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Introduction
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Introduction

One of the most important tasks in any accounting department is monitoring

the flow of cash into payable accounts. Some invoices should be paid immediately
to take advantage of discounts. Other invoices may be held for longer periods

of time. The Radio Shack Accounts Payable System (APS) will help you watch all
vendor accounts and invoices, so that you may keep as much cash on hand as
possible, while retaining good credit.

The APS will print checks, cash requirements, ageing reports, and totals for posting
to your company’s General Ledger. The APS will help you decide when to write
your checks for maximum discount, and how those checks will affect your cash
position.

How to Use the APS

After you “Set Up”’ the Accounts Payable System, daily operations will consist
s of: entering, selecting, and posting invoices, printing checks, and adding new vendor
accounts.

Once a month, you will do “End of Period Processing”. This function prints a
report for posting to your General Ledger. At the end of each year, the system

will update each vendor’s status automatically. (Reports and summaries can be
printed at any time.)

Features of the APS
1. Complete General Ledger Recap at the end of the month.

2.  Prints checks for mailing.

3. Automatic updating of vendor records.




Introduction (continued)

4. Prints the following reports:
Complete or Selected Vendor File
Complete or Selected Invoice Listing
Complete or Selected Posting Report
General Ledger Recap Report
Cash Requirement Report
Complete or Selected Invoice Listing by Aging Status
Discounts Lost Report
5. Provides totals for General Ledger Posting.

6. Easy access to vendor accounts for editing, deleting, or printing.

Storage Capacity

Before you can enter data, you will be asked to choose which of three Storage
Capacity Options is best suited to your needs. Once you choose the storage
capacity option, you cannot change the capacity.

Two Disk System Options:

1. 75 Vendor Accounts and 1500 Invoices per month.

2. 200 Vendor Accounts and 1000 Invoices per month.

Three Disk System Option:

3. 500 Vendor Accounts and 200Q Invoices per month.
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General Ledger Code Numbers

The Radio Shack Accounts Payable System uses General Ledger ‘““Code Numbers”
to keep track of your accounts. You will assign each of your accounts to one of
these Code Numbers (GLC’s) by entering your firm’s General Ledger account
numbers (up to four digits). You can also enter a five letter abbreviation for the
account. For example: “MERCH” could be your abbreviation for “MERCHAN-
DISE”.

If your company has General Ledger account numbers larger than four digits, you
might want to use the four most significant numbers. For example: you could
change 23001 to 2301 or 300Q1.

Consider using Radio Shack’s General Ledger 1.1 in conjunction with APS since
it is designed for four digit GL account numbers.







Setting Up APS

Setting Up APS

Before you begin using the Accounts Payable System, you should make copies
(Backup) of your Program Diskettes. Keep your original Program Diskettes in a safe
place. You must also prepare (Format) a Data Diskette which will be used to store
your vendor accounts and invoices.

If you are not familiar with Backup and Format functions, refer to Appendices A
and B (at the back of this manual) for instructions.

The APS “Set Up”’ diskette is used only once to enter information about your
company into the computer. After the “Set Up”’ is complete, you will run “APS”
every time you use the system. (If you need to modify your company data, the

APS ““Set Up”’ program has a built-in “Modification” option.)

Caution: You may not run “Initial”” Set Up again. If you do, you will lose all your
information.

Follow these steps in setting up the Accounts Payable System:
1. Turn on the Disk Drives, Printer, Video Display and the Expansion Interface.
2. Insert the APS Backup Set Up Diskette in Drive #( and close the door.

3. Insert the formatted Data Diskette in Drive #1 and close the door. (If you
have a three drive system, place another formatted Data Diskette in Drive #2.)

4. Turn on the TRS-80 Keyboard.

5. The screen will show: You type:
DOS READY BIAISIIC] and press
HOW MANY FILES? Press
MEMORY SIZE? Press [ENTER]

READY_ RUNFSETUPIF] and press




Setting Up APS (continued)

The screen will show:

TR5-86 ACCOUNTS PRYRBLE SYSTEM
SETUP PROGRAM

CONITIAL SETUP
(MWODIFICATION

ENTER SELECTION —-5> .

This is the Initial Set Up, so press [IJ.
You will now enter information about your company. Type the information as it

is requested by the program. The small blocks indicate the amount of space
available for each entry.

Press [ENTER], after you finish each line. Most entries in the APS program will
require you to press [ENTER] after you type information. If, however, you are just
answering a Y/N question, or selecting functions, you simply press the appropriate
key — the TRS-80 will do the rest.

The last question is:

(C)ASH OR (A)CCRUAL ACCOUNTING? _ _ _ _

With Accrual, you only need to post your General Ledger entries at the end of
the month. With the Cash method, you will post every time you print checks.

Press [C]or [A], depending on which method your company uses.

The screen will show your Current Company Data. Press [ENTER] to continue.




Setting Up APS (continued)

The screen will show:
ASSIGNMENT OF GENERAL LEDGER CODES (GLC)
GLC: 1 & 2 ACCOUNTS PAYABLE (A/P) GL ACCOUNT #: _ _ _ _

GLC 1 and 2 are the General Ledger “Code Numbers” (GLC’s) for ‘““Accounts
Payable”. Code #1 is for Debits, Code #2 for Credits. You don’t have to concern
yourself with the Debit/Credit part — APS will keep it straight. Just enter your
General Ledger ‘“‘Accounts Payable’ account number. (These two codes are used
internally by APS.)

The computer will ask you to enter General Ledger account numbers for “Cash’
(General Ledger Code #3) and “Purchase Discounts’ (General Ledger Code #4).

The next 96 GLC numbers are optional. You may assign each of these “codes” a
General Ledger account number, and a five letter abbreviated account description.

Your firm should already have General Ledger accounts for Cash, Purchases,
Purchase Discounts, Sales Taxes, Shipping Charges, and various other categories.
(Others that might be useful with this system include Refunds Receivable and
Purchase Returns.) Later when adding invoices, all you do is enter the General
Ledger code.

By using General Ledger Codes, the activity for a General Ledger account is
accumulated, and current totals can be printed. At the end of the month, all
totals can easily be posted to the proper General Ledger accounts.

When you’ve finished entering General Ledger Codes, type E[1) and press [ENTER
to end this session.

At this point, you can printout a record of your General Ledger Codes, General
Ledger Account Numbers, and General Ledger Account Descriptions. You’ll need
them for reference when you enter invoices.




Setting Up APS (continued)

How Many Customers and Transactions

You can select the ““APS Storage Capacity’ option you wish to use.

The screen will show:

>

APS STORAGE CAPACITY OPTIONS

1 - 75 VENDOR ACCOUNTS / 150@ INVOICES MONTH
(2 DISK SYSTEMS)

2 - 200 VENDOR ACCOUNTS / 1808 INVOICES/MONTH
(2 DISK SYSTEMS)

3 - 586 VENDOR RCCOUNTS / 2008 INVOICES/MONTH
(3 DISK SYSTEMS)

SELECT 1, 2 OR 3 - _

Press the number of the option you wish to use. You may not change this option
unless you start over from scratch.

Password Protection

The screen will show:
ENTER YOUR PASSWORD _ _ _ _

Use of password will insure that only authorized personnel can gain access to the
Accounts Payable records. If your company does not require a secured APS, type

PIAISISIMOIRID] as your “password”. (It’s easy to remember.)

Your password can be up to eight characters. It can be a combination of letters
and numbers, but the first character must be a letter. Press [ENTER] after typing
the last letter.

Note: This is the only time the password will appear on the screen exactly as typed.
From this point on, the password will appear as a series of number signs ## ### ##
whenever you type it.




Setting Up APS (continued)

WARNING:
REMEMBER YOUR PASSWORD. IF YOU FORGET THE PASSWORD, YOU
MAY NEVER SEE YOUR ACCOUNTS PAYABLE RECORDS AGAIN.

The TRS-80 will ask:
ARE ALL ENTRIES CORRECT? (Y/N)

If you press[N/for No, the program will display everything you’ve entered and let
you change the Set Up data. If you press([Y]for Yes, the system will store all of
the company’s data, together with your password.

You are now ready to use the APS program. If you wish to start entering your
vendors, remove the Set Up diskette from Drive @, insert the APS Program diskette,

and go to page 12.

If you plan to enter the vendors later, remove the diskettes and place them in their
protective sleeves. Shut off the computer. When you are ready to use APS, you

will start on Page 11.







Running APS

Running APS

Follow these steps in exact order:

1.

The screen will show:

Enter today’s date: (Example: 01/01/8)) The date will appear on the screen with
the question:

Type Mor[Ml. If you type Y (Yes), the system will ask you to enter your
password. Type in your password carefully. Press after you type in the
last letter. A # symbol will appear on the screen for each character of the
password.

Turn on the Disk Drives, Printer, Video Display, and the Expansion
Interface.

Insert the APS Backup Program Diskette in Drive #0 and close the door.
Insert the formatted Data Diskette in Drive #1 and close the door. If you
have a three-drive system, insert another formatted Data Diskette in Drive #2
and close the door.

Turn on the TRS-80 keyboard.

The screen will show: You type:

DOS READY BIASIMDEC and press [ENTER]
HOW MANY FILES?_ Press
MEMORY SIZE?_ Press

The screen will show:
READY_

Type: RUNFEAIPISI] and press

ENTER CORRECT DATE (MM/DD/YY):

IS THIS CORRECT? (Y/N)

11



Running APS (continued)

12

If you make a mistake in typing, the screen will show:
**INVALID PASSWORD***

The system will ask you again for the password. Type it in carefully. When the
password is correct, the program will search for all the stored information and
display the Main Menu:

>

* * TR5-80 ACCOUNTS PAYRBLE SYSTEM * #
12/47/73

- O
INMNa4mO >
nETmc

-Mer
ormm

-

-

o

=

CYIEND
CAXDD

CIJXNVO
tP2DS ]
{RIEPO
CCOHEC
CEJDND

{SOvYSsS1
(RIEXI]

-“mo x
<
DNV < om
O -MED OV
O DI
Bz
DO mmMmy
Xwnom wnn

o

SELECT FUNCTION --> _

//

This is the Main Menu. A menu is like a table of contents for a program.

You select a function by pressing the appropriate key (the letter in parenthesis). We
want to add Vendors now, so pressMfor Vendor File.

At the bottom of the screen you will see a menu of options:
(A)DD (S)EARCH (PYREVIOUS (N)EXT

(E)DIT (HJARD COPY (D)ELETE (@) EXIT TO MENU
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This is what each option does:

Add
By selecting this option, you may Add vendors to your file. Press [A].

Notice the flashing blocks. This is where you will type your information. Assign each
vendor a number and fill in the rest of the information, pressing after
each line.

Here is an example of how it will look:

//

# * VENDOR ENTRY AND MRINTENANCE * %
12/47/73

: 3453
; MORRIS SUPPLIES INC.
: J. HARDING
i 2342 W ELA ST
CITY : DAYION
STATE : OH
21P CODE : 43235
PHONE NUMBER  © 335-2332

LAST ENTRY: e TOTAL VENDORS: @
ssmsccerocmsersssrsssssssemsrresrss e s n oI n oS TSR S s RaRRE RS

15 THIS CORRECT 2 (Y/N) _

Ve

When you finish, you will see the question:

IS THIS CORRECT? (Y/N)_
If you need to make a correction, press [N]. You may now edit the entry. Use the
(M and[¥]keys to move from one line to another. The information in the line will
be displayed next to the words:

OLD LINE:

You may type in any changes you wish, or leave them the same.

When you have finished editing, press @.

13
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Running APS (continued)

Once again, you will be asked:
IS THIS CORRECT? (Y/N)_
If it is correct, press[Y]. The vendor will be stored and you may enter a new one.

Enter as many vendors as you like. When you have finished, press[@]to return to the
Options Menu. The vendors will be sorted by name and by number when you exit
to the Main Menu. Until the vendors are sorted, the Search option will not work

properly.

Search

Search allows you to locate any vendor. Press[S]. The program will ask for a Vendor
Number. Type the number you assigned (for the vendor you wish to locate) and

press [ENTER]. If you wish to Search by Vendor Name, press when asked
for Vendor Number. You will then be asked for the Vendor Name. Type the name

and press [ENTER] .

Note: When searching for a Vendor Name, you only need to type enough letters
of that vendor to identify it from other vendors.

Previous

Previous steps backwards through the vendors. When you press [P, the computer
will display the account “in front of” the vendor on the screen. When you reach
the first vendor, a message will be displayed, saying, FIRST VENDOR,

Next

When you press [N], the computer will display the Next vendor. When you reach
the last vendor, a message will be displayed, saying LAST VENDOR.

Edit

Edit is used to change vendor information.

Locate the vendor you wish to change, using Search, Next, or Previous. Press(E].
You may now change any of the vendor information, as you did before.

Note: You may not change the Vendor Number, Vendor Name, or any of the
cash amounts. If you need to change these, you must Delete the vendor and Add
the vendor back in with the changed information.
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Hard Copy

Hard Copy lets you print information about any of the vendors. First, locate the
desired vendor. Make sure the line printer is on. Press[H]. The vendor information
will be printed.

Delete

Delete allows you to completely eliminate a vendor from the system. First, locate
the desired vendor, then press D).

The screen will show:
OK TO DELETE? (Y/N)

Note: When a vendor is deleted, a printout will be made of that vendor’s stored
information.

Now that you have finished storing and editing vendors, you will want to enter
some Invoices. Press the@key to return to the Main Menu.

15






Add Invoices

Add Invoices

Invoices are entered with this function. Press [Al.

The screen will show:

* & INVOICE ENTRY AND MBINTENANCE * *

VENDOR NUMBER :
INYOICE NUMBER :
INVOICE DATE

DUE DATE :
DISCOUNT DATE
DISCOUNT <A/P)

e
<ADD <SOEARCH <POREVIOUS SHROEXT
<EXDIT <H>ARD COPY  <DOELETE <@> EXIT TO MENU

ENTER SELECTION —-> _

Notice the same options menu at the bottom of the screen as in the Vendor
File. Press{Alfor Add.

First, type the Vendor Number for this invoice, and press . Now type the
Invoice Number, and press [ENTER]. Type the Invoice Date, and press (ENTER]. If
you wish to use the date you set at the beginning of the program, just press .
Type the date that payment is due (Due Date) and press . If you just

press , the computer will automatically set the Due Date to 3Q) days from
the Invoice Date.

If there is a Discount Date, type it, and press [ENTER]. If there is no discount, just
press [ENTER]

If the discount is a flat rate, press [Al for Amount. If the discount is based on a
percentage of the total invoice, press[Plfor Percent. If you press (A, you will then
enter the amount of the discount, in dollars. If you press @, you will enter the
numeric percentage to be used on the entire invoice. You do not have to type a %.
The computer adds it automatically. Press ([ENTER].

Note: If you need to compute a discount which is a percentage of only a portion
of the invoice (for example, excluding shipping charges, tax, etc.), you must
figure the percentage manually. You will then press (A] for Amount, and enter the
dollar amount.

17
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18

ket

The program will then ask for one of the General Ledger Codes you specified
during the Set Up procedure. Type the GLC number and press . The
computer will display the five character General Ledger Description, then ask
for the amount. Type in the amount (including a decimal point and two digits).

Press [ENTER| |

The APS will ask for a total of four General Ledger Code entries. You can use
less than four, if you wish. Skip over any unwanted GLC requests by pressing

.
You will be asked:
IS THIS CORRECT? (Y/N)_

Press [Y] .
At this point, the TRS-80 will total the amounts you entered and record the
invoice. You are now ready to enter another invoice.

The other options all work in the same manner as in the Vendor File, except for
Edit, which is only used for adjusting posted invoices. If you have an unposted
invoice that is incorrect, then you must Delete the invoice and Add the
corrected invoice for that vendor.

Adjusting Invoices

If you need to change an invoice which has already been posted, you will press @Al
at the Main Menu, for Add Invoices. Press[E]for Edit, and you may change the
entries. This will not change the old invoice, but instead create a new entry,
called an Adjustment, with an Invoice Number of ‘Adjust’ for future reports.

If you need to enter a Credit Memo, you may do it in the same manner as you
would enter an invoice. Enter your amounts in negative numbers.

If you are adding an invoice for a vendor with whom you have a credit balance,
you should automatically take the discount. Enter a date for Discount Date which
is far enough in the future to insure the credit will have been offset by purchases.

When you have finished, press @] to return to the Main Menu.




Invoice Selection

Invoice Selection

There are many different factors that enter into Accounts Payable. Certain
invoices should be paid as soon as possible. There are, however, others that you
might prefer to wait on. This section allows you to select certain invoices for
listing, posting and paying, while withholding others.

Press (1.

The screen will show:

* % SELECTION OF PAYRBLES * *
@ INVOICES HELD 8 INVOICES SELECTED

FUNCTIONS :

ENTER SELECTION ~-> .

s

The rest of the APS program consists of posting invoices, printing checks, and
producing reports. For any of these functions, you may wish to use only a partial
group of the invoices you have on file. Invoice Selection allows you to construct
this group. Once constructed, the group will be used exclusively in all ““Selected”
reports. Even after turning off the machine, the group is still intact.

There are four options here. This is what they do:

Select Invoices Lets you select certain invoices for listing,
posting, and check printing.

Exclude Invoices Lets you exclude certain invoices from
listing, posting, and check printing.

19
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20

When you select invoices, you are picking a group of invoices that you wish to use
for posting, printing, etc. When you exclude invoices, it is just the opposite. APS
will let you post and print checks, reports, etc., for all invoices except the ones
you excluded. Most reports will ask you: (C)OMPLETE OR (S)ELECTED
LISTING C/S)?_ If you press [C], all the invoices will be printed. If you press[S],
only the Selected Invoices will be printed.

Hold Invoices Lets you hold posted invoices until you
are ready to print checks for them.

Release Invoices Lets you release your held invoices for
check printing.

After you have posted your invoices, there may be some that you do not wish to
print checks for immediately. If there are, you may hold them until you are
ready. You will then come back and release the invoices you had on hold.

If you are ever in doubt as to which invoices are on hold, you may run a

complete Invoice Listing. This will tell which of your posted invoices are currently
being held.

Notice that near the top of the screen you are told how many invoices are currently
selected and held.

After you press any of the above selections, the screen will show:

>

* % SELECTION OF PRYRBLES * *
8 INVDICES HELD @ INVOICES SELECTED

SELECTIONS:

ENTER SELECTION —> _

s
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If you press(A], All the invoices will be selected, held, etc., depending on what
you choose.

If you press[P], only Posted invoices will be selected.
By pressing V], you may Select by Vendor and Invoice Number. Press (V.
The screen will show:

INCLUDE: VENDOR # _ _ _ _
Type the Vendor Number and press . You must make an entry here.
The screen will show:

INVOICE# — — — _

Type the Invoice Number and press (ENTER]. If you want to select all the invoices
for this vendor, simply press [ENTER],

Note: When you enter vendor and invoice numbers, the computer only looks for
entries up to the length you specify. Assume you have a series of invoice numbers
beginning with the letter A (A-100, A-101, and A-1Q2, for instance). If you typed
“A” for invoice number, the computer would automatically select all the invoice
numbers beginning with “A”’ (all three invoices).

You will return to the Selection of Payables Menu.

If you press D], you may select by the Discount and Due Date. Press (D).

The screen will show:

DISCOUNT DATE: _ _ _ _

The program will select all invoices with discount dates previous to the date you
enter. If you do not wish to select by discount date, simply press [ENTER] ,

The screen will show:

The program will select all invoices with due dates prior to the date you enter.
If you do not wish to select by due date, simply press LENTER] ,

21
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If you make an entry for both Discount Date and Due Date, the program will select
invoices that meet both requirements. If you make an entry for one of them, the
program will only select invoices meeting that particular requirement.

You must make an entry for at least one of them.

Note: You will recall that on invoices without discounts, the discount date is set
to 00/00/00. If you would like to exclude or hold these invoices, enter an old
date (for example, a year ago today) when asked for discount date. (The system
will not accept any date before 1977.)

You will now return to the Selection of Payables Menu.

Press @] to return to the Main Menu.




Post Invoices

Post Invoices

Posting is one of the most important operations of APS. It is at this point that the
amounts of the invoices are debited/credited to the appropriate vendors. The
individual amounts of each invoice are added to the General Ledger accounts. A
report of these accounts shows them as debit/credits against the General Ledger’s
“Accounts Payable’ account.

Postings should be made at frequent intervals: daily, bi-weekly, or weekly. This
will insure that your records are up to date.

Press [P] at the Main Menu.

The screen will show:

* % POST INVOICES * #

ENTER SELECTIONS —> .

2

Reminder: This function requires printing. Be sure the line printer is on.
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Post Invoices (continued)

List All Invoices
Press [L] .

The screen will show:
(C)OMPLETE OR (S)ELECTED LISTING? (C/S)_

You can have a printout of all the invoices, or just those invoices you selected
during Invoice Selection. Press [Clor [S].

(V)ENDOR NAME OR (N)UMBER LISTING? (V/N)_

You may select printing either by the Vendor Name or Vendor Number. Press

M or N.
(A)BBREVIATED OR (F)ULL LISTING? (A/F)_
Press(Alor [F].
The printout will contain information on the status and type of each invoice —
posted or unposted, purchase, payment, or adjustment. Also printed with the Full
Listing are:
1. Invoice listing, using the respective GL code numbers.
2. The amounts of each invoice, including totals.

3. Invoice numbers and vendor numbers for each invoice.

When printing is complete, you will return to the Post Invoices Menu.




Post Invoices (continued)

Post All Invoices
Press[PJto Post all invoices and print a serialized report (which documents the

posting).

Once again, you must designate your posting by Complete or Selected Listings, as
well as Vendor Name or Number Listing.

This report is similar to the Invoice Listing printout, with one difference. There
is a second part which lists the totals to be applied to the various General Ledger
Accounts, such as: Purchase, Sales Tax, Shipping Charges, etc.

General Ledger Recap

This report is similar in format to the second part of the Posting Report. The
General Recap Report contains the accumulated totals for the current month,
grouped by General Ledger Account Numbers.

When the printout has completed, you will return to the Post Invoices Menu.

When you have finished with the Post Invoices section, press[@to return to the
Main Menu.

25






Reports

Reports

When you press(R], the screen will show:

* % REPORTS * %

ENTER SELECTIONS —-> _

2

Vendor Listings
You select this option by pressing[V]. The program then asks you:

(C)OMPLETE OR (S)ELECTED LISTING? (C/S)_
Press(Clor[S]. The next display will be:
(VJENDOR NAME OR (N)JUMBER LISTING: (V/N)_
Press[Vor [N,
(A)JBBREVIATED OR (F)ULL LISTINGS? (A/F)_
Examples of these reports are shown in Appendix D (on Pages 49-50). The Full
Listings printout contains a transaction summary with year-to-date purchases and

payments. It also includes the Current Balance and Last Payment Date and Amount
for each vendor. Totals are printed at the bottom of this report.
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Reports (continued)
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The Abbreviated Listing only gives Name, Address, and Contact.
The report will begin printing when you press(Alor [E].
Two important values are maintained by the system at all times:

YTD PURCH & CR — this is the sum of the beginning balance and the year to
date purchases.

YTD PAYMENTS & DR — this is the sum of all payments and debits to the system.
YTD PURCH & CR minus YTD PAYMENTS & DR = The Current Balance.

For these totals to be accurate, when Year End Closeout is done, these amounts
are zeroed out. The Current Balance appears as Year to Date Balance (YTD PURCH
& CR).

Cash Requirements

Press[Clfor Cash Requirements. This report gives you a list of all posted invoices
(except those which are held) in order, by Due Date. If there are several invoices
for the same date, they will be combined into a total for the date.

The report also shows the Discount Date and Amount. If a discount is within five
days of being lost, an asterisk, *, will appear by the Discount Amount. If the

Discount Date has past, the Discount Amount will appear as 0.00.

This report requires some time, depending on how many invoices are on file. When
the report has finished, you will return to the Reports Menu.

Ageing Status Report

This option prints invoices by Ageing Status. The report will tell you the time that
has elapsed since the due date. Press[Al. The computer will ask:

(C)OMPLETE OR (S)ELECTED LISTING? (C/S)_
(VJENDOR NAME OR (N)UMBER LISTING? (V/N)_
(A)BBREVIATED OR (F)ULL LISTINGS? (A/F)_

Press[@to return to the Main Menu.




Checks Printed

Checks Printed

When you are ready to print checks for your posted invoices, press(Clat the Main
Menu.

The screen will show:

% % CHECK PRINTING » *

FUNCTIONS
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ENTER SELECTION --5 _

An arrow is pointing to the first option, Preview of Checks. You must select this
option before you print your checks.

Press[P].
The screen will show:
PRINT BY: (V)ENDOR NAME OR (N)UMBER LISTING ? (V/N)_

The option you select will determine how your checks and check register will be
printed.

PressMor [N.

You will receive a printout of all vendors and amounts for checks that may be
printed.

You will return to the Check Printing Menu.
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Checks Printed (continued)

Examine the Check Preview Report closely for any negative numbers. If a vendor
owes you money, it will appear on the Preview as a negative balance. You should
return to Invoice Selection and exclude that vendor, then print the preview for
Selected Vendors. No checks will be printed for the excluded vendors, and the
balance will be carried forward.

If you are ready to print your checks, you should first align the checks in the
printer. Press (Al,

The screen will show:
(HIORIZONTAL ALIGNMENT
(V)ERTICAL ALIGNMENT
(S)AMPLE CHECK PRINTED
(@) EXIT TO CHECK MENU
Press[Hlfor Horizontal Alignment of checks. The printer will print this message.
I CENTER THEI'S ON THE PERFORATIONS I

Make sure that the vertical perforations on the checks are aligned to lie in the
middle of the I’s.

Now, press[Mfor Vertical Alignment. This function will execute a top of form.
Adjust the form vertically. Be sure that the bottom of the printer’s ruler is lined up
on the form.

Press [Slto print a Sample Check. Make sure all alignments are correct. When you
have finished, press[@)to return to the Check Printing Menu.

Press [Clfor Checks Printed.
Type the number of your first check, and press [ENTER]
After the checks have been printed, the screen will show:
DO YOU APPROVE OF THESE CHECKS AS PRINTED? (Y/N)_

If you press NJ, you may start over. If you press (Y], you will return to the Check
Printing Menu.




Checks Printed (continued)

Next, you must select the third option, Register of Checks. Press [Rl. You must do
this every time you print checks.

You will receive a printed record of your checks, including their amount. Keep
this report for your records.

You may print as many copies of these Check Registers as you wish, by pressing R]
at the Check Printing Menu.

Update Vendors

Press[U]. This option automatically updates the vendors and gives you a Discount
Lost and General Ledger report.

When the report has completed, you will return to the Check Printing Menu.

Press [@)to return to the Main Menu.
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End of Period

End of Period

This function is used at the end of a period to:

1. Update all vendor accounts.

2.  Clear the system of all General Ledger amounts.
3. Update all accounts at the end of the year.
Press the [E] key.

The screen will show:

* % END OF PERIOD PROCESSING * *

12/47/79

ENTER SELECTION —5 _

Press[Elto End the Period. You will receive a General Ledger Recap report of all
active GL accounts. If you use the accrual method of accounting, you will post
this recap to your General Ledger.

When the printout has completed, you will return to the End of Period Processing
Menu.
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End of Period (continued)
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Year End Closeout

Press [Y]to End the Year. The computer will automatically update your vendors
for the next year. You will receive a complete Vendor Listing and balance.

Note: Do not closeout the year before you do End of Period.

Your current balance will now become your beginning balance for the new year. It
will be placed in Year to Date Purchases.

When printing has completed, you will return to the End of Period Processing
Menu.

Press @] and you will return to the Main Menu.




System Status

System Status

You can use this function at any time. It lets you inspect the current System Status
at a glance. When you press [S],<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>