry displays.

Press (FD until the Main Menu appears. Select Option 4, for
TRANSACTION POSTING. Your screen shows:

TRANSACTION POSTING

ARE YOU SURE YOU AR: READY TO POST? Y/N

ARE YOU SURE YOU ARE READY TO POST? Y/N
This question gives you the option of continuing or returning

to the Main Menu to select another option. Press to
continue.
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ENTER POSTING DATE...XX/XX/XX

Press (ENTER. The displayed date will be the account posting
date.

IS DATE CORRECT?

Press (YD.

HAVE YOU BACKED UP YOUR FILES?
This question appears on the screen to remind you of the
necessity of backing up your files. Since this is sample data,
press (Y).

PRINTER READY? Y/N
Make sure your printer is ready, then press (Y.

POST TRANSACTIONS IN PROGRESS”

This message appears to let you know the transactions are
now being posted.

TRANSACTIONS POSTED

The number of transactions (XX) appears beside this message.
POST TRANSACTIONS COMPLETE

When this message appears, you know that the posting is

complete. You receive a printout of the Account Posting
Report and a G/L Recap Report.

Posted
Transactions

Now you are ready to print an updated Posted Transactions report
to compare with the one you printed at the beginning of the Sample
Session.
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At the Main Menu, select Option 5 for REPORTS MENU. The screen
shows:

ACCOUNTS RECETILIVABLE
REPORTS MENU

UNPOSTED TRANSACTIONS
POSTED TRANSACTIONS
CUSTOMER LIST / LABELS
G/L ACCOUNT LIST

W N

ENTER SELECTION...

Press (2) for POSTED TRANSACTIONS. The screen shows:

POSTED TRANSACTTIONS
PRINT OPTIONS
1. ALL TRANSACTIONS
2. SALES TRANSACTILONS
3. ADJUSTMENT TRANSACTIONS

4. PAYMENT TRANSACTIONS

ENTER SELECTION....

Press (1) to print all transactions.
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PRINTER READY? Y/N
Press when your printer is ready.

When the printout is complete, compare it with the list of
transactions you received at the beginning of the Sample Session.
The transactions you entered should be shown.

Press (F1) to return to the Main Menu.

End Of Period
Procedures

You are now ready to close the period for AAA Hardware. First,
follow the instructions below to run a Trial Balance and review all
transaction entries that were posted to each customer for the
current period.

At the Main Menu, select Option 6 for END OF PERIOD
PROCEDURES. The screen shows:

ACCOUNTS RECEIVABLE
END OF PERIOD PROCEDURES
1. TRIAL BALANCE
2. PERIOD STATEMENT PRINT
3.
4.

PERIOD CLOSING
G/L DISTRIBUTION REPORT

ENTER SELECTION...
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Trial Balance

Press (1) for TRIAL BALANCE from the End Of Period Procedures
Menu. The screen shows:

TRIAL BALANCE

1. AGE & NO UPDATE - (TRIAL RUN)

2. AGE & UPDATE - (FINAL RUN)

ENTER SELECTION....

First, print a Trial Balance with no update. At the Trial Balance
screen, press (1) for TRIAL RUN.

BEGINNING CUSTOMER #

Press (ENTER) to begin the Trial Balance run with the first
account on your list.

HAVE YOU BACKED UP YOUR FILES? Y/N
If this was your own business, you would need to back up
your files before proceeding. Since this is just a sample run,
press (YD.

PRINTER READY? Y/N
Make sure your printer is ready and press (Y).

If you press (N, you are returned to the End Of Period
Procedures menu.
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The Trial Balance with no update is then printed. This “trial run”
feature provides a method to review your account balances without
affecting your final period closing.

Press (1) at the End Of Period Procedures menu to return to the
Trial Balance screen.

You are now ready to age and update the accounts. At the Trial
Balance screen, press (2) for FINAL RUN. This option ages, applies
late charges (if any) and updates your customer accounts.
MUST CLOSE PERIOD AFTER FINAL RUN. CONTINUE? Y/N

Press to continue the final run.

If you press (N), you are returned to the End of Period
Procedures menu.

CLEAR YEAR-TO-DATE SALES TOTAL? Y/N

Press (ND. If you press (Y), the Year-To-Date sales total clears
to a zero balance.

AS OF 7/
Type 03/31/83 (ENTER.

(LAST AGE XX/XX/XX)
The last date of a Final Run is shown here.

HAVE YOU BACKED UP YOUR FILES? Y/N
Press to continue the report.

PRINTER READY? Y/N
Make sure your printer is ready and press (Y). If your printer
is not ready, press (N). You are returned to the End Of Period
Procedures menu.

When the printing is complete, your accounts are aged and

updated. You are returned to the End Of Period Procedures
menu.

36



If you were performing these procedures for your own company, you
would print the statements next, before completing the
end-of-period processing.

Period Closing

The Period Closing completes the end-of-period processing.

At the End Of Period Procedures Menu, press (3) for PERIOD
CLOSING. The screen shows:

PERIOD CLOSING

HAVE YOU BACKED UP YOUR FILES? Y/N

HAVE YOU BACKED UP YOUR FILES? Y/N

You should make a backup diskette before closing the period.
This ensures an accurate library of transactions.

Press if you have backed up your files.
DO YOU WISH TO CONTINUE CLOSING? Y/N
Press to continue the closing process.

If AAA Hardware were your company, you would save all Account
Posting Reports. At the end of the period, you would print a Posted
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Transactions Report before your final Trial Balance. You would
save these reports for your audit trail.

G/L Distribution
Report

This report lets you review all General Ledger activity during the
previous period.

Press (4) for G/L DISTRIBUTION REPORT from the End Of Period
Procedures Menu. Your screen shows:

G/L DISTRIBUTION REPORT

DO YOU WISH TO CONTINUE? Y/N

DO YOU WISH TO CONTINUE? Y/N
Press to continue the report.

PRINTER READY? Y/N
Make sure your printer is ready and press (Y). Press (N if
your printer is not ready. You are then returned to the End

Of Period Procedures menu.

When the printing is complete, you are automatically returned to
the End Of Period Procedures menu.
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You can continue to use these backups of the A/R Program diskette
and Sample Data Diskette to experiment with A/R. Make up your
own transactions and use the Procedures Section and the Reference
Section to help you go through an entire period of A/R accounting.

When you are through “Running A/R,” press (FD until you return
to TRSDOS Ready.

When you are ready to start your own company’s A/R system, use
new backups of the A/R program and data diskettes. Do not try to

use the same diskettes you used in the Sample Session.

Sample reports are provided in Appendix D to compare with the
printouts you made during “Running A/R.”

39

-
-

NOISSHS H'IdINVS






HOW TO USE THE
CONVERSION SECTION

This section explains how to change from your present system of
record-keeping to A/R. Follow the instructions exactly. Carefully
review your data to ensure the accuracy of your system. Setting up
A/R improperly can cause an inoperative or inaccurate system.

The conversion section is divided into three sub-sections:

1.  Conversion Decisions — Qutlines the various decisions you
must make before you actually begin to enter information
into the computer.

2.  Conversion Procedures — Step-by-step procedures for
converting a manual accounting system to the computerized
A/R system. Forms are provided at the end of the Conversion
Section to help you organize your information.

3.  Interfacing Programs — Contains instructions and
information that lead you through the steps to interface A/R
with G/L.

Complete operating instructions for entering data are provided in
the Reference Section.
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CONVERSION
DECISIONS

The information below outlines the decisions you must make before
converting your manual accounting system to the computerized A/R
system. Forms are provided at the end of the Conversion Section to
simplify the task of entering your information into the computer.

Date of
Conversion

The “date of conversion” is the date you begin using the A/R
system. It must be a date that begins an accounting period. Use
your previous method of record-keeping to record all transactions
that occur before the date of conversion. Transactions that occur
after the date of conversion will be entered into the computer. Run
A/R along with your previous record-keeping method for at least
one full period, or until you become comfortable with the new
system. This also helps you to verify the accuracy of your records.

When choosing the date of conversion, allow time to organize
records and set up A/R. A good way to select the date of conversion
is to estimate the date you expect to have completed all the
necessary tasks, add one week, then choose the first day of the new
period after that date as the date of conversion.

Interfacing

You can enhance your A/R system by using it along with the
General Ledger system. Interfacing the two systems means that
you can post transactions into the A/R journal, and simultaneously
post a summary transaction to your General Ledger. This ensures
the accuracy of your system since you are posting to the same
account at the same time in both systems.
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If you decide to interface A/R with G/L you will need a third disk
drive and the General Ledger system (Cat. No. 26-1540).

Instructions for interfacing A/R with G/L can be found under
Conversion, Interfacing With General Ledger.

Payment
Options

You select the various features that define the methods of payment
you want to use for your customer accounts. If your company
requires partial payment on a bill every month, you can choose to
activate the “Minimum Payment Option.” You can specify a
percentage or an amount or both. If you select both methods, the
system uses the greater amount when statements are printed.
Record your decisions on the System Definitions form.

Late Charge
Option

The late charge feature lets you apply a late charge to the total
balance of your customers’ accounts if a balance is not paid by the
end of an accounting period.

You can choose to compound the late charges. Compounding late
charges generates a late charge that is computed on the total
balance of a customer’s account (including prior late charges). If
you choose not to compound, the late charge is computed on the
customer’s total balance excluding prior late charges. Check with
your accountant to determine whether compounding late charges is
legal in your state.

If you choose not to compound late charges, you must separate late
charges from aged balances before entering the data into the
computer. Otherwise, late charges included in the aged balances
will be compounded. When your customer makes a payment or if
you make a credit adjustment on the account, the payment or credit
adjustment is applied first to the total late charges. The remainder
is applied to the oldest balance.
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You can also select customers to be excluded from late charges. If
you choose to use the late charge option, you must decide whether
you will use the flat rate or percentage method to create late
charges.

If you have accounts with large outstanding amounts, you may
want to specify a certain point (break amount) at which the
percentage will change for the calculated late charge. You can
specify one monthly percentage rate to calculate the late charges
for amounts equal to or in excess of the break amount and another
for those balances that are less than the break amount.

You can also specify the smallest outstanding amount an account
can have before a late charge is calculated. Record your decisions
on the System Definitions form.

Statement
Printing

You can choose to print statements for all customers or for a
selected range of customers. You can use pre-printed statements for
billing, or you may use the feature in A/R that lets you print your
company name and address on statements. You can align the
statements before printing.

Another feature of A/R lets you choose to print statements for
customer accounts that have a zero balance as of the current
accounting period.

The statements are automatically numbered for you; however, you

can change the beginning number if you care to do so. Record your
decision on the System Definition form.

G/L Accounts

There are seven required accounts in the A/R system (Accounts
Receivable, Cash in Bank, Sales Tax, Freight Charges, Late
Charges, Discounts and Sales). You also have the option of entering
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ten additional sales accounts that you define according to your
business needs. These optional accounts can help you analyze the
sales in separate areas of your business. Work with your
accountant to evaluate your present accounts and decide if you
need more.

Account numbers must be assigned to all required and optional
accounts. A form is provided at the end of the Conversion Section to
help you with the numbering system.

Keep in mind that if you intend to interface with G/L at a later
date, the G/L account numbers in A/R must match those that have
been set up in G/L.

Creating A
Customer File

You must assign a customer number to each customer and add the
appropriate information to the system before any activity can take
place on a customer account. You can have up to 150 customers on
file and can use numbers from 1 through 999. Choose a numbering
system that is right for your business.

Note: You can have up to 999 customers on file if you are using a
Hard Disk system.

A form is provided at the end of the Conversion Section along with
a brief definition of each option shown on the screen.
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CONVERSION
PROCEDURES

The next few pages explain how to organize the information needed
to set up A/R, enter the information into the computer, and then
verify the entered information.
To make sure that conversion from your present system of
record-keeping to A/R is smooth and accurate, follow the
instructions in this section carefully.
Make sure you have the following items:

® Current customer list, count, and balances

® Trial Balance prepared as of the date of conversion

® Copies of the conversion forms provided in this section

Fill Out
Conversion Forms

Make copies of the conversion forms provided with this package.
After filling in the appropriate information on the forms, you can
enter it into the A/R system with ease.

1.  List amounts and make decisions for System Definitions on
Conversion Form #1.

2. List all required and optional General Ledger account
numbers and descriptions on Conversion Form # 2.

3. List all customer account information in the appropriate
columns on Conversion Form # 3.
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Enter
Information

10.

11.

12.

13.

14.

15.

Insert the A/R program diskette into Drive 0 and the data
diskette into Drive 1. Press the reset button, and enter the
date and time. Type AR4 (ENTER) at TRSDOS Ready.

Select Option 1, SETUP MENU from the Main Menu.

Select Option 1, COMPANY INFORMATION, from the Setup
Menu.

Press (O).

Enter the company information as instructed in the Reference
Section.

Press (FD until the Setup Menu appears.

Select Option 2, SYSTEM DEFINITIONS, from the Setup
Menu.

Press (0.

Choose the options that you want to utilize for your business
needs as instructed in the Reference Section.

Press until the Setup Menu appears.

If you are running A/R as a stand-alone program, select
Option 3, G/L ACCOUNT MAINTENANCE, from the Setup
Menu. (If A/R is interfaced with G/L, this option is not

available.)

Enter account numbers and descriptions for your G/L
accounts as outlined in the Reference Section.

Press until the Setup Menu appears.

Select Option 4, G/L ACCOUNT DEFINITION, from the Setup
Menu.

Identify each account (required and optional sales) to be used
in the A/R system as instructed in the Reference Section.
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16.

17.

18.

19.

Press (F1) until the Main Menu appears.

Select Option 2, CUSTOMER MAINTENANCE, from the Main
Menu.

Enter all customer information as instructed in the Reference
Section.

Press (FD until-the Main Menu appears.

Check Entered

Information

1.  Select Option 5, REPORTS MENU, from the Main Menu.

2.  Print a complete customer list, as instructed in the Reference
Section (Reports Menu).

3.  Compare the customer list on the printout to your customer
list on Conversion Form # 3. They should be the same.

4.  From the “Reports Menu,” print the G/L Account List.

5.  Compare G/L Account List to G/L. Account Conversion Form.

6. Keep the customer list, G/L account list, and conversion forms
for future reference.

Conversion

Period

Now you can start using A/R. During the first period of use,
continue your previous method of record-keeping. At the end of the
period (after making any adjusting entries), prepare a Trial
Balance from your previous record-keeping system and print a
Trial Balance (Trial Run). They should be the same. If they’re not,
locate and correct the error(s).
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Continue using your previous method of record-keeping until you
feel comfortable using A/R. This way, you preserve the integrity of
your records as you become familiar with using A/R.
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INTERFACING WITH
GENERAL LEDGER

You can set up A/R as a stand-alone system and then use it with
General Ledger at a later date. If you decide to interface with
General Ledger, the program will automatically transfer the
summary amounts for each General Ledger account used in
Accounts Receivable to the General Ledger files during A/R
processing. Just be sure to set up account numbers in A/R that will
match those in G/L.

Instructions
for Interfacing

Run G/L independent of A/R and continue to use your previous
method of record-keeping until you’re sure both programs are
running smoothly and accurately. Then you can interface the
programs, following the instructions below:

1. At the Main Menu, select Option 1 for SETUP MENU.

2. At the Setup Menu, select Option 1 for COMPANY
INFORMATION.

3. At the Company Information screen, press for Yes at the
question, INTERFACE TO GENERAL LEDGER? Y/N. Be sure
your G/L Data diskette is in a disk drive before you answer
this question.

4, At the Setup Menu, Select Option 4, for G/L ACCOUNT
DEFINITION.

5.  Enter the required and optional accounts, making sure that

the numbers for the accounts match with the numbers in the
General Ledger system.
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Notes on
Interfacing

Interfacing A/R with G/L can only take place at the end of a period
when there are no posted or unposted transactions on file.

After answering (Y) to the interface question in Company
Information (after G/L is completely set up), you must then redefine
all required accounts in G/L Definition.

When using A/R interfaced with G/L you must have the G/L disk in
the expansion disk drive at all times.

After selecting the option to interface, you must make all changes
to G/L accounts through the G/L system. You can no longer access
G/L Account Maintenance through A/R, and you can only print a
G/L account list through G/L.

You can never go back to a stand-alone system from an
interfaced system.
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CONVERSION
FORMS

The conversion forms are provided to help make the transition to a
computerized accounting system smooth and accurate.

A list of fields and definitions that clarifies each entry that will be
made to the A/R system can be found on the back of each form.

Gather and record your information carefully to ensure accuracy.
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Accounts Receivable
Conversion Form # 1

System Definitions

Minimum Payment Option (Y/N) ..., O
Minimum Payment Percent .............. ... ... . ... .... ogd
Minimum Payment Amount......................... ooooo
Late Charge Apply Option? (Y/N)......ooiiiiiiiiieeiinn.. O
Compound Late Charges? (Y/N).......ooviriinniiiiiinean.. O
Late Charge Method (P/F).........ooiiiiiiii et O
Late Charge Percentage Break Amount .............. ooogoo
Late Charge Percent (Over Break Amount)................ O00o0d
Late Charge Percent (Under Break Amount)............... 000
Late Charge Flat Amount....................c....... ooOoog
Minimum Overdue For Late Charge ................. oooono
Beginning Statement Number ....................... ooogoo
Print Zero Balance Statements? (Y/N)............cc.oviuvin... O
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System
Definitions

Minimum Payment Option — Use this option if your company
requires partial payment on a bill every month.

Minimum Payment Percent — (Two digits, no decimals) Used to
calculate the minimum payment when statements are printed.

Minimum Payment Amount — (Up to five digits, no decimals) The
minimum payment that a customer must pay toward the unpaid
balance of an account.

Late Charge Apply Option — Used to apply a late charge to the
balance of your customers’ accounts if the balance is not paid by the
end of an accounting period.

Compound Late Charges — Used to apply a late charge to the total
balance due (including late charges from the previous period).

Late Charge Method — You can charge your customers a late charge
based on the percentage of the unpaid balance or a set (flat) amount.

Late Charge Percentage Break Amount — (Up to five digits, no
decimal) The amount at which the percentage changes for the
calculated late charge.

Late Charge Percent (Over Break Amount) — (One digit before
the decimal, two digits after) Used to calculate late charges for
amounts equal to or in excess of the break amount you specified.

Late Charge Percent (Under Break Amount) — (One digit before
the decimal, two digits after) Used to calculate late charges for
customer balances that are less than the specified break amount.

Late Charge Flat Amount — (Up to five digits) A set amount that is
applied to a customer account as a late charge.

Minimum Overdue For Late Charge — (Up to five digits) The
smallest outstanding amount an account can have before a late
charge is calculated.

Beginning Statement Number — (Up to five digits) The statement
number that you want the statements to begin with when printed at
the end of a current period.

Print Zero Balance Statements — Used to print statements for

customer accounts that have a zero balance as of the end of the
current accounting period.
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Accounts Receivable
Conversion Form # 2

G/L Account Form

Required

Acct # Description
(XXXX-XX)

— Accounts Receivable

—_ Cash in Bank

—_— Sales Tax

— Freight Charges

—_— Late Charges

— Discounts

— Sales

Optional

Acct # Description
(XXXX-XX)
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Definitions for
Conversion Form # 2

G/L Account Number — (Four or six digits (XXXX or XXXX-XX) A
number that is assigned to all required and optional G/L accounts.
The assigned numbers determine the order in which accounts appear
on the G/L Recap Report.

Description — (Up to 25 characters) The name of the account you wish to
define.
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Definitions For
Conversion Form # 3

Customer Number — You may have up to 150 customers (up to 999
customers if you are using a Hard Disk system) on file. Allowable
customer numbers are 1 through 999.

Name — (30 characters maximum) Statements or customer lists can be

printed alphabetically or numerically, so you may want to enter the
customer’s last name first.

Address — Two lines (30 characters each) are provided for the customer’s
address information.

City - State - Zip — Use up to 20 characters for city, 2 characters for
state, and 10 characters for zip code.

Phone Number — (12 characters maximum) You may enter dashes after
the area code and exchange.

Taxable? (Y/N) — Enter a for Yes or (N for No in the appropriate
column on the conversion form.

Discounts? (Y/N) — Enter a for Yes or (N) for No in the
appropriate column on the conversion form.

Late Charge? (Y/N) — Enter a (YD for Yes or (N) for No in the
appropriate column on the conversion form.

Credit Limit — (Seven digits, no decimal) List a dollar amount for the
maximum credit you want the customer to have.

Current — (Seven digits before decimal, two digits after) List the
customer’s current balance (the portion of the customer’s balance that
is the result of activity in the last period).

30 Day — (Seven digits before decimal, two digits after) List the 30-day
aged balance for each of your customers.

60 Day — (Seven digits before decimal, two digits after) List the 60-day
aged balance for each of your customers.

90 Day & Over — (Seven digits before decimal, two digits after) List the
balance for each account that is aged 90 days or more.

Late Charges — (Seven digits before decimal, two digits after) The sum
of the late charges that the customer has accumulated. This balance,
when added to the aged balances, equals the customer’s total balance
due. If the option to compound late charges has been selected, it is
not necessary to separate the late charges from the aged balances
when converting from manual to computerized records.

YTD Sales — (Seven digits before decimal, two digits after) List the
amount of each customer’s year-to-date sales, excluding freight and
sales tax.
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INTRODUCTION

One of the most important things you can do to incorporate your
Accounts Receivable package successfully into your business is to
develop a schedule of routine procedures. These procedures will
ensure that all necessary functions have been performed in a
timely manner.

The accounting tasks outlined in this section are recommended
procedures for tasks that are performed daily, on demand, at the
end of a period, or at the end of a year. These procedures may be
very similar to the ones you are now performing. One significant
difference is the computer, which relieves you of the drudgery of
manually maintaining an accounts receivable system and provides
you with prompt, reliable information. Note the emphasis on
retaining reports in these accounting procedures. The easy-to-read
reports generated by the Accounts Receivable system provide a
complete audit trail.

Each activity in the accounting procedures is identified, and the
steps necessary to complete that activity are numbered. You may
adapt these steps to meet your business’s requirements. For
instance, you may post transactions more than once a day if your
company enters more than 100 invoices and payments in the
computer per day. Remember that following a set of routine
procedures will assist you in using the Accounts Receivable
package successfully.
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DAILY
PROCEDURES

Entering Sales, Payments
or Adjustments

1.  Before entering transactions into the computer, organize them

into three categories: Sales, Payments, and Adjustments.
Transactions with negative amounts must be entered as
adjustments.

2. Each category must be entered through the appropriate

selection in the Transaction Entry Menu. (Sales, selection 1;

Adjustments, selection 2; Payments, selection 3)

3.  Up to 100entries can be made at one time. If you need to
enter more transactions, you must first follow the posting
transactions procedure.

Printing an Unposted
Transactions Report

1.  After transactions are added, an Unposted Transactions
report can be printed to check all entries. (Reports Menu,
selection 1)

2.  Compare this report with the documentation used in entering

transactions.

3. Make any necessary changes to the transactions through the

appropriate transaction entry selection.

4.  Keep this report until all transactions are posted and the
Account Posting report is printed.
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Making a
Daily Backup

1.  When the Unposted Transactions Report is correct, make a
backup of the day’s work for your backup library. (See
Appendix A, Backup Procedures.)
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ON DEMAND
PROCEDURES

Posting
Transactions

Up to 100 unposted transactions can be stored before posting is
necessary.

1.

Review the last Unposted Transaction report for any errors. If
errors are found, STOP and correct them through Transaction
Entry before continuing (Reports Menu, Selection 1).

Make a backup of your data diskette and label it as a
“Pre-Posting” diskette (see Appendix A, Backup Procedures).
If you are interfaced, also make a backup of the General
Ledger data diskette.

Be sure your printer is ready. Post all transactions through
Posting Transactions (Main Menu, selection 4). REMEMBER,
POSTED TRANSACTIONS CANNOT BE CHANGED OR
DELETED.

Review the Account Posting Report for accuracy. You may
discard the Unposted Transactions report and retain the
Account Posting Report as your audit trail.

Adding and Changing Customer
Account Information

Organize the information that is to be entered on the
customer form in the Conversion section before adding or
changing customer records. Remember that the system does
not allow you to enter or change any of the customer’s
balances (entered during setup) after the first accounting
period has been closed. Any changes to these balances must
then be made by adjustment transactions.
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2. Make the necessary changes or additions in Customer
Maintenance (Main Menu, selection 2).

3. Review all changes and additions made by printing a new
customer list (Reports Menu, selection 3).

Deleting
Customers

A customer account cannot be deleted if the customer has an A/R
balance, or if there are unposted or posted transactions.

1. Delete the customer through Customer Maintenance (Main
Menu, selection 2).

2. Print a new customer list and check it for accuracy.

3. Make a note of the customer number that was deleted so the
account number can be used again.

Adding, Replacing, or Deleting
G/L Defined Accounts

NO ACCOUNTS MAY BE ADDED, REPLACED, OR
DELETED WHEN THERE ARE ANY TRANSACTIONS IN
THE SYSTEM (posted or unposted). The counters displayed in
Company Information for unposted and posted transactions are an
easy way to check for any transactions (Setup Menu, selection 1).

1. Add the new G/L accounts in G/L Account Maintenance in
A/R if you are not interfaced with G/L or in the G/L system if
you are interfaced (Setup Menu, selection 3).

2. A/R accounts must be defined in G/L Definitions. Required
accounts may NOT be deleted. You can only replace these
accounts with new ones. Optional accounts may be added,
replaced or deleted (Setup Menu, selection 4).
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To replace, find the old account and type the new account
over it.

To delete, find the old account and replace it with zeroes.

To add, find a blank account and replace it with the new
account.

3. Return to the G/L Maintenance function (found in A/R if not
interfaced, in G/L if interfaced) and delete the old accounts no

longer in use. You cannot delete any account still defined in
G/L Definitions.

4. Print a G/L Account list (in A/R if not interfaced and in G/L if
you are interfaced). Review this list to ensure that all entries
are correct. Replace your old account list with the new one
(Reports Menu, selection 4).

Changing System
Functions

If you need to change any of the system functions (such as late
charges, minimum payments), make the changes immediately
AFTER you have closed a period.

Make any changes in System Definitions (Setup Menu, selection 2).
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ON DEMAND

REPORTS

You may print the following reports whenever needed and as often

as you like:

Report Name

Uses and Hints

UnPosted Transactions
(Reports Menu,
selection 1)

Posted Transactions
(Reports Menu,
selection 2)

Customer Lists (Reports
Menu, selection 3)

Credit Limit (Reports
Menu, Customer List,
option 7)

Mailing Labels (Reports
Menu, selection 3)

Trial Balance, Trial
Run (End of Period
Procedures, selection 1)

Statement Reprinting
(End of Period
Procedures, selection 2)

This report lets you check all
entered transactions before posting.

This report lists transactions posted
during the current period for each
customer. You have the option of
printing all posted transactions or
only sales, payments, or
adjustments.

You can print a list of all customers
or print only those customers with
past due balances or inactive
accounts.

This report lists all customers who
were within 10% of their credit limit
at the close of the last period.

You can print labels to mail
statements if you do not have
window-type envelopes.

This report provides a summary of
all transactions affecting Accounts
Receivable with preliminary aging
of customer account balances. Your
current Accounts Receivable total is
shown at. the end of the report.

(See the End of Period Procedures
section for statement printing at the
close of a period.)
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e e NIFaa N o UV ol S e o
If you print a statement in
mid-month using your working A/R
diskette, the statement includes
aged balances from the close of the
last period and only the current
month’s activity. The current total
includes last month’s current
balance plus all posted transactions
for this month. The “as of” date on
the statement is the last aging date.

If you want to reprint a statement
as of the end of the last period, use
your end-of-period backup diskette.
Be sure to make a backup of that
diskette before running the Trial
Balance, Final Run and printing the
desired statement.

Period G/L Report (End | This report shows the status of G/L
of Period Procedures, accounts as of the last period
selection 4) closing.

66



END OF PERIOD
PROCEDURES

Closing
the Period

1. Run a Posted Transactions report (Reports Menu, selection 2)
to be sure that all transactions for the current period have
been entered and posted. (If the month is closed with
unposted transactions in the system, those transactions will
be posted to the next period when you select Transaction
Posting in the next accounting period.)

2. Print a Trial Balance without update (End of Period
Procedures, selection 1). Review all of the transactions
including the late charges (if any) to make sure they are
correct.

3. If corrections are made, they must be entered as adjustment
transactions and then posted.

Enter any necessary adjusting entries by selecting Option 2
on the Transaction Entry Menu.

If adjusting transactions were made, print an Unposted
Transactions Report by selecting Option 1 on the Reports
Menu. Make any necessary corrections and check them for
accuracy.

Back up diskettes, using the pre-posting backups. If
interfaced with General Ledger, back up the G/L data
diskette. (See Appendix A, “Backup Procedures.”)
Post the adjustment transactions by selecting Option 4 on the
Main Menu. If you are interfaced to General Ledger, insert
the G/L data diskette in Drive 2 before posting.

4. If any adjustments have been made, repeat steps 1 - 3.

5. Make your End of Period backup of your data diskette as

described in the instructions for making a backup library.
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10.

11.

12.

13.

Print a FINAL Trial Balance with Update to update all
customer accounts and to post late charges. DO NOT CLEAR
YEAR-TO-DATE SALES TOTALS UNLESS YOU ARE
ALSO CLOSING THE YEAR.

Print all statements for your customers (End of Period
Procedures, selection 2).

Close the period (End of Period Procedures, selection 3). All
posted transactions for the current period will be deleted from
the system.

If the period is closed, you may still reprint statements and
the balances will be correct until the new transactions are
posted. However, there will be no transactions detail printed
on the statements.

Print a Period G/L Report (End of Period Procedures,
selection 4). All A/R activity is reflected in the G/L account

balances which were updated during Period Closing.

Run the customer lists which your business needs dictate
(Reports Menu, selection 3).

You should now have the following reports to keep in your
End of Period file:

All account posting reports generated throughout the period
when posting transactions.

A Posted Transactions Report which lists all transactions for
the current period.

Final Trial Balance run with update.

Period G/L Report for the current period.

End of Period backup of your A/R and G/L data.

Print a list of all customers or print only those customers
with past due balances or inactive accounts (Reports Menu,
selection 3).

Print a list of all customers who were within 10 percent of

their credit limit at the close of the last period (Customer
List, selection 7).
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Closing
the Year

Closing the year uses the same procedures as closing a period
except when running the final run of the Trial Balance. When
closing the year you must answer “Yes” to the “Clear Year-To-Date
Sales” question.
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USING THE
REFERENCE SECTION

The Reference Section is organized so that after A/R is set up, you
can quickly find the information you need. The first part,
“Overview,” explains how to start the A/R program, how to end the
program, and how to correct any errors you make while using the
program.

The following sections describe A/R’s functions and how to use
them. They follow the order of the Main Menu that appears on your
screen after you start the program. Pay special attention to the
“Notes” portion, located at the beginning of each section. The notes
contain special instructions that will help you complete the section
successfully.

If the instructions don’t direct you elsewhere, go to the next step.
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OVERVIEW

System
Startup

Turn on all peripherals first (printer, expansion drive, if present).

Turn on the computer and wait until the red light on the disk
drives goes off.

Loading A/R

To use A/R, insert the A/R program diskette into Drive 0 and the
data diskette into Drive 1. If you are interfacing with G/L, place
the G/L diskette in the expansion drive (Drive 2). Press the reset
button and enter the date and time. When TRSDOS Ready appears,

type:
AR4

The A/R Main Menu appears. To choose a selection, press the
number that appears before the selection.

Exiting A/R

When you are finished using the program, press D until TRSDOS
Ready appears. Remove the diskettes and turn off the computer
system.
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Correcting
Errors

To correct an error in an entry screen before all data has been
entered, use (§), (}), =), and (=) to move the cursor to the error.
Type the correct character(s). Move the cursor to the space after the
last character in the line. Press (ENTER.

To change a credit to a debit or a debit to a credit, position the
cursor over the incorrect minus sign or plus sign. Enter the correct
character.

To correct an error in an unposted transaction, change or delete the
transaction at the Transaction Entry screen.

To correct an error in a posted transaction, enter an offsetting
transaction(s) through the Transaction Entry, Selection 2,
“Adjustment Entry” screen.

If you choose the wrong selection, press (FD and choose the correct
selection.

To erase all the data on an entry screen before reaching the bottom
of the screen, press FD.

If you press (F2) (on any screen in the A/R program), the cursor
automatically moves to the bottom of the screen and the message,
ANY CHANGES? Y/N, is shown. If you answer (Y), the cursor moves

to the top of the screen. Answering (N) automatically updates the
file.
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MAIN MENU

Use

Use the Main Menu to access each AR function.

Instructions

To display the Main Menu after turning on the computer, go to
Step 1. To return to the Main Menu from a selection or entry
screen, press (FD until the Main Menu appears.

1.  Insert the AR program diskette into Drive 0 and the data
diskette into Drive 1. Press the reset button. Enter the date
and time in the displayed format.

2. TRSDOS Ready
Type AR4 (ENTER).

3. ENTER SELECTION
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Your screen shows:

ACCOUNTS RECETILIVABLE
MAIN MENU

SETUP- MENU

CUSTOMER MAINTENANCE
TRANSACTION ENTRY
TRANSACTION POSTING
REPORTS MENC

END OF PERIOD PROCEDURES

AU e W N

ENTER SELECTION...

To use A/R, press the number that appears before the selection you
wish to use.

To return to TRSDOS Ready, press ED.
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SETUP
MENU

Use

Use this option to access the functions needed to set up the A/R
system before you actually begin using the system on a daily basis.

Instructions

Select Option 1, SETUP MENU, at the Main Menu. The screen
shows:

ACCOUNTS RECEIVABLE
SETUP MENU

COMPANY INFORMATION
SYSTEM DEFINITIONS

G/L ACCOUNT MAINTENANCE
G/L ACCOUNT DEFINITION

BwW N

ENTER SELECTION...

Press the number that appears before the selection you wish to use.

To return to the Main Menu, press FD.
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COMPANY
INFORMATION

Use

Use this option to:

® Record your company’s ® Find out how many
name and address customer accounts
A/R is storing
® Inquire about or change

company information ® Find out how many
posted and unposted
® Make the decision to transactions A/R is
interface A/R with G/L storing
or run A/R as a “stand
alone” program ® Condense the print on

reports (with a DMP200
or a LP VIII)

Notes

Complete Company Information before assigning account numbers
to the G/L “required” and optional accounts, and to your A/R
customer accounts.

You cannot change information below INTERFACE TO GENERAL
LEDGER? Y/N

You can convert from “stand alone” to “interface,” but never from
“interface” to “stand alone.”
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Instructions

At the Setup Menu, press (1) for COMPANY INFORMATION. Your
screen shows:

COMPANY INFORMATTION
COMPANY INFORMATION:

CITY-STATE-ZIP, . -

CONDENSE PRINT ON REPORTS? Y/N..........
PRINT COMPANY NAME/ADDRESS ON STATEMENTS? Y/N...

INTERFACE TO GENERAL LEDGER? Y/N........
LAST PERIOD CLOSING.......... s
CURRENT RECORD COUNT:

CUSTOMERS . ¢ vvevvnnrannnnnnns

UNPOSTED TRANSACTIONS.......
POSTED TRANSACTIONS.........

ENTER SELECTION... (C=CHANGE, [=INQUIRE)

1. ENTER SELECTION

To enter company information or to change company
information previously entered, press (©).

To display, but not change, information that was previously
entered, press (I).

2. NAME
Type your company’s name as you want it to appear on the
top of all A/R reports and customer statements. (30 characters
maximum)

3. ADDRESS

Enter your company’s street address. (30 characters
maximum)
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CITY-STATE-ZIP

Enter the city (20 characters maximum). Enter the
two-character state code. Enter the zip code. (9 characters
maximum)

CONDENSE PRINT ON REPORTS? Y/N

Press (Y) if you want to condense the print on reports to fit
80 column paper. (You must use this option if you are using a

DMP 200 or a LP VIIL)

If you press (N) you will receive a report on 132 column
paper.

PRINT COMPANY NAME/ADDRESS ON STATEMENTS? Y/N

Press if you want to print your company’s name on the
statements.

Press (W) if you do not want the company name to print on
the statements.

INTERFACE TO GENERAL LEDGER? Y/N

Press to interface to the General Ledger system. (The G/L
Data disk must be in Drive 2.)

Press (N) to run A/R as a “stand alone” system.
LAST PERIOD CLOSING

Displays the most recent date that customer accounts were
aged (Trial Balance, Final Run).

CUSTOMERS

Displays the number of customers currently recorded in the
system.

UNPOSTED TRANSACTIONS
Displays the number of unposted transactions currently being

stored that were entered through the A/R Transaction Entry
Screen.
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POSTED TRANSACTIONS

Displays the number of transactions that have been posted to
A/R customer accounts during the current period. This count
includes transactions posted as Sales, Adjustments, and
Payments.
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SYSTEM
DEFINITIONS

Use

Use the Accounts Receivable System Definitions option to:

® Define the methods of ® Activate an auto-
payment you want to use matic “late charge”
for your customer accounts feature for your
customer accounts
® Define the “Beginning that will appear on
Statement Number” their monthly state-
ments.
Notes

Each feature on the screen has been assigned a default value. In
most cases, a feature may be activated by changing (N) to (Y). You
may choose those features which will better serve your business.

The Late Charge Apply option is not accessible in the Customer
Maintenance section if you choose (N) as the response during setup
procedures.

If you choose the Late Charge Apply option, you must choose the
flat rate or percentage method to create late charges.

If you choose to compound the late charges, the late charge is
computed on the total balance of the customer’s account, including
prior late charges.

If you do not want to compound the late charges, the late charge is
computed on the total balance of the customer’s account, excluding
prior late charges. You must also separate late charges from aged
balances before entering the data into the computer.
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If you choose the Late Charge Apply option, you may choose to
charge a lesser rate for larger amounts past due and a greater rate
for smaller amounts past due.

If the customer balance is equal to or less than the minimum
amount overdue for a late charge, a late charge is not calculated.

You may request that a certain percentage of the total amount
owed is required as a minimum payment.

If you specify a minimum payment percent and a minimum

payment amount, the system uses the greater amount when
statements are printed.

Instructions

At the Setup Menu, select Option 2 for SYSTEM DEFINITIONS.
Your screen shows:

SYSTEM DEFINITIONS

MINIMUM PAYMENT OPTION (Y/N)
MINIMUM PAYMENT PERCENT,
MINIMOM PAYMENT AMOUNT.......0cvseooense .

LATE CHARGE APPLY OPTION (Y/N)....ceeennenoscnan
COMPOUND LATE CHARGES? (Y/N)....cesconsososanosns
LATE CHARGE METHOD (P/F)..scevnencvnonsacacascnn
LATE CHARGE PERCENTAGE BREAK AMOUNT........c...s
LATE CHARGE PERCENT (OVER BREAK AMOUNT).........
LATE CHARGE PERCENT (UNDER BREAK AMOUNT)........
LATE CHARGE FLAT AMOUNT.....ovvsnvansvercancnass
MINIMUM OVERDUE FOR LATE CHARGE......snvnvevanos

BEGINNING STATEMENT NUMBER......c.ovceecaseanvos
PRINT ZERO BALANCE STATEMENTS? (Y/NJ)......ccoeus

ENTER SELECTION,._  (C=CHANGE, I=INQUIRE)

1. ENTER SELECTION

Press (€) to enter the System Definitions information or to
change the information previously entered.
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Press (D) to display, but not change, information that was
previously entered.

MINIMUM PAYMENT OPTION (Y/N)
Press to specify a minimum payment.

Press (W) if you do not want to specify a minimum payment
and go to Step 5.

MINIMUM PAYMENT PERCENT

Enter the percent used to calculate the minimum payment
when statements are printed. You can use up to 2 digits, but
do not use decimals.

MINIMUM PAYMENT AMOUNT

Enter the minimum payment that a customer can credit
toward the unpaid balance of an account. You can use up to
5 digits, but no decimals.

LATE CHARGE APPLY OPTION (Y/N)

Press to activate this option and proceed with all of the
Late Charge entries.

Press (W) if you do not wish to use this option, and go to
Step 13.

COMPOUND LATE CHARGES? (Y/N)

Press to activate this option.

Press (M) if you do not wish to use this option.
LATE CHARGE METHOD (P/F)

Press (P) to calculate late charges by percentage.

Press (F) to calculate late charges as a flat rate (specified on
the next page). Go to Step 11.
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10.

11.

12.

13.

14.

LATE CHARGE PERCENTAGE BREAK AMOUNT

Enter the amount at which the percentage changes for the
late charge calculated using up to 5 digits (no decimal
needed).

LATE CHARGE PERCENT (OVER BREAK AMOUNT)

Enter the monthly percentage rate used to calculate late
charges for amounts equal to or in excess of the break amount

specified above. Use 1 digit before the decimal and 2 digits
after.

LATE CHARGE PERCENT (UNDER BREAK AMOUNT)

Enter the monthly percentage rate used to calculate late
charges for amounts less than the break amount specified
above. Use 1 digit before the decimal and 2 digits after. Go to
Step 12.

LATE CHARGE FLAT AMOUNT

Enter the flat amount that is posted as a late charge to each
customer regardless of the amount past due. (5 digits
maximum)

MINIMUM OVERDUE FOR LATE CHARGE

Enter the minimum balance amount before a late charge is
calculated. (5 digits maximum)

BEGINNING STATEMENT NUMBER

Enter the statement number that you want the customer
statements to begin with when printed at the end of the
current period. (5 digits maximum)

PRINT ZERO BALANCE STATEMENTS? (Y/N)

Press to print statements with a balance of zero.

If you do not want to print statements with a balance of zero,

press (N).
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15.

ANY CHANGES? Y/N

Press if you want to change the System Definitions
information. Go to Step 2.

Press (W) if the System Defintions information is correct.
Go to Step 1.

Press (FD to return to the Setup Menu.
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G/L ACCOUNT
MAINTENANCE

Use

If your A/R system is not interfaced to G/L, use the G/L Account
Maintenance option to:

® Record account numbers and ® Add new accounts
descriptions when first
setting up A/R ® Inquire about accounts
® Change account ® Delete accounts which
description have been removed from

G/L Account Definition

Notes

This function is not available when the A/R system is
“interfaced” to the G/L system.

You can delete an account only if there are no posted or unposted
transactions in the system and the account is not defined in G/L
Account Definition.

Enter all G/L “required” accounts through this screen. The required
accounts are: Accounts Receivable, Cash in Bank, Sales Tax,
Freight Charges, Late Charges, Discounts and Sales (Default). You
must enter all required accounts, even though you may not utilize
it for your business.

You can also add optional sales and adjustment accounts through
this screen.

Account numbers assigned through this screen determine the order
in which accounts appear on financial statements.
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Instructions

At the Setup Menu, select Option 3 for G/L ACCOUNT
MAINTENANCE. The following screen appears:

G/ L ACCOUNT MAINTENANCE
G/L ACCOUNT NUMBER... -

DESCRIPTION..........

ENTER SELECTION.._ (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

1. ‘ENTER SELECTION
Press (A) to add an account.
Press (€) to change account description.
Press (D) to delete an account.
Press (I) to inquire about an account.
Press (FD to return to the Setup Menu.
2. G/L ACCOUNT NUMBER

Enter the number of the account you wish to add, using the
numbering system selected when preparing for conversion.

To change an account description, enter the account number.

To delete an account, type in the number of the account and
press (ENTER). Go to Step 4.
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To inquire about an account, enter the account number. Go to
Step 5.

Press (F1 to enter a different selection.
DESCRIPTION

Enter the account description (Accounts Receivable, Cash in
Bank, etc.). Go to Step 2.

DELETE THIS RECORD? Y/N
Press if this is the record you want to delete.

Press (W) if this is not the record you want to delete. Go to
Step 2.

DISPLAY NEXT RECORD? Y/N
Press to display the next account number and description.

Press (W) if you do not want the next record displayed. Go to
Step 1.
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G/L ACCOUNT
DEFINITION

Use

Use the G/L Account Definition function to:

® Identify each account to ® Define optional sales
be used in the system. or adjustment accounts
as needed in your
business (sales returns
and allowances, etc.)

Notes

The system returns the actual account description (entered in G/L
Account Maintenance) as you enter the account number.

All optional accounts function as sales accounts.

You must complete the G/L Account Definition function before any
activity can occur on the A/R system.

All account numbers entered for “required” or optional accounts
must have been previously entered through G/L Account
Maintenance (on the A/R System, if not interfaced, or the G/L
System, if interfaced).

See the Summary of Tasks section for specific instructions for
making changes to the General Ledger accounts.
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Instructions

At the Setup Menu, select Option 4 for G/L ACCOUNT DEFINITION.
Your screen shows:

G/L ACCOUNT DEFINITTION
ACCOUNT TO BE DEFINED ACCT. #
ACCOUNTS RECEIVABLE.......
CASH IN BANK....... .

LATE CHARGE. . .
DISCOUNTS..evvvsvenonnnnas
SALES (DEFAULT)...........

OPTIONAL ACCOUNTS

ENTER SELECTION... (C=CHANGE, I=INQUIRE)

1.

ENTER SELECTION

To enter the G/L Acount Definition information or to change
information previously entered, press (€.

To display, but not change, information that was previously
entered, press (1.

Press (FD to return to the Setup Menu.

ACCT. #

You can change the account number for each of the “required
accounts” shown on the screen, or enter up to 10 optional
account numbers (previously defined in G/L Account
Maintenance) to be used in the A/R system.

ANY CHANGES? Y/N

Press to change the displayed information. Go to Step 2.

Press (N) if the Account Definition information is correct.
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CUSTOMER
MAINTENANCE

Use

Use the Customer Maintenance function to:

® Enter customer account
information when first
setting up A/R

® Enter customer balances
during Setup

® Assign account numbers
to customers

® Activate a “Late
Charge” feature for
your customer accounts

® Inquire about
customer accounts

® Delete customer
accounts

Notes

You must assign a customer number and add the appropriate
information to the system before any activity can take place on a
customer account.

If you answered “No” to the late charge question during the Setup
procedure, the system automatically answers No to the late charge
question in the Customer Maintenance function.

You can change account balances entered during Setup any time
prior to closing your first accounting period. After completing the
first period closing, you can no longer change the balances through
this display.

Amounts entered should reflect the account status as of the end of

the last period closed. Each amount uses two decimal places with
the maximum entry for each amount being 9,999,999.99.
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If you answer “No” to the question, TAXABLE? (Y/N), the system
does not prompt you to enter a tax amount. If you answer “No” to
the question, DISCOUNTS? (Y/N), the system does not prompt you to
enter a discount amount.

If the current account balance is less than zero (a credit balance),
then 30, 60 and 90 day balances for that account are zero.

You can delete a customer account only if there are no unposted or
posted transactions in the system.

The Period Activity and Net A/R features are display only and
cannot be changed on the screen.

When you add customer accounts, the screen displays the account

number, customer name, city, state, and zip code of the last account
entered.

Instructions

Select Option 2, CUSTOMER MAINTENANCE, from the Main Menu.
Your screen shows:

CUSTOMER MAINTENANCE

CUS'TOMER NUMBER. ..

CITY-STATE-ZIP.... - -
PHONE NUMBER......

TAXABLE? (Y/N).... DISCOUNTS? (Y/N).
LATE CHG? (Y/N)... CREDIT LIMIT...

LAST STATEMENT BALANCES:
CURRENT. .. .. 30 DAY....
60 DAY...... 90 & OVER.
LATE CHARGE. YTD SALES.

PERIOD ACTIVITY.....

NET A/R...vuennnenn.

LAST CUSTOMER ADDED:

ENTER SELECTION... _ (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

1. ENTER SELECTION
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Press (A) to add an account.

Press (€) to change account information.
Press (D) to delete an account.

Press (I) to inquire about an account.
Press (D to return to the Setup Menu.
CUSTOMER NUMBER

Enter the customer account number. Allowable customer
numbers are 1 through 999.

If you are changing account information, press (ENTER) until
the cursor appears at the line you want to change. Enter the
correct information and press 2. Go to Step 17.

If you are deleting an account, go to Step 18.

If you are inquiring about an account, go to Step 19.

NAME

Enter the customer name. Enter the last name first (for
individuals) if you want to print the statements in
alphabetical order at a later date. (30 characters maximum)

ADDRESS

Enter the customer address (street), using up to 30
characters.

ADDRESS

Enter additional address information (P.O. Box), using up to
30 characters.

CITY-STATE-ZIP
Enter city, state, and zip code, using up to 20 characters for

the city, 2 characters for the state and 10 characters for the
zip code.
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10.

11.

12.

13.

PHONE NUMBER

Enter area code and phone number (12 digits maximum). You
may enter dashes after the area code and exchange.

TAXABLE? (Y/N)
Press if you want to apply tax to this customer account.

Press (W) if you do not want to apply tax to this customer
account.

DISCOUNTS? (Y/N)

Press if you want to apply discount amounts to this
customer account.

Press (W) if you do not want to apply discount amounts to this
customer account.

LATE CHG? (Y/N)
Press if you want this customer to have automatic late
charges applied each month during end of period processing

for past due balances.

Press (W) if you do not want the customer to have automatic
late charges.

CREDIT LIMIT

Enter the maximum credit amount extended to the customer
(7 digits maximum). No decimal place is needed.

CURRENT

Enter the portion of the customer’s balance that is the result

of the last 30 days activity. You may use up to 7 digits before
the decimal and 2 digits after. You may also change the “+”

to a “—" if the amount is negative.

30 DAY

Enter the balance that is aged 30 days, using up to 7 digits
before the decimal and 2 digits after.
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14.

15.

16.

17.

18.

19.

20.

60 DAY

Enter the balance that is aged 60 days, using up to 7 digits
before the decimal and 2 digits after.

90 DAY & OVER

Enter the balance that is aged 90 or more days, using up to 7
digits before the decimal and 2 digits after.

LATE CHARGES

Enter the amount of accumulated late charges for the
customer account.

YTD SALES

Enter the year-to-date sales amount for that customer. You
may use up to 7 digits before the decimal and 2 digits after.

PERIOD ACTIVITY

This feature automatically shows the total amount of posted
transactions in the current period.

NET A/R

This feature automatically shows the sum of the current, 30
day, 60 day, 90 day and the Period Activity.

ANY CHANGES? Y/N

Press if you want to change the current information. Go
to Step 3.

Press (W) if there are no changes to the current information.
Go to Step 2.

LAST CUSTOMER ADDED:
This feature automatically shows the account number,

customer name, city, state, and zip code of the last account
you entered (in the “Add” mode).
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21.

22.

DELETE THIS RECORD? Y/N

Press to remove this customer account from your records.
Go to Step 2.

Press (N) if you want the customer account to remain in your
records. Go to Step 2.

Press (FD to enter another selection. Go to Step 1.
DISPLAY NEXT RECORD? Y/N
Press to display the next account (in numerical order).

Press (N) if you do not want to see the next account. Go to
Step 1.

Press (FD to return to the Main Menu.
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TRANSACTION
ENTRY

Use

Use Transaction Entry to:
® Record a sales transaction ® Adjust prior entries

® Enter payments made to
your customer accounts

Notes

No more than 100 transactions can be entered before posting.

When you are adding a transaction, A/R automatically assigns and
displays a “system” transaction number.

You must enter both the transaction number and the
customer account number to recall a transaction when in the
“change” or “delete” selection modes.

After transactions have been posted, they can no longer be recalled
for any purpose using any of these displays.

The transactions shown under the “Last Transaction Added”
feature appear in the same order as added. The screen shows only
the last transaction from the “ADD” mode (not changes).

You must enter a valid date for all transaction entries.

You can enter transactions to a customer account 000. This account
can be used for customers that do not need a permanent account
(such as cash-only or one-time customers). The account appears on
all reports except statements. If the account has a zero balance it
does not appear on the Customer List.
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Instructions

At the Main Menu, select Option 3 for TRANSACTION ENTRY. The
screen shows:

TRANSACTION ENTRY

1. SALES ENTRY
2. ADJUSTMENT ENTRY

3. PAYMENT ENTRY

ENTER SELECTION..._

Press the number that appears before the selection you wish to use.

Press (F1) to return to the Main Menu.
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Sales
Entry

Use

Use the Sales Entry function to:

o Enter all sales transactions ® Change sales
to be posted to your customer transaction
accounts information
® Delete sales transactions ® Inquire about sales
transactions

® Enter freight charges that
are billed to your customers

Notes

You can enter a numeric or an alphanumeric invoice or reference
number.

You must have already defined the G/L account number during
setup procedures.

The items shown under “Last Transaction Added” appear in the
same order as added. The screen shows only the last transaction
from the “ADD” mode (not changes).

You must enter a valid date for all sales transactions.

No more than 100 transactions can be entered before posting.

You can use two decimal places and up to 9,999,999.99 for the sales
amount.

You can use two decimal places and up to 99,999.99 for the tax
amount.
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This option does not accept a negative amount.

Instructions

Select Option 1, SALES ENTRY, from the Transaction Entry Menu.
Your screen shows:

SALES ENTRY

CUSTOMER #......
CUSTOMER NAME. ..
TRANSACTION #...
INVOICE #.......
DATE....oovnnnnn /7
INVOICE TOTAL...

G/L ACCOUNT... -

ENTER SELECTION..... (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

1. ENTER SELECTION
Press (A) to add a sales transaction.

Press (€) to change the information entered in a sales
transaction.

Press (D) to delete the information entered in a sales
transaction.

Press (I) to inquire about a sales transaction.
Press (FD to return to the Transaction Entry Menu.
2. CUSTOMER #

Enter the customer account number.
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CUSTOMER NAME

After you enter the customer number in Step 2, A/R displays
the customer name for verification.

If the name is correct, proceed to the next step.

If you entered the wrong account number, press D and go to
Step 2.

TRANSACTION #

If you are in the “add” mode, the transaction number is
automatically shown.

If you are in the “change” mode, you must enter the
transaction number to recall the information.

If you are in the “delete” mode, you must enter the
transaction number to recall the information. Then go to

Step 11.

If you are in the “inquire” mode, you can press (ENTER) and the
system finds the first sales transaction for the customer. Go to
Step 12.

INVOICE #

Enter the invoice or reference # that refers to this sale
(numeric or alphanumeric). (5 characters maximum)

If you have more than one type of sale (different G/L account
numbers) recorded on the same invoice, press (ENTER) to keep
the same invoice number.

DATE

Enter the month, day, and year for the transaction.

Press (ENTER) if the date shown remains the same.

INVOICE TOTAL

The total amount currently on record for the chosen invoice
number is automatically displayed.
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10.

11.

12.

G/L ACCOUNT

Press two times to assign the “default” sales account
number. The default number is shown during the “add” mode.

If you want to enter this transaction to an account other than
the default account, enter that account number.

AMOUNT
Enter the sales (or freight charges) amount (not including the
tax amount). (Use up to seven digits before the decimal and

two digits after the decimal.)

TAX

Enter the tax amount for the transaction. (Use up to 5 digits
before the decimal and 2 digits after the decimal.)

Press (ENTER) if you do not want to enter a tax amount.

If you answered (N) for No at the question TAXABLE? (Y/N)
when you set up the customer account, you are not prompted
to enter a tax amount.

LAST TRANSACTION ADDED

After adding a transaction, A/R shows details of your last
entry until you exit the Sales Entry screen.

ANY CHANGES? Y/N

If the information is not correct, press (Y). Go to Step 5.
Press (N) to add the record to the system files. Go to Step 5.
DELETE THIS RECORD? Y/N

Press to delete the displayed transaction.

Press (N if the displayed transaction is not the one you want
to delete. Go to Step 2.

DISPLAY NEXT RECORD? Y/N
Press to display the next transaction.

If you do not want to display the next transaction, press (N).
Go to Step 1.
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Adjustment
Entry

Use

Use the Adjustment Entry function to:

® Make any adjustments to ® Change adjustments made
your customer accounts to your customer accounts
® Delete adjustments made ® View adjustments that
to your customer accounts have been made to your

customer accounts

Notes

You may enter negative amounts when using this function.

Negative adjustments are applied in the following order: Late
Charges, 90 Day, 60 Day, 30 Day, Current.

You must use G/L account numbers that have been previously
defined during setup procedures.

You must enter a valid date for all adjustment transactions.
The items shown under “Last Transaction Added” appear in the
same order as entered. This feature is only shown on the screen in

the “Add” mode.

Use two decimal places and up to 9,999,999.99 for the adjustment
amount.

Use two decimal places and up to 99,999.99 for the tax amount.

You cannot credit late charges to a customer account for more than
the late charge currently owed by the customer.
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Instructions

Select Option 2, ADJUSTMENT ENTRY, from the Transaction Entry
Menu. Your screen shows:

ADJUSTMENT ENTRY

CUSTOMER #......
CUSTOMER NAME. ..
TRANSACTION #...

INVOICE TOTAL...
G/L ACCOUNT, .. -
AMOUNT. . .

ENTER SELECTION..... (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

1. ENTER SELECTION
Press (A) to add an adjustment transaction.

Press () to change the information entered in an adjustment
transaction.

Press (D) to delete the information entered in an adjustment
transaction.

Press (D) to inquire about an adjustment transaction.
Press (FD to return to the Transaction Entry screen.
2. CUSTOMER #
Enter the customer account number.
3. CUSTOMER NAME

If the customer name shown is the one you want to make the
adjustment to, continue with the next step.
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If the customer name shown is not the one you want, press 1D and
enter another account number.

TRANSACTION #

If you are in the “add” mode, A/R automatically shows the
transaction number.

If you are in the “change” mode, you must enter the
transaction number to recall the information.

If you are in the “delete” mode you must enter the
transaction number to recall the information and then go to
Step 11.

If you are in the “inquire” mode, you can press (ENTER) and the
system finds the first adjustment transaction for the
customer. Go to Step 12.

INVOICE #

Enter the invoice or reference number that refers to this
adjustment.

DATE
Enter the month, day, and year for the transaction.
INVOICE TOTAL

The total amount currently on record for the chosen invoice
number is automatically displayed.

G/L ACCOUNT

Press (ENTER) to assign the “default” sales account number.
The default number is shown during the “add” mode.

If you want to enter this transaction to an account other than
the “default” account, enter that account number.

AMOUNT
Enter the adjustment amount (not including the tax amount).

Use up to seven digits before the decimal and two digits after
the decimal.
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10.

11.

12.

TAX

Enter the tax amount for the transaction. (Use up to five
digits before the decimal and two digits after the decimal.)

Press (ENTER) if you do not want to enter a tax amount.
LAST TRANSACTION ADDED

After adding a transaction, A/R shows the last transaction
entered until you exit the Adjustment Entry screen.

ANY CHANGES? Y/N

Press to change the adjustment information. Go to Step 5.
Press (N) to add the record to the system files. Go to Step 5.
DELETE THIS RECORD? Y/N

Press to delete the displayed transaction. Go to Step 2.

Press (ND if the displayed transaction is not the one you want
to delete. Go to Step 2.

DISPLAY NEXT RECORD? Y/N
Press to display the next transaction.

Press (W) if you do not want to display the next transaction.
Go to Step 1.

If you answered (N) for No at the question TAXABLE? (Y/N)
when you set up the customer account, you are not prompted
to enter a tax amount.
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Payment
Entry

Use

Use the Payment Entry function to:

e Enter all payments to e Change payments
your customer accounts previously entered to
your customer accounts
® Delete payments previously

entered to your customer ® View payments entered
accounts to your customer accounts
Notes

Use two decimal places and up to 9,999,999.99 for the payment
amount.

Use two decimal places and up to 99,999.99 for the discount
amount.

This option does not accept a negative amount.
You must enter a valid date for all payment transactions.

Payments are applied in the following order: Late Charges, 90 Day,
60 Day, 30 Day, Current.
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Instructions

Select Option 3, PAYMENT ENTRY, from the Transaction Entry
Menu. Your screen shows:

PAYMENT ENTRY

CUSTOMER #......
CUSTOMER NAME, ..
TRANSACTION #...
CHECK #

ENTER SELECTION...._ (A=ADD, C=CHANGE, D=DELETE, I=INQUIRE)

1. ENTER SELECTION
Press (A) to add a payment transaction.

Press () to change the information entered in a payment
transaction.

Press (D) to delete the information entered in a payment
transaction.

Press (I) to inquire about a payment transaction.
Press (FD to return to the Transaction Entry screen.
2. CUSTOMER #
Enter the customer account number.
3. CUSTOMER NAME

After entering the customer number in Step 2, the customer
name is shown for verification.
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TRANSACTION #

If you are in the “add” mode, the transaction number is
automatically shown.

If you are in the “change” mode, you must enter the
transaction number to recall the information and proceed to
the next step.

If you are in the “delete” mode, you must enter the

transaction number to recall the information. Then go to
Step 10.

If you are in the “inquire” mode, you can press (ENTER) and the
system will find the first payment transaction of the current
period for the customer.

CHECK #

Enter the check or reference number that refers to this
payment. (Five digits maximum)

You may enter “CASH?”, etc., if that was the form of payment
received.

DATE
Enter the month, day and year for the transaction.
AMOUNT

Enter the payment amount (not including the discount
amount if it is to be entered below). You may use up to seven
digits before the decimal and two digits after the decimal.

DISCOUNT

Enter the discount amount for the transaction. You may use
up to five digits before the decimal and two digits after the
decimal.

Press (ENTER) if you do not want to enter a discount amount.
If you answered (N) for No at the question DISCOUNTS? (Y/N)

when you set up the customer account, you are not prompted
to enter a discount amount.
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10.

11.

LAST TRANSACTION ADDED

The screen shows the last transaction entered (appearing in
the same order as added), until you exit the Payment Entry
screen.

ANY CHANGES? Y/N

Press to change the payment information and go to Step
5.

Press (N to add the record to the system files. Go to Step 5.
DELETE THIS RECORD? Y/N
Press to delete the displayed transaction. Go to Step 2.

Press (N) if the displayed transaction is not the one you want
to delete. Go to Step 2.

DISPLAY NEXT RECORD? Y/N
Press to display the next transaction.

Press (M) if you do not want to display the next transaction.
Go to Step 1.

110



TRANSACTION
POSTING

Use

Use the Transaction Posting function to post to each customer
account, the sales, adjustment and/or payment entries that you
entered through A/R’s Transaction Entry screen.

Notes

Back up your diskettes before using this option.
You must post after you have entered 100 transactions.

After transactions have been posted, they are no longer available
through the transaction entry displays. Any corrections to posted
transactions must be entered as an adjustment entry and also
posted.

You must enter a valid posting date to post transactions.

All transactions posted to A/R are summarized by G/L account
number and posted to General Ledger. A journal entry for both the
total debit and credit amounts is created in G/L for each account
that was used for A/R transactions. If interfaced, the transactions
are automatically posted to General Ledger.

A posting report is printed and a G/L recap report is provided at
the end of the posting report, summarizing all active G/L accounts
by total debit and credit amounts. The posting report provides
detailed information for A/R audit purposes. The recap report
provides an audit trail for later reference during monthly G/L
processing.
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Instructions

At the Main Menu, select Option 4, TRANSACTION POSTING. Your
screen shows:

TRANSACTION POSTING

ARE YOU SURE YOU ARE READY TO POST? Y/N

1. ARE YOU SURE YOU ARE READY TO POST? Y/N
Press if you are ready to post transactions.

Press (N) if you are not ready to post transactions. You can
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