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General Ledger I

Version 1.1

Catalog Number 26-1552

The Radio Shack GENERAL LEDGER System is designed for the
TRS-80 “32K Business System’’ consisting of:
16K Level 11 Computer with Video Display
16K Expansion Interface
2 Mini-Disks
TRS-80 Line Printer™
*Tractor feed printer is recommended, but not required.
- Some of the features of the GENERAL LEDGER...
1. User-defined chart of accounts (up to 100 accounts)
2. User defined 4 digit account numbers,
3. Automatic ‘‘Out-of-Balance’”” detection, Entry totaling,
Document balancing, Audit Trials.
4. Optional Income & Expense Categories.
5. 16 digit accuracy, with printing totals up to $99,999,999.99
with internal accuracy to $99 Trillion.
6. Up to 240 Entries per session, and 1830 entries per month,
7. Controlled inputs for error prevention, and rapid entries.
8. Easy error correction, and recovery.
Provides the following automatic printouts:

Balance Sheet Income Statement (P & L Statement)
Trial Balance Monthly Transaction Reports
Account Chart Posting Summaries

MANUFACTURED IN THE USA BY RADIO SHACK g A DIVISION OF TANDY CORPORATION
(©1979 TANDY CORPORATION
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Introduction

To the Company President;

This manual is designed for the person who will be operating the TRS-80. If your
company is like most, that operator won’t be you. Your time is too valuable, If
yvou thumb through this manual, you’ll note it was written for someone who may
know nothing about Computers, or Accounting. Once the system ig set up, there
is very little to do other than feeding the numbers into the TRS-80. As President,
you will have to make some decisions about the structure, and the accounts you
want. After that, almost anyone in your company can operate General Ledger
1.1. The halance of this book is written for your operator.

To the Person That Will Be Using the System;

To many people, Accounting is more of an Art than a Science, In practical terms,
it is merely keeping track of a company’s business activities, and judging the
strength, and weaknesses, on the basis of their record. The record is called a
“General Ledger”. Keeping accurate records is vilal to a company. It is impossible
to get a loan without showing the bank a “Balance Sheet’’ and a ‘“‘Profit and Loss
Statement.” Both come from the General Ledgery,

If this is the first time you’ve used a computer, this manual will make it easy. If
you arc unfamiliar with Accounting practices, this manual explains each step,

H you are an accountant, this manual will show you how we’ve made your life a
little simpler.

We will set up a General Ledger System for the “XYZ Company”’. We will use this
company as our example throughout the manual. We strongly recommend that
you use the examples in the manual, and follow along as we step through the
procedure. This program contains many little tricks that can save you hundreds of
hours of work during the year, so please bear with us.

If you want to enter your figures right away, go to the next section which will
describe the decisions that you must make before entering anything, You must
start with your hooks in halance, and your accounts defined in the stated format.
It would be more helpful if you uge our data the first time, because it contains
most of what you might encounter during a business year, and how to handle it.
It also shows in detail the little shortcuts built into the system.

When you’ve finished the manual, you will have a solid background in using both
the TRS-80, and the General Ledger program. At that point, we will show you
how to prepare the diskettes to handle your own company’s General Ledger.

Note: If you are an independent accountant, the General Ledger Program lets
you maintain separate sets of books for each company you service, A special
section called “Starting All Over” allows you to create a General Ledger for cach
company to provide personalized reports.

Sece Page
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What Does the General Ledger Do

FEATURES:

1.

19.
11.
12.
13.
14.
15,

16.

User defined Chart of Accounts {up to 109 accounts)

User defined 4 Digit Account Numbers

Automatic “Out-of-Balance” Detection

Automatic Entry Totaling

Automatic Document Balancing

Optional Income and Expense Categories

16 Digit Accuracy

Prints Totals up to $99,999,999.99 (Internal accuracy to $99 Trillion)
Up to 240 Entries per Work Session

Up to 183% Entries per Month

Automatic Well-Defined Audit Trails

Controlled Inputs for Error Prevention and Rapid Entries
Printer can be Stopped at Any Time Without Loss of Data
Visually-oriented Editing |

EKasy Error Correction and Recovery

The General Ledger System will print out several kinds of Records and
Financial Statements. These include:

a. Trial Balance

b. Posting Summaries

¢. Monthly Transaction Reports

d. Income Statement (Profit & Loss Statement)
e. Balance Sheet

f. Chart of Accounts




How to Use the GL Program Each Day:

i

. Once the Accounts are set up, the daily operation will probably include: Entering
4 Sales Information; Cost-of-Goods Sold figures; Checks; Purchases, Payroll,

etc.; Printing a Posting Summatry. The TRS-80 will do everything else. Once a
month, with just a few keystrokes, you will prepare an Income Statement,
and a Balance Sheet,




Some Decisions You Must Make Before Using GL

Putting your General Ledger into a computer-requires some modifications to the
way your Ledpger is set up. This is because the computer needs to see some of the
information in a certain place to keep track of everything. Some of the account
numbers you are using will have to change to realize all the benefits of the
TRS-80 General Ledger system.

The General Ledger program is structured around the use of 4 digit account
numbers between 1001 and 9999. The program will accept up to 199 of these 4
digit numbers,

Some of the account *“Types” must be located within specific number ranges.
These are the specific areas:

1. The “YEAR-TO-DATE P & L account number must be between 2001 and
2999,

2. The “RETAINED EARNINGS” account number must also be between 20(1
and 2999. (Where you place them within this range is not important to the
computer.)

3. All of your Income & Expense accounts must be above 2999, (3000 to 9999)

4. You must have at least one Income account, and one Expense account. They
must each be assigned to a category. They cannot have the same category
number. One of your Income accounts must be assigned to Category 1.
Your Expense accounts must be assigned to a category between 3 and 6.

5. There are additional Income & Expense categories that are optional. If you
want to use these categories to obtain more detailed Income Statements, you
will have to group your Income & Expense accounts by category, as explained
in “Dividing Income & Expense Accounts Into Categories™.

The following is an outline showing the recommended Account Structure:

Account #: Type of Account:

1090-1999 ASSETS

2000-2499 LIABILITIES

2500-2997 CAPITAL

2998 YEAR-TO-DATE P&L (Profit & Loss)

2999 RETAINED EARNINGS

See Page




Some Decisions You Must Make Before Using GL (Continued)

— — —
3009-3999 SALES AND INCOME
4009-14999 COST OF SALES
5000-9999 EXPENSES

This structure adheres to generally accepted accounting principles, If you wish to
depart from this cutline for any reason, please check to determine if any of the
Account Numbers violate the b specific rules listed above,




Creating the Actual General Ledger

Diskettes can be damaged through contact with magnetic fields, mis-handling, etc.
To insure against loss of your program, before you begin running General Ledger,
you should make a copy (BACKUP) of your program diskette, and file it in a

safe place. You must also prepare (FORMAT) a blank diskette, which will be used
to store your Chart of Accounts and each month’s transactions, Tf you are not
familiar with BACKUP and FORMAT functions, refer to Appendices 21 and 22 in
the back of this manual for detailed instructions,

Follow these steps in exact order:

1. Turn en the disk drives, printer, video display, and the Expansion
Interface.

2. Insert the Backup Copy of the “GL” in Drive #0.
3. Insert your data diskette in Drive #1.

4. Turn on the TRS-80 keyboard.

The screen will show: This is what you type:

DOS READY B @& B M E, press ENTER] .
HOW MANY FILES? press [ENTER].
MEMORY SIZE? press [ENTER].
READY RUNARLIMNDM@E , press ENTER].

Run “GLINIT” only the first time you use GL. From then on, run “GL"".

The screen will show:

See Page
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Creating the Actual General Ledger (Continued)

. Press the [¥] key.

The screen will clear, and then shows:

Type in the following data exactly as shown:

COMPANY NAME: ¥z O oM P BN N, and press ]
CURRENT DATE: @07 @D W EE), and press[ENTER] .
YEAR START DATE: @00 @A DE@E), and press[ENTER] .

‘. YEAR-TO-DATE P & L: 21 (@ [9] (8], and press .

RETAINED EARNINGS:  [2]{8][81 (8], and press [ENTER] .
ARE ENTRIES CORRECT:




The Computer’s Table of Contents

The Computer’s Table of Contents is called a “Master Menu”’. This is how it ‘
appears on your screen:
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This is what each function does:

(3)ET TODAY’S DATE Lets you reset the date for each new work session,

{(OJATEGORY MAINTENANCE Allows you to define Income and Expense

Categones.

(AYCCOUNT MAINTENANCE Lets you work on Aceounts and print Trial
Balance.

(PYOST TRANSACTIONS This is the function that you will use the most,
You enter and post your transactions with this
option,

(TYRANSACTION REPORTS Provides a recap of Month-to-Date Transactions.

{DNCOME STATEMENT This is the company’s “Profit & Loss’ Statement,

(BJALANCE SHEET This is the End-of-the-Month Balance Sheet. You

print the Balance Sheet after you close-out the
books for the month.

(E)XIT GENERAL LEDGER Allows you to end the GL program, Always end
your program with this command . . . never do it
by simply cutting the power on your system.

Right now, we are going to start defining our categories,




Dividing the Income & Expense Accounts into Categories

. Press [C] for (C)ATEGORY MAINTENANCE.

This part of the program lets you set up sub-groupings of income and expenses on
your Income Statement. You can have up to four sub-groupings, or “categories”,

Notice that Categories 1 and 2 are already assigned by the system to “GROSS

. SALES” and “COST OF GOODS SOLD”, If your business is a service husiness
{example: a law firm), and you don’t have merchandise or goods to sell . . . then
you probably won’t use the “COST OF GOODS” category. In this case, you just
won’t assign any accounts to Category 2, and it will never appear on reports or
the screen.

If you only need one section for Expenses on your Income Statement, then you
would type something like “GENERAL OVERHEAD’’ for Category 3. Then,
when you want to set up your chart of accounts (coming up next) . . . just give
every applicable expense account a Category 3 number.




Dividing the Income & Expense Accounts into Categories (Continued)

——

Suppose, however, that you want to use several . .. or all four of the categories.
For example, you might want to break down your expenses as follows:

MANUFACTURER/RETAILER IF YOU HAVE A LAW FIRM, ETC.

Note: If you are a service-based company, you will not assign any account
numbers to Category 2. Do not use it for anything, (It is designed for Retail/
Manufacturing companies to subtract “COST-OF-GOODS SOLD” from their
“GROSS SALES” to arrive at a Gross Profit.) Just ignore Category 2 — it won’t
ever show up on your printouts, as long as you don’t assign any account
numbers to Category 2.

The Two Categories You Must Have

There are two catches to using the Category sub-divisions,

1. Remember, regardless of your type of business, if GL is to work correctly,

you must have at least one Income account assigned to Category 1. Regardless
of whether you call it “GROSS SALES” or “GROSS REVENUE”. If you are a
manufacturer or retailer, you must also have at least one Expense account
number assigned to Category 2, “COST-OF-GOODS SOLD”. (If you don’t,
yvou will not get a “Gross Profit” listing in the Income Statement.} A service
company must have at least one Expense account number assighed to one of
the other four categories.

2. 1If you use the optional categories, you must keep the account numbers in
sequence and the categories in sequence as well. When accounts are listed in
numeric order, the categories must be in numeric order too.

10




Dividing the Income & Expense Accounts into Categories (Continued)

You cannot do this:

A{CNo, Description Category

4001 Sales Commissions 3

40902 Advertising 3

4003 Admin, Salaries 4

4004 Clerical Salaries 4

4005 Factory Labor 5

4006 Promotion 3E—————— —<
4007 Factory Supplies 9

41008 Rent Expense 6

Why is this wrong? Look at Account Number 4006, Category Number 3 is
between a pair of Category b accounts.

Got the idea? When you set up your accounts in numeric order, set up your
categories in the same order. From low to high, and don’ mix them up. Leave
some unused numbers between your initial account numbers, and between blocks
of account numbers, That way, you can always add new accounts. Get the
account numbers and the category numbers to track — as the account numbers go
up, the ecategory numbers go up too,

Examples of How to Set Up Categories

To see an example of the way your categoeries should be planned, look at the Trial
Balance print out in the back of the manual. {Appendix b}

For our XYZ Company, we will calt Category 3, “SELLING EXPENSES”, and
Category 4 will be “GENERAL OVERHEAD”. We will leave the last two
categories undefined, so press two times after you enter Categories 3 & 4.
When the computer asks if you did everything right, press [¥] , which will store the
new categories, and return you to the Master Menu.

Before you actually start your own set of books, we strongly urge you to use the
worksheets we have provided (Appendix 4) to decide on the account numbers and
categories for your company. Separate worksheets are included for each of the
five types of accounts. At the top of cach worksheet is the recommended account
number range,

See Page
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How to Store the Account Information in the Computer.

You are now ready to set up your Chart of Accounts, and enter the beginning
Trial Balance. On the Master Menu, press [A} , for (AYCCOUNT MAINTENANCE.
The screen will show the Account Maintenance Menu:

(A)YDD ACCOUNTS

(DNQUIRE/EDIT

(L)IST ACCOUNTS

(PYRINT TRIAL BALANCE

This is the function we will use to set up the
chart of accounts. You will also add any new
accounts here, when you use your own account
numbers, later on,

Use this option to find an existing account. It
will give you all the information it has about the
account, and let you make any necessary
changes to that information,

This is similar to printing a Trial Balance, except
it doesn’t balance anything — it just lists all the
accounts you have.

Prints a list of your accounts, and tries to
balance them to help vou find errors that may
have occured while entering the account
information. It suppresses the ““Year-to-Date

P & L” account (in our XYZ Company, it’s
Acct, #2998), since all this account does is show
the net balance of all income and expense
accounts. The account is a place for the
computer to store the year-to-date profit or loss,
so it can be printed on your balance sheet as
“Year-to-Date P & L”. You must still enter this
as a “Year-to-Date P & L” account number, It
has to be a valid account when you are gsetting
up your company's books.




Adding New Accounts to the Chart of Accounts

(R)YETURN TO MASTER MENU Does just what it says — it takes you back to the
Computer’s Table of Content (back to the start
of the GL program}.

Since we are going to start our Chart of Accounts, as far as the computer is

concerned, they are all new aceounts, We will press {A] to (A)DD ACCOUNTS.
The screen will look like this:

PREVIDUS MONTH- TRANS
CURRENT MWONTH® TRRHS

> ENTER ACCOUNT - NUMBER: _..

" ENTER ‘@ FOR-ACCOUNT MUMBER TO EXIT .

We are going to start adding the accounts shown in the list of accounts {Appendix
6). Since we don’t want to forget the two required accounts (YEAR-TO-DATE

P & L, and RETAINED EARNINGS), let’s put those in first. We will go through
this first account, question by question to explain each line, Here is what you
will type in response fo each question that appears below the dash line on the
screen:

Examples of How to Add a New Account

ENTER ACCOUNT NUMBER: ——— You type: @ @[ [ , and press ENTER].
This is pretty straightforward, since you are just entering the new account
number.

ENTER DESCRIPTION: ——— Type: REI 0} [A DN {EIDOE R RN DN G S,
and press [ENTER],

This is one of the “MUST HAVE?” accounts. For examples of other account

descriptions, check the List of Accounts (Appendix 6). This is the place for the

name of the account,

ENTER TYPE (A/L/C/I/E): — You simply press
The five types of accounts are Assets, Liabilities, Capital, Income, and Expenses.
Retained Earnings would be considered a Capital account, so you press [C] .

See Page

46




How to Add a New Account (Continued)

ENTER CATEGORY {1-8): — This question won’t appear for this account.
The category question only comes up for Income or Expense accounts, Because
we told the computer this was a “CAPITAL” account, it won’t ask about a
category.

ENTER PREVIOUS MONTH TRANS: — You simply press , for a zero.
XYZ COMPANY started using the computer January 1, 1979, They closed out
the books, and decided not to show previous month. If you are transferring your
company’s books to the computer, it’s easier if you start at the beginning of the
company’s fiscal year. If you have to start in mid-year, you might put in the
transactions from the last completed month, as a reference, It is not required by
the program.

CURRENT MONTH TRANS — This is not a question,
The only way numbers are entered on this line is by posting transactions. We will
discuss posting in a future chapter, so ignore this line for now,

ENTER YEAR-TO-DATE TRANS: — Type:E[] [ [Q) 21 @ ]3] @, and press[ENTER].

A company always has some Assets, Capital, and Liabilities, so this is a carryover
from last year. If you’re starting in mid-year, you will have to include Income and
Expenses, as well.

ARE ALL ENTRIES CORRECT (Y/N}? — This is your chance to review
everything you have just typed, and make any changes if necessary. Just to get a
feel for this editing feature, press [N]. Notice the questions start all over again. If
you press , the computer will assume the line is correct as it appears, and
will move down to the next line till it gets to the “Are all entries correct™
guestion again. If you make an error, type the correct answer when the line comes
around. It will replace the old value. If you answer [N] , the whole process is
repeated till you finally answer [¥] .

Now add account number 2998, using the information in the List of Accounts
{Appendix 6). Then, starting with account number 1901, add all the accounts
shown, till you have stored the last account, number 6112, At that point, type an @
symbol as the account number, and press ENTER]. You are now back at the
(A)CCOUNT MAINTENANCE Menu.

See Page
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Making Changes, or Checking Accounts

. Even though we will not be using this section now, you should be familiar with
the INQUIRE/EDIT section, You will use this section to delete unused accounts,
or find a specific account, or make changes to accaounts. Press the [ key.

(F)IND Lets you find a specific account. To use it,
Type [F] , and then enter the account number

. you are seeking.

{A)DD This puts you back in the (A)yDD ACCOUNTS
mode temporarily, s¢ you can add to your list
of accounts. If you type an [@ symbol (to get
out of the (A)dd mode), you return to the
INQUIRE/EDIT “Menu™, and not the Master
Menu.

(N)YEXT This brings up the next account in the list of
accounts, and lets you step through the
accounts, one at a time, If you want to find the
first account in your list, you don’f have to use
(FYND. At the start, simply press [N] to bring up
the first account.

(P)REVIOUS The same function as (N)EXT, but in reverse,
It lets you step backward through the accounts.
It won’t find the last account in the list, but it
will let you work backwards from the last
account shown on the screen. .

(E)DIT Allows you o change SOME of the information
about an existing account.

- 15



Making Changes, Listing, Trial Balance

(D)ELETE This is a very powerful feature that lets you
delete an account completely from your chart of
accounts. If you have any current transactions
using the account, the program will prevent you
from deleting the account, since the balance
sheet would come out wrong. Even after you tell
the computer to delete an unused account, it
will ask if you are sure you want to delete, Be
very careful when deleling, Be sure you
understand what you’re doing,

(R)ETURN TO MENU Takes you back to the start of the ACCOUNT
MAINTENANCE Menu.

At this point, you want to return to the start of ACCOUNT MAINTENANCE, so
press (R] to get back to the Account Maintenance Menu,

Getting a List of Accounts

If you haven’t turned on the printer, do it now. We are going to print two reports.

The first report will be a “List of Accounts”, so press [L} for “LIST ACCOUNTS".
This report is for you to keep handy so you will be able to find an account when
you are doing your posting (which is coming up next). When the computer

asks which accounts you want to list, type (1) @} =@ 2 [ 9], and
press(ENTER] .

Printing Your First Trial Balance

After the printer has stopped, tear off the List of Accounts, and press [P] to
“(P)RINT TRIAL BALANCE”, If you entered all the accounts correctly, the
bottom line “Balance” will be all @s. If you did it wrong, you will get numbers in
the first and third transaction columns, Check the Trial Balance example in the
back of the manual {Appendix 5) account by account, until you find the mistake.
Use the INQUIRE/EDIT mode to delete the account, and re-enter the account
with the correct information. Print a new list and a new balance sheet, then press
[ , since we’re finished with the ACCOUNT MAINTENANCE section,

See Page
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How to Enter Your Business Transactions
m

In the previous section, you have learned how to set up a beginning Chart of
Accounts, and Trial Balance, You should have your List of Accounts handy, since
you will be posting to these accounts, We are going to enter the equivalent of one
month of posting for the XYZ Company, but we will de it in the next few
minutes,

Setting the Date

The XYZ Company posts transactions every 1@ days, so the first posting session
will be on January 10, 1979. That means we have to change the date, so press [§)
to (S)ET TODAY'S DATE. Enter the date of this first session which is §1/19/79,

Entering Sales Information
We are now going to post our accumulated sales through that date, so press {P)
to go to the (P)OST TRANSACTIONS section. The screen will show:

‘GENERAL, LEGGER TRANSACTION POSTING
e SESSION: & |

“DRTE: @L/10/79’

—

T (8 70 EXIT):

Automatic Numbering of a Session

SESSION 1

You’ll notice that the screen shows the new correct date. To the right of the date,
the screen shows “SESSION 17, Each session of posting is automatically
numbered. This is part of the “Audit Trail™ to help you track down a specific
transaction easily, at any later date.

Name of the Document

The next line on the sereen says DOCUMENT . ... .. 1001 —.
At the bottom of the screen, the program is asking for the name of the document.

This document name should describe the transaction you are about to enter. We
will call Document 1901 our “JAN 10 SALES REPORT”. Type in this name, and

press [ENTER| .

Since we will be posting this document today, you can simply press to
use the date at the top of the screen as our posting date.

The ISSUE DATE is for checks and invoices, so just use the same date by pressing
:
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Entering Both Sides of a Transaction

XYZ Company has sold $15,498 8 worth of products as of January 19 to
customers on 39 day open account. That means we also have $15,498.08 worth
of “Accounts Receivable™. That has to be balanced against our “3( Day Charge
Sales” Account,

For ENTER AMOUNT, we will type (1 5] (4] (8] [8] 1] , and press [ENTER] .
That number will appear under the Issue date to let you know that you must have
halancing entries which total this amount. What does that mean? It means that
the positive humbers have to add up to the total, AND the negative amounts must
also equal the total, The negative numbers and positive numbers must cancel each
other out. The computer will ask you if the entries are correct. If they are, press

:

Note: Every positive total must have a negative, offsetting total. That’s how the
accounts stay in balance. The number of entries is not important. Just so the
totals balance.

Important Note: When you ADD to Income, or Liabilities, the figures are always
negative. This is a fundamental prineiple of the TRS-80 General Ledger. If you
remember this point, the rest will be easy.

The program now asks us to enter the first account number. Type in 3],
and press . The screen automatically prints the account name,
“ACCOUNTS RECEIVABLE”, and asks for an amount. Since this is a single
entry amount, you will type [T (5 @) 8] [8) [J@ [8], and press [ENTER].

The General Ledger will ask if the entire line is correct in every detail. This is your
chance to check the entry for errors, If the entry is correct, press .

Balancing a Transaction

The number is transferred to the upper half of the screen below the SESSION 1,
and right below the number, you will see #.00. That’s a computer signal to you

that you must enter a negative balancing amount, at some point, to balance the
document. Since we are balancing to “30 DAY CHARGE SALES”, type @2,
and press . The TRS-80 will print the name of the account, which is

“30 DAY CHARGE SALES™.

You must now type in the negative amount which will balance this transaction, so
type 2318 @8] 8 (1@ 8], and press . The TR8-80 will again ask you
to check the entire line to be sure it’s correct. Did you remember to type a minus

sign before the number? Is the amount correct? Is it going to the right account? If
the line is correct, then type a

Note: If you make an error while posting, see Appendix 1, for correction details,

The screen shows that DOCUMENT 10@1 of SESSION 1 is now completed and in
balance. Press . The computer is now ready to work on DOCUMENT 1002
of SESSION 1. Since this Session consists of only one transaction, there will be
no DOCUMENT 1002. Simply type an [@ symbol, and press . That will
end this session,

- . P R ——
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Testing Before You Post

See Page

The General Ledger Program requires you to print a recap of the session as an

“AUDIT TRAIL", If the printer is disconnected, or unplugged, or shut off, the
program will wait till you have turned the printer on, You can now press to
print the Session Recap. THIS IS NOT AN OPTIONAL REPORT. YOU MUST

PRINT A SESSION RECAP. KEEP THESE RECAPS AS YOUR PERMANENT FILE,

After the TRS-80 prints the recap, it will give you one last chance to check your
entries. I they are wrong, you can cancel the entire session at this point. It will
not post this session if you type an [N . Since we didn’t make any errors, we will
type a [¥]. (If you made an error, type [N]. You can now redo DOCUMENT 19@1.)
After you press [¥}, you will be returned to the Master Menu. 8

Some Examples of Balanced Transactions
POSTING — SESSION 2

Today is January 20, 1979, and we are back at the Master Menti. H's time for 8
another posting session. Press [8] to set the date to 91/20/79. (Remember to press
after you type in the date.)

Press [P] to return to the (P)OST TRANSACTIONS function, After the computer
reads the Chart of Accounts into memory, you will see the familiar posting
format that you saw in SESSION 1 . . . with two significant changes,

The screen tells you that this is your second work session (SESSION 2), and that
you are posting to DOCUMENT 1902 this time, These are two of the “AUDIT
TRAILS” to help you keep things straight. This is the “JAN 20 SALES
REPORT?, so type this in as the name of DOCUNENT 1002, and press

XYZ Company has taken in $4,567.09 in cash sales for their products, Most of
the cash will be put in the bank, and part of the cash will be kept on hand. We
have deposited $4,000.09 in the bank, and we have $567.09 on hand. Recording
these activities will be our purpose in SESSION 2,

Press[ENTER] to use the current date for “POSTING DATE”, and press[ENTER]
again to use it for the “ISSUE DATE".

The amount will be $4,567.09, so type that in, and press ENTER]. Check all your
cntries for errors, and if they are correct, type a [¥] . Now we are going to tell
the computer where the money went to, and where it came from.

The cash we kept on hand will be noted in Account #1091, That is our “CASH
ON HAND” account. The rest of the money went into the bank, which is
Account #1002, “CASH IN BANK?", The entire amount is coming from Account
#3901, “CASH SALES™.




Examples of Balanced Transactions (Continued)

/Here is how your entries should appear:

ACCT DESCRIPTION AMOUNT Y/N
M@ @O  CcASH ON HAND EBEG 0@ E
M@E@EE CASHIN BANK @ ¢ e @
Bl@M@EOD CASHSALES Hia BB ZE@ @

{(Don’t forget to press after each account number, and after each
amount.)

Note: Here’s a little trick if you type the wrong account number by mistake:

Let’s say you typed 2001 by mistake as your first acecount number, The computer
is waiting for you to enter an amount to that account number. Don’t enter any
amount. Just press . That will ake you back to the start of the line. You
can then type in the correct account number,

The screen will tell you that DOCUMENT 192 of SESSION 2 is in balance, and
complete. You can press . We will end SESSION 2 by typing an @
symbol, and .

As before, you must print a recap of this session. Simply follow the directions on
the screen, When you are finished, the program will return you to the Master
Menu.

SESSION 3

Today is January 31, 1879. Since it is the end of the month, we have some work
ahead of us, so let’s get right to it. At the Master Menu, set today’s date to
@#1/31/79, and press . This is another transaction posting session, so press
.

The name of DOCUMENT 1083 will be <“JAN 31 SALES REPORT”. Type it in,
and press . Press two more times to use the current date for Posting
Date and Issue Date. Enter $1,345.54 as the amount to be balanced, and press .

That amount came into XY Z Company from sales made with credit cards. You
received the credit card company’s check, and you deposited it in the hank. Now,
you are going to record the transaction in the General Ledger. Here is the
sequence you will follow:

20
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Examples of Balanced Transactions (Continued)

See Page

. The screen will look like this when you finish:

MERAL LEDGER TRENSACTION POSTING.
el 10

9 . EEssioN: 3
N 31 SALES REPORT -

S
AT COR 7272

- 1,345. 54

L 1,345 S4-

You can finish SESSION 3 in the same manner as before, Take a quick break 19
while the computer does the recap, and session posting, When we return to the
Master Menu, we will post a “COST-OF-GOODS SOLD” transaction in the next 8
Transaction Posting session. Don’t skip the next few sections, even if you work

. for a service-based company, such as a law firm. We are going to show you some
tricks that are built into the General Ledger Program, to save you a lot of time
when you're posting transactions,

Type a Y] to let the computer know that all the information you have entered so
far is correct. Type (1) (2], and press , for the “CASH IN BANK”
account, Enter the $1,345.54 in that account, to let the computer know where
the money went. (Remember to press after the amount.) Type a [V} if
the line is correct. Type [3] 3] for the “CREDIT CARD SALES” account,
and press . Now, type in the balancing amount (the same amount with a
minus sign in front of it), and press , and then press [Y] to tell the
computer the line is correct,
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Entering Your Cost-of-Goods Sold Transactions

SESSION 4

It’s still January 31, 1979, so you don't have to change the date. Simply press [P].

DOCUMENT 1004 will be named “CCST OF GOODS SOLD”, so type that in,
and press . For the dates, use the same trick as the previous sessions,

We now have to record the cost of the inventory that we sold in the 3 previous
sessions. This is not the total selling price, it is how much the products that we
sold cost us. We have to balance cost for the sales against our Inventory. We are
going to enter the information as we did before, but with one difference.

What To Do if You Don’t Know the Total Amount

This time we don’t know the total we are going to use, or how much we are going
to subtract from our inventory. What do we do? We just let the TRS-80 do the
calculating for us, and tell us what the amount should be. Here’s how it works:
The program is asking us for an amount, but we don’t know the amount, Type a
(7], and press [ENTER] . The screen informs us that the amount is unknown, and
lets us know the computer is aware of that fact. Now type in these accounts and
figures:

ACCT  DESCRIPTION AMOUNT Y/N
3161  COST OF SALES/CASH 2106.18 Y
31¢2  COST OF SALES/CHG 8102 .46 Y
3193  COST OF SALES/ CR CD 645.16 Y

These three amounts represent the cost-of-goods seld, for the sales that XYZ
Company made. If you look at the screen, just under the Session humber, you’ll
see that the TRS-80 has been keeping a running total of our entries. Now we
know how much to take out of our “MERCHANDISE INVENTORY account.
We also know our balancing amount which was listed as “UNKNOWN** at the
start of this session. Our final entry should balance DOCUMENT 1004,

Here is the missing last entry:

ACCT  DESCRIPTION AMOUNT Y/N
1095  MDSE INVENTORY —10853.40 Y

(Don’'t forget to press after the first two items, and don’t forget to put a
minus sign in front of the amount of this entry.) You can now end SESSION 4
in the usual manner. After you have done the Recap, and the posting, we will do
a Session of checks, with a few more tricks to add to your list.

22
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Entering the Checks You’ve Written

SESSION 5

In this session, we are going to post all the checks that we have written in the last
month, We will show you how to include the check numbers, the date the check
was issued, and a shortcut for transactions with two unknowns. If vou are ready
to start Session 5, press [P] to return to the Transaction Posting section.

We will show you how to do the first few documents in this session, and then you
can do the remaining documents on your own, using the information we will give
yvou, This session consists of 14 separate documents. (We have shown you
examples of several entries per document — now you will try several documents
in one session.)

HOW TO KEEP TRACK OF THE CHECK NUMBERS

When posting checks, two additional facts must be included in each document.
What was the check number, and when was it written (the issue date)? We can
include the check number right in the name of the document. Qur first check was
check number 101, We paid $82.45 to the “Fort Worth Star Telegram’’ for a
newspaper ad. We wrote the check on January 5, 1979, This transaction will be
our first document. We will also let the computer do a little more calculating for
us to save time. :

The name of DOCUMENT 1005 will be “101 FW STAR TELEGRAM?”. The 191
in front of the name gives us a record of the check numbey. Type this in and press

. It is still January 31, 1979, so press to use the current date as
the Posting Date.

We wrote the check on January 5, 1979, and that is the date we will use as the
Issue date. Type [0 (11 [7] (@] (B8], and press ENTER] . Issue date should show:
$1/@5, Even though we know the amount, type a {2, and press . Why?
Because it saves time by not typing all the numbers.

The $82.45 will be charged to our “ADVERTISING" expense account. That will
be our first entry. Type [4) [1){@] [] , and press . The amount is $82.45.
Type that in, and press . Type a [¥] if the line is correct.

MAKE THE COMPUTER TOTAL THE CHECKS

This is where we let the computer do the rest of the work, Type [1]{8]{@ [2] , and
press[ENTER] . That’s our “CASH IN BANK’’ account, which will balance out this
document,. Instead of typing in the negative amount, just type a [?], and press

. By typing a question mark, you told the computer, “OK, I've given you
all the positive numbers, You give me the negative total, and balance the
transaction.” The computer sees that you are waiting for an answer to fill in
Account number 1982_ It knows you have entered a positive amount already, so
you must be ready to balance the transaction. Now all you do is press [¥]. The
computer inserts the correct amount in the “UNKNOWN*’ amount line, enters the
negative amount in the Bank Account, and balances the document. Press
to go to the next document, and let’s do another transaction.

See Page
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Let the Computer Do the Balancing

See Page

The second [2] you type may be used on your LAST entry, to make the computer
halance your document. Even if your balancing AMOUNT is known, you can .
save time by using the {?} to balance the document.
In DOCUMENT 1406, we will record that XYZ COMPANY wrote check 192 to
MARY SMITH. The check was a commission check for $345.23. So the
document name will be “182 MARY SMITH”. The check issue date was January
8, 1979,
This is what your centries will look like:
DOCUMENT NAME 1@ 20M @A B MOEM NI @(Don’t forget to

press [ENTER] )
POSTING DATE Press
ISSUE DATE @91 (2 @8, and press [ENTER]
AMOUNT Type a [7], and press
ENTRIES CORRECT Press (Y]
ACCT (1] [@ [Z], and press
AMOUNT B @ E [12]{3], and press [ENTER]|
YN Press
ACCT 11 [@ (@ [}, and press [ENTER]
AMOUNT , bress [ENTER]
Y /N Press
Document 1006 is now balanced, so press[ENTER]to go on to Document 1097,
At this point you should be getting the idea of posting. The rest of SESSION 5
you can enter by vourself, using the data in Appendix 11. After you have entered 55
all the documents, complete the session in the usual manner., 19




Entering Other Types of Documents

SESSION 6

You're ready to try this session by yourself, All the information you need for Lhis
session will be found in Appendix 12, Enter all the documents, and try to use the
guestions marks to save time.

Notice in this session that the last two documents carry the description . . .

ACCT REC JOURNAL
PURCHASES JOURNAL

This is just a sample entry which indicates that you might have another journal
{manual or computer) where all **Accounts Receivable’ invoices are listed and
totaled, and this entry to the GENERAL LEDGER represents the summary
amounts from that journal. Or, you might keep all “Merchandise Purchases’ on
a separate journal, and the same process applies, The possibilities are really up Lo
yvou, and the way you want Lo keep your own accounting records.

This is the last posting session for the month. After you have printed your recap
and posted the session, you will be ready to print a complete record of the
month’s transactions,

See Page
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How to Print a Record of the Month’s Documents

You are now ready to ask for some reports of the month’s transactions, so press
, and the screen will show:

By Account, or Document Number

You will want to print your transactions in account number sequence (as shown
in Appendix 13), so press [A] and the printer will begin to print your report. This
is a primary part of your accounting records, and should be carefully and
systematically filed. When the report is finished, you should press [ if you want
a printout by document number of all documents entered this month. You will
already have this information in your session recaps, but you might want the
whole month on one printout. If you want this printout, press [0] . If you are
following our XYZ COMPANY example, your printout should match Appendices
13 and 14.

When you are ready to go on, press [B] to return to the Master Menu. Before you
print your financial statements for the month, it is a good idea to print a Trial
Balance. Just press at the Master Menu to enter the (A)ccount Maintenance
section. When the Account Maintenance Menu appears, simply press [P] in order
to print your Trial Balance. The XYZ COMPANY cnd-of-month Trial Balance is
in Appendix 15. Once the Trial Balance has printed, press [R] to return to the
Master Menu. '

26
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How to Produce an Income Statement

i R
See Page

Press {1l (that’s just about all you have to type). When you are asked to enter the
ENDING DATE FOR THE PERIOD, simply press [ENTER]. Remember, unless
you are told otherwise, pressing for a date will use the current date.
That’s al! there is to it. Your printout should match Appendix 16. At the end of 68
the printout the computer will automatically bring us to the next section which

15.
Closing a Month

Since this is the end of the month, you will answer [Y] [E}[§] to the question END
OF MONTH {YES/NO}. If you had typed [ 0] , you will be returned to the
Master Menu, and the month will not be closed. 8

Now the program will ask you if this is the END OF THE YEAR ALSO
{(YES/NO). Since it is only January 31, type [N [0 , and press .

Closing a Year
Angwer both of the above questions Y] [E][§] .
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Generating a Balance Sheet

At the end of both of these closings, your computer will ask if you WANT TO
PRINT A BALANCE SHEET (Y/N). This is usually where you will print the
Balance Sheet, because a Balance Sheet will be OUT OF BALANCE until you do
a closing. There might be times during a month when someone might request a
Balance Sheet. You can simply print one by pressing [B] at the Master Menu
without doing a closing. Just be aware that an OUT OF BALANCE condition will
occur if you haven’t done a clesing or if you posted an invalid document.

When you request a Balance Sheet, the program will ask vou whether you want a
one page or two page Balance Sheet. Press [S] for a single page Balance Sheet, press
for a two page Balance Sheet, or press [@ to exit to the Master Menu. If you
have a lot of Assets and Liabilities, you will probably want to print a two page
Balance Sheet {(try both ways and see which looks nicer).

Except for a few details, you have completed the General Ledger Manual, and you
have learned how to use the Radio Shack General Ledger Program. From here on,
everything is easy. The impeortant thing is that you did the books correctly, and
you got a feel for using the computer to save time, and eliminate a lot of tedious
entering. In the back of this manual are-examples of every printout, so you can
compare vour printouts to the examples. They should be identical.

The next section of the hook is very important. It will tell you how to erase
everything we have done, so that you can enter your cwn company’s information.
You will learn how to take care of the diskettes, and how to rotate them so you
have “hackup” copies in case something happens to one of the diskettes.

The last section tells you how to convert the previous General Ledger 1.9, so it
will work with this new 1.1 version,

We sincerely hope this manual has been of some assistance to you in learning the
General Ledger system. We realize that we may have overlooked some things. If
we have, we apologize. Nothing in life is ever perfect, but if we have helped make
your life a little easier, then we have done our job.

The Radic Shack General Ledger is only one part of a comprehensive series of
related business programs which will include:

Inventory Control

Payroll

Accounts Receivable/Payable

and a wide range of programs for specific business applications such as:

Real Estate Analysis Construction Surveying

Statistical Analysis Stock Market Attorney Time Keeping
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Starting All Over

Once you have finished playing with your GENERAL LEDGER 1.1 and want to
do some REAL work, it is quite simple to start over again. Just follow these steps:

1. Place your General Ledger diskettes in drives @ and 1. Turn on the computer
in the usual fashion, You should see a.20S READY on the sereen.

2. Type Kl MOL L R, and press ENTER .
3. Type K LOG DM O M R, and press[ENTER] .
4, Type Kl MU CCDE DB ML), and press ENTER) .

]

Type K MO ]G L] MAIE [ [E R, and press ENTER],

(If the screen shows; FILE NOT IN DIRECTO3Y, and you've spelled every-
thing right, then don’t worry about it, go on to the next KILL command. You
never created the file in the firsi place, These files are created as you enter
data.)

6. You are all set to start over again. At this peint, go to the section titled
“Creating the Actual General Ledger”’, and run “GLINIT".

Each time you create a ledger for a company, the first program you must RUN is
GLINIT. This is described in the “Creating the Actual General Ledger” section.
Run GLINIT only once per company. Run GL from then on to use the General
Ledget.

* NOTE TO ACCOUNTANTS *

For each company vou set up, you will need two diskettes. The first diskette will
be a BACKUP copy of your original General Ledger diskette which comes in this
manual. {The original General Ledger diskette should NEVER be used to actually
run the General Ledger program. It is only used for copying.) The second diskette
is used to store transactions and the chart of accounts. Each data diskette MUST
be FORMATTED before use.

See Tage
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Appendix 1 — Correcting Document Errors

This section is primarily concerned with the correction of Posting errors. Most
errors that occur in the account or category sections can be corrected by simply
voiding the old entry, and creating a new correct entry, or account. Transaction
Posting is a bit more difficult, since there are many places for errors to occur
during a normal period of posting. Here are several error situations, and how to
recover from them:

IF YOU ENTER THE WRONG AMOUNT FOR THE ENTRY TOTAL:

1. After vou enter the amount, the program asks you if all entries are
correct. This is your first chance to correct the error. Press [N] .

2. Type in the account infermation (using the error amount) and balance the
document with your second entry. Print a Posting Summary. When the
program asks if you want to post this session, press [N] . You will return to
the start of the same session. Now you can enter the correct figures,

3. If the overall amount is foo low, you can use two documents to post the
correct amount. Post the low amount in the first document, and post the
rest of the amount in the next document. Both documents must be
balanced.

4, If the overall amount is too high, and you’ve made a lot of entries to this
document, you probably don’t want to cancel all your efforts, Here’s a
little trick; Finish all the normal entries, using the correct figures. Now
you’re at the point where the document would be in balance, except for
the erroy. OK, pick an account, any account. Type in the account humbey,
and the amount of the error, (Not the whole amount, just how much
you went over the correct amount.) Press [y] to let the computer know the
line is correct. For the next entry, type in the SAME account number, and
enter the minus amount of the ervor. Presto, the document is balanced,
and you can go on to the next document. What ahout the erazy amount
in that last account? Don’t worry about it. We put some money into it,
and took it right back out. It won’t even: show up on your balance sheet,
or income statement. You can indicate what you did on the posting recap.

IF YOU DISCOVER AN ERROR AFTER YOU HAVE POSTED A SESSION:
Here is the document you typed:

DOCUMENT 1020 — FEB 19 SALES REPORT

1903  ACCOUNTS RECEIVABLE 15498.80

3002 30 DAY CHG SALES —16498.80
**DOCUMENT BALANCED**
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Appendix 1 — Correcting Documents Errors (Continued)

Let’s say you used the wrong amounts for this document, and you already
posted that session. The amount should have been $15498.08, and you used
$15498.80. You have to correct the 72 cent error, This is what you do: In
the next available session, we will reverse the amounts in the new document,
to cancel out Document 1920, Let’s say it’s Session 12, Here is what you

type:

DOCUMENT 1941 -REME RSEODOCOOD ® R @
[ [@ @ BACCOUNTS RECEIVABLE EHNE@AREBENED
B @ @230 DAY CHG SALES [ (61 {al (9 (8] [](8] (@

**DOCUMENT BALANCED**

We have now canceled out Document 102#. Now we can call Document 1942
CORRECTED DOC. 192@, and we can enter the right amounts this time.
Anyone can follow what happened at any time, and the books are now
correct.
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Appendix 2 — Error Messages, and What They Mean

Program will not accept your input
You are trying to enter information the program doesn’t want, or you are
using the wrong format, Dates should be entered as MM/DD/YY. Amounts
should be entered as 080.09. For menu options, type the requested letter.

** RETAINED EARNINGS AND YEAR-TO-DATEP& L MUSTBE DIFFERENT **
Both accounts have the same account number. One of the accounts must be
changed to a different account number.

** ACCOUNT # MUST BE BETWEEN 2901 AND 2999 **
You attempted to assigh RETAINED EARNINGS or YEAR-TO-DATEP & L
to an account number below 2091 or above 2999, Assign a number within the
specified range.

** 100 ACCOUNTS ALREADY IN FILE **
You have reached the maximum account capacity of GL 1.1, Go back to the
INQUIRE/EDIT mode, and delete any unnecessary accounts, or combine
some accounts.

** ACCOUNT ¢0¢9 MUST BE {(AJDDED **
You tried to return to the Master Menu without adding Retained Earnings or
Year-to-Date P & L. Select (A)DD ACCOUNTS and enter them.

** ACCOUNT NOT FOUND **
(F)IND couldn’t find the requested account. Check for a possible typing
error.

** ACCOUNT EXISTS **
You tried to (A)DD an account which had already been typed in. The existing
account is automatically displayed for your inspection.

27 EDIT WHAT 77

?? DELETE WHAT #?
The computer doesn’t know what to edit or delete because there is no
account specified, Use (F)IND or (N)EXT to select the desired account.

** FIRST ACCOUNT **
There are no (PYREVIOUS aceounts. This is the first.

** LAST ACCOUNT **
There is no (N)EXT account. This is the last account.

** ACCOUNT IN USE — CAN'T DELETE **
The computer refuses to (D)ELETE the requested account. A transaction has
been posted to that account and deleting it would put yvou out of balance,
You may delete the account after the month has been closed, and you have
printed an Income Statement.




Appendix 2 — Error Messages, and What They Mean (Continued)

** RETAINED EARNINGS AND Y-T-DP&L MUST BE CAPITAL ACCOUNTS **
While {A)DDing your Retained Earnings or Year-to-Date P&L accounts, you

entered an account TYPE of something other than CAPITAL., Press for
account TYPE.

** INCOME & EXPENSE ACCOUNTS MUST BE OVER 2999 **
You pressed either (1] or [E] as the account TYPE of an account with a

number below 3009, All Income and Expense accounts must be numbered
3000 to 9999,

** PRINTER NOT READY **
Your line printer i1s disconnected, turned off, out of paper, or the PRINT
switch on the front of the printer is off. Fix your printer and press [ENTER].

** NOT FOUND **
You requested a transaction to be performed with a non-existent account.,

FINVALID **
If you try to add entries that exceed the amount you originally specified as
your Lolal amount, the computer will not accept the number. It will also print

an INVALID if you try to enter a{?] as your first entry without having an
amount to balance against.

> ARE YOU SURE (Y/N}?
A double-check for trouble areas. It gives you one more chance to determine

if you really want to do what you requested. Go very slow if you see this
question.

** THIS IS ONLY FISCAL MONTH NUMBER @@
> ARE YOU SURE YOU WANT A YEAR END CLOSING (YES/NQY?

You are trying to do a year end closing before the end of the fiscal year. This
is a double-check to make sure you have a valid reason for doing this,

** OUT OF BALANCE **

Somewhere along the month’s postings, you have created an out of balance
condition. Go back and check the recaps. The amount you're out of balance

may help pinpoint the problemn entry.




Appendix 3 — Upgrading GL 1.0 to GL 1.1

1. Insert the General Ledger 1.1 Master diskette in Drive #, and close the door.

2. Insert the 1.9 General Ledger Diskette in Drive #1, and close the door.
3. Press the Reset button on the left rear apron of the TR5-80 keyboard.

4. When DOS READY appears, type [€] [0 BN (E] @ EB] L LU @LC D R W)@,
and press [ENTER] -

5. Type El[0[F UG UL O U R HOUTDONOR LW G U ®E1@-
and press [ENTER] .

6. Remove the GL 1.9 diskette from Drive #1, and insert your 1.0 Data diskette,
7. Type BIABI]€], and press[ENTER].

8. Press[ENTER] twice when asked HOW MANY FILES? and MEMORY SIZE?

9. Type RN (MG T [, and press ENTER].
10. When the Master Menu appears, press [A] for (AYCCOUNT MAINTENANCE,

11. Under ACCOUNT MAINTENANCE, press [[] for the ()NQUIRE/EDIT

function. . .

- 12. Change the RETAINED EARNINGS account, and YEAR-TO-DATEP & L,
accounts to CAPITAL accounts. Add any other CAPITAL accounts.

13. After you make the required changes, return to the Master Menu, and resume
normal operations.

14. You are now using the GENERAL LEDGER 1.1 Program.,




Appendix 4 ASSETS WORKSHEET ACCOUNT RANGE: 1099-1999

ACCT. DESCRIPTION PREVIOUS MONTH YEAR-TO-DATE
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ASSETS WORKSHEET ACCOUNT RANGE: 10#0-1999

ACCT. DESCRIPTION PREVIOUS MONTH YEAR-TO-DATE
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Appendix 4

ACCY.

LIABILITIES WORKSHEET

DESCRIPTION

ACCOUNT RANGE: 2099-2499

PREVIOUS MONTH YEAR-TO-DATE

37




LIABILITIES WORKSHEET ACCOUNT RANGE: 2000-2499

ACCT, DESCRIPTION PREVIOUS MONTH YEAR-TO-DATE
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Appendix 4 CAPITAL WORKSHEET

ACCT.

DESCRIPTION

ACCOUNT RANGE: 2508-2999

PREVIOUS MONTH

YEAR-TO-DATE

YEAR-TO-DATEP &L

RETAINED EARNINGS
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CAPITAL WORKSHEET ACCOUNT RANGE: 2500-2999

ACCT. DESCRIPTION PREVICUS MONTH YEAR-TQ-DATE

YEAR-TO-DATEP & L

RETAINED EARNINGS
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Appendix 4 INCOME WORKSHEET ACCOUNT RANGE: 3000 & up

CATE-
ACCT. DESCRIPTION GORY PREVICUS MONTH YEAR-TO-DATE

1

—
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Appendix 4 INCOME WORKSHEET ACCOUNT RANGE: 3000 & up

CATE-
ACCT. DESCRIPTION GORY PREVIQOUS MONTH YEAR-TO-DATE

1

1
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Appendix 4

ACCT.

EXPENSE WORKSHEET
CATE-
GORY
DESCRIPTION 2-6

ACCOUNT RANGE: 3000 & up

PREVICUS MONTH YEAR-TO-DATE
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Appendix 4 EXPENSE WORKSHEET ACCOUNT RANGE: 3080 & up

CATE. o
GORY

ACCT, DESGRIPTION 2-6 FREVIOUS MONTH YEAR-TO-DATE




Appendix 5 PRGE 1

XYZ COMPANY
GENERAL LEDGER TRIAL EALRNCE
DATE: 81/81/79

ACCT ACCT CAT., -—————————-——TRANSACTION ACTIVITY-—————"m——
NO. DESCRIFTICON TYFE CODE  PREVIGUS MO, CURRENT MO. YERR TO DATE
i@l CASH (N HRND f - G @0 @ @a BE7. A9
ie62 CASH IN BRNK A - a. ge @ o9 5,248 @8
1883 RCCOUNTS RECEIVABLE R - A 6o f ao 15. 498. 68
1064 PBRD DEET ALLOWANCE A - G 68 G ea a6, 6e-
16685 MDSE INVENTORY A - g 6d @ 62 22, 14€. &0
leee FIKED ASSETS | - @. 69 6. ba 11, 6og. 8a
16@87 DEPR RLLOWANCE A - 8. ea a ve 3, 20@. 9-
2061 ACCOUNTS PRYRBLE L - a &8 8 a9 17, 257. 89—
2682 TAKES WITHHELD L - @ 0o G oa 1, 6iBa, 4o
2883 NOTES FRYABLE L - 8 Ge @ a0 6. 90e, 0~
Z@a4  HCCRUED PARYROLL. L - 8. 68 e, va 1.509 23-
2685 ACCRUED THXES L - @ &a @ 69 766, 43~
20981  COMMON STOCK ¢ - @ o0 @. 6a 5. 9Bg. fa--
2582 FREFERED STOCK C - @. ga a. aa 3, Ba8. 6o-
250% TRERSURY STOCK C - . ue a. og 2, 980, ao
2399 RETRINED ERRNINGS c - 8, a8 a. ea 17.926. <6-
8@ CASH SALES I 1 Q. ga a g 8. ag
308z 2@ DAY CHG SALES I 1 9. b@ B, B4 @ 8o
Je@x CREDPIT CARD SALES I 1 R, g4 a. a8 @ o8
311 COST QF SALESACASH E 2 @ a8 G oo a. aa
@2 COST OF SALESATHG E 2 a. g A 60 G oa
3@z COST OF SALES/CR CD E 2 8. a@ a. g 8 e
4161 ADYERTISING E 3 Q. g8 A. a0 @ oa
4182 COMMISSIONS E 3 & aa 4. 6o A, aa
41682 PROMOTIGN E 3 g oa @, o6 Q. éa
4484 PUBLICITY E Z @ 08 a. ae a. aa
51@1 SALESMEN’S SALARIES € K Q. ga A, as 0. ea
Si82 CLERICAL SRLARIES E 4 B Ge 6. oo a. aa
546X RADMIN SALARIES E 4 e Ge & 28 a. op
J184 MANAGEMENT SALARIES E 4 @ oa 8 Ba g 00
ei@gd COMFUTER FEES E 4 8. ae 8. 6@ f oo
€182 DUES & SUBSCRIFTIONS E 4 A. ¢t 8. Ba @ 0o
6103 RUTO EXPENSES E 4 @ 69 g, Ba 8, 6@
6184 RENT EXPENSE E 4 8. ea 5. pa g oa
€185 UTILITIES E 4 6. e 6. aa 0. &b
6186 THXES E 4 8. av ¢ Ba 8. ag
6107 DEPRECIATION E 4 9. oa A. Bd 2. be
cipg  ACCOUNTING E 4 8 ua @ Be a. ag
6169 LEGAL FEES E 4 . ba . be @ 6a
611a INTEREST E 4 a. 88 @ e g. ag
6111 SUPPLIES E 4 é. Ba 6. g 6. aa
€112 TRAVEL E 4 4. ba 8. an @, au
BALANCE = 8. 6o @ @a &, g
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Appendix 6 WYT COMPRNY

FAGE 1

GENERAL LEDGER ACCOUNT LIST
DATE: i/ al-73

ACECT ACCT CAT.  ——————-—-—o—-TERHZACTION ACTIVITY-—————men——
WO DESCRIPTION TYPE  CODE PREVIOUS MO CURRENT MG YERR TG BARTE
1491 CREH OW HAND A - g, ga g ga GEr. B9
iadz CHSH IN PANE A - B 0a @, &8 5. 240 88
1883 ACCOUNTS RECEIVABLE H L A §d 15, 498 4G
1864 BRAD DEBT RLLOMANCE A -~ @, e G o 10 s iy
1885 FLSE IRVENTORY A - G G4 a. 84 22, 146 S8
ikEs  FIKED RSSETS A - . e G, &g 11, BEg. BE
1867 DEPR RLLOWANCE A - & e . el 3 ZhE. 8-
261 RCCOUNTS PAYRELE L - B. g% @ ga FL2ET. 05—
2882 THSES WITHHELD L - 8. ae & Be 1. BEE. BE-
2EEE  NOTES FAYRBLE L - . g8 B aa o B5E, BE-
2684 ACCRUED PRYROLL L - B a8 8, b 1, 86% 2%-
268685  ACCRUED TASES L - Q. fa o og TEe, 43-
256t COMMON STOCK £ - 8. ba 8. 54 5, A0, an-
2582 PREFEREL STOCK o - @, fo o, G DG o
23602 TREASURY STOCK C - A, 54 &, Ge 2, gt ae
2938 YEAR-TO-DATE P & L [ - a. B 4. 84 & 08
2335 RKETRINED EARKINGS C - 8. Bd . @ iv, 520, 38—
@t CHEH SRLES I 1 B, e & oe 4. B
Rg2 2@ DAY (HG SHLES I 1 S g. ed B 6
ZEx  CREDIT CRRD SALES I i &, 5 . 8d 8. a6
161 CO5T OF SALES-CASH E 2 & aa & G &, ad
i@z COST OF SRLESACHG E Z £ G g @a . ak
TEE  COST OF SALESCR CD E 2 @, B A, [l . @e
41681 ARDVERTIZING E : 8 ai Q. od §, [
4idz  COMMISSIONS £ 2 |, aea &, aa Q. 29
440Z  PROMOTION E K3 g a o oA [. 88
4164 PUBLICITY E 3 . Ba @, e & 0B
5181 SHLESHMENSS SALARIES  E 3 8. a8 g ea @, et
S1é2 CLERICHL SHLRRIES E 4 A, oa B, e a. ag
182 RDMIM SALARIELS E 4 & Ge o, Ge a. 3
2184 FANAGEMENT ZALARIES £ 4 8. G @, &a B. ae
i@l  COMPUTER FEES E 4 & e 8. 84 @ a6
E162  [4ES & SUBSCRIPTIONS E 4 8. 66 & BA (S 15
E18=  AUTO EXPENSES E 4 . g @ aa #, aa
i8¢ RENT EXPENSE E 4 8. 8 & o8 G, e
e1@s UTILITIES E 4 @. Bg & aa a. ad
186 THHES E 4 Q. g8 B, Ge [, BE
167 DEPRECIATION E 4 d. 89 a. 88 & oo
s188  ACCOUNTING E 4 & e &. ae a. b
aled  LEGRAL FEES E 4 8. g4 & ee 8. ga
118 INTEREST = 4 9. bd f. 58 6. o6
G141 SUPFLIES E 4 @, Be @, B& @ ae
cilz  TRAVEL E 4 B, e . ga & aa




Appendix 7 %2 COMPANY

GENERAL LEDGER POSTING SUMMARY

DATE: @1/18/79
DOCUMENT SEQUENCE

ACCT ACCT  ENTEY POSTING ISSUE
NO. DESCRIFTION TYPE  TYPE DATE DATE

SESSION 4 FAGE 1

AMOLINT

o e e e
o —— ===== - —p— it i e o

sk DOCUMENT: 1801 -—— JAN 16 SALES REPORT
1@aZ ACCOUNTS RECEIVARBLE | M Bi/18/79 @1/18

3002 30 PRY CHG SALES I M @1/18/79 6110
TOTAL
NolskskstotokskaoRok kol kokolokoh sokok
SESSION TOTAL . g

Aokt ik skoleok ekl derkeoteok fofetol ok sk ook

15. 498 68
15, 498. a8~
G D8 e
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SESSION 1

X¥Z COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: @1/18/79

ACCOUNT SUMMARY

PAGE 2

ACCT NO. DESCRIPTION AMOUNT
igez ACCOUNTS RECEIVABLE 15, 498, a8
laa2 2@ DAY CHG SHLES 15, 498, ag-

TATAL 8. 8e




) SESSION 2 PRGE 1
Appendix 8 XYZ COMPANY
GENERAL LEDGER POSTING SUMMRRY
DATE: 981/28/79
DOCUMENT SEQUENCE
ACCT ACCT  ENTRY FOSTING ISSUE
NO. DESCRIPTION TYPE TYPE  DRTE DRTE AMOUNT
sk DOCUMENT: 1062 ~- JAN 20 SALES REPORT
1604 CASH ON HAND A M BL/20/73 B81/20 S67. @9
1682 CASH IN BANK A N 81/20/79 ©1/20 4, DG, 96
1061 CASH SALES I M 81/20/79 @1/20 4, 567. o-
TOTAL .83 %%
SESSION TOTAL & 88

49




SESSION 2 PACE 2
XYZ COMPANY
GENERRL LEDGER POSTING SUMMARY
DATE: @1/26/79

ACCOUNT SUMMARY

ACCT NO. DESCRIPTION AMOUNT
1861 CASH ON HAND Se7. 89
lea2 CASH IN BANK 4, 988, 0@
2081 CHSH SALES 4, 557, B9~




] SESSION 2 PRGE 1
Appendix 9 W2 COMPANY

GENERAL LEDGER POSTING SUMMARY

DRTE: @1/31/79

DOCUMENT SEGUENCE

HCCY ACCT  ENTRY POSTING ISSUE
HO. DESCRIFTION TYPE  TYPE DATE LATE AMOUNT

sk DOCUMENT: 1883 —— JAN 21 SALES REPORT

1662 CASH IN BANK A M 8473179 8131 1.345 54
2082 CREDIT CARD SALES I M &1/ 3/79 B1/3L 1. 345 54~
TATHAL 8 B8 Ak

Atk kool kb sfobsk ook ok ok ok
SESSION TOTAL g eg

bt 1 e e e e e e s e o b e e e e s s e v vl v ™
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XYZ COMPRNY
GENERAL LEDGER POSTING SUMMARY
DATE: e1/31/79

ACCOUNT  SUMMARY

SESSION 2

PAGE 2

RCCT NO. DESCRIPTICN AMOUNT
106z CASH IN BANK 1,345 54
3082 CREDIT CARD SALES 1,345, 54—

TOTAL 8. fa
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] SESSION 4 PRGE 1
Appendix 10 RYZ COMPRANY -
GENERAL LEDGER POSTING SUMMARY
DRTE: 81/31/79
DOCUMENT SEQUENCE
ACCT ACCT  ENTRY POSTING JSSUE
NO. DESCRIPTION TYPE TYPE  DRTE  DATE AMOUNT
w4 DOCUMENT: 1084 -- COST OF GOODS SOLD
3161 COST OF SALES/CASH E M @1,/21/79 81731 2, 186, 18
2162 COST OF SALES/CHG E M @1/2/79 e1/31 8, 162, @5
3183 (05T OF SALES/CR C0  E M @1/31/79 @1/31 645, 16
1605 MDSE INVENTORY B OM BT 813 4R 85 46—
TOTAL G 0@ Wk
SESSION TOTAL o, oa
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#yZ COMPANY
GENERAL LEDGER FOSTING SUMMARY
DATE: 81/31/79

ACCOUNT SUMMARY

SECSION 4

PRGE 2

= e i it o

ACCT WO DESCRIPTION AMOUNT
1695  MDSE INYENTORY 18, 853, 48~
3181 COST OF SALES/CRSH 2, 106, 18
3182 COST OF SALES/CHG £, 102, 66
3183 COST OF SALES/CR CD 645, 16

fessksfod stk spesfolop skl ootk otk ik
TOTAL @. oe

Ak el Rk speop ok e ko ok R ek kR Rk
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Appendix 11

DOCUMENT SEQRUENCE

ACCT
NO. DESCRIFTION

SESSION &
XYZ COMPANY
GENERRL LEDGER POSTING SUMMARY

DATE: 81/31/79

FAGE 1

*# DOCUMENT: 1865 -~
4161 RDVYERTISING
180z CASH IN BANE

sk DOCUMENT: 1806 --
4102 COMMISSIONS
1682 CASH IN BANK

*k DOCUMENT : 1pA7 --
4163 PROMOTION
1862 CASH IN BANK

#% DOCLIMENT: 1688 —

elg2 DUES & SUBSCRIPTIONS E M

1ea2 CASH IN BANK

s DOCUMENT . 169 ——
4104 FUBLICITY

1662 CASH IN BANK

#k DOCUMENT: 1818 —

J181 SALESMEN’S SALARIES E i

1862 CASH IN BANK

s DOCUMENT: 1@id —

5184 MANAGEMENT SALARIES E M

1882 CASH IN BANK

wh DOCUMENT: 1812 —
6184 COMPUTER FEES

1862 CASH IN BANK

% DOCUMENT: 1843 -~
648X AUTO EXPENSES
1662 CASH IN BANK

#ei DOCUMENT . 114 ——
5184 RENT EXPENSE
1682 CASH IN BANK

ke

ok

ok

Aok

ok

*ik

L

£

B L

ACCT ENTRY POSTING [SSUE
TYPE TYPE DATE DRTE AMOUNT
181 FW STAR TELEGRAM
E N & P N B & g = o 82. 45
A M 813179 @1/65 82, 45—
TOTAL A aa
162 MARY SMITH
E M 84/21/79 81/08 345 23
A M 81/31/79  alses 345 23~
TATAL & B
182 ACME SUPFLIES
E M B1S2/78 @l 45, &7
A M B1/31/77 a1/l 45 67—
TOTAL G, fe
184 BUSINESS WEEK
@1/21/79 /12 36, B8
3] S - W Mg - s W v 36, B~
TOTAL 9. ga
1685 ROACH PUBLIC REL
E M 81/31/F3 B1/13 166, 6
H ic I < P W R = W X log, oo
TOTAL b Ba
186 JACK SAYLES
Bi /2170 Bl/14 D68, ag
A M 81731779 81744 a8, B
TOTAL 8. 6e
187 MARTY MANRGER
81-21/73 81/1% gy, 78
A M 81/31/79 61/15 SEY. 78—
TOTAL g, 6a
186 TECH COMPUTERS
E M 81,2473 a1/ls 1, 234, 43
A " i W P T ) W TS 1,224, 45—
TOTAL g Be
169 MORIL OIL
E M 837 8118 134 =4
A M 81/38/79 8118 134, 24-
TOTAHL 3 6a
118 ASSOC REALTY
E M 81-/231/79 81728 1,234, 34
A M 812170 el /28 1, 234 34-

TOTHL . g
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SESSION S PAGE 2
KYZ COMFANY
GENERAL LEDGER PUSTING SUMMARY
PATE: B4/31,79
LOCUMENT SERUENCE
ACCT ACCT  ENTRY PQOSTIRG I5SUE
NO. DESCRIFPTION TYFE  TYPE DATE DATE RMOUNT
s% DOCUMENT: 1845 —- 141 TEXAS ELECTRIC
&185 UTILITIES E M a1/31/7v8 el 248 98
imaz CASH TN BRNK A Mo el /79 Bl/24 248, 98-~
TOTAL G 0a
#k DOCUMENT: 1846 -~ 112 STANDARD OFFICE
6411 SUPPLIES E M 6131779 @Li2e I 22
ibE2 CASH IN BANK A M el/31778 81/28 3 22~
TUTAL 8. 88
sk DOCUMENT . 1bdy — 142 PERCY-S TOURS
6112 TRAYEL E I < Vgt Wl B = & gt 45. 84
1862 CASH IN BANK A M 81/31/79 BL/25 45, BB
TOTAL 8 a8 k%
w4 DOCUMENT: 1618 - 114 CAPITAL EQUIP CO
1686 FIKED ASSETE R Mo @3 BLA2s 1. 688, 86
1@ez CHSH IN BAME A M @1/21/79  BLs25 1. 86e. aa-
TOTAL @ 60 &k
SESSION TOTAL @. e




HYZ COMPANY

GENERAL LEDGER FOSTING SUMMARY

DATE: #1/31./73

RCCOUNT SUMMARY

SESSION 3

PRGE 2

ACCT MQ, DESCRIFTION AMOLNT
1862 CRSH IM BANE &. B97, 46—
1666 FIXED ASSETS 1. BAG. Bl
4181, ADVERTISING g2 45
41e2 COMMISSIONS 245. 23
1@z PROMOTION 45, €7
4104 PUBLICITY 1680, pa
Jl@l SALESMEN"S SRLARIES oon. BE
5104 MANAGEMENT SALARIES 287, 7R
6161 COMPLITER FEES 1. 23445
claz DUES & SUBSCRIFTIGNS 6. B4
€163 AUTE EXFENSES 13434
o164 RENT EXPENSE 1,234, 34
5185 UTILITIES 34g, 00
6144 SUPFLIES 322
6112 TRAYEL 45. B8

Rk bRtk
TOTAL @ Ba

el e o e sl he e sk e
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-‘ . SESSION €  PROE 1
Appendix 12 RYZ COMPANY

GENERAL LEDGER POSTING SUMMARY

DATE: @1,/31,/79

DOCUMENT SEQUENCE

ACCT ACCT  EMTRY FOSTING I5SUE
HO. DESCRIPTION TYFE  TYPE DATE DATE AMOUNT

sk DOCUMENT: 1619 —- PRYROLL REGISTER

ni@2 CLERICAL SALARIES E M 81731779 el/3 432 o6
2agd ACCRUED PAYROLL L ) I - < P B <5 P o § 432, S
TOTAL g A8
¥4 DOCUMENT: 16826 — PAYROLL REGISTER
=18z ADMIMN SALARIES E Mo 81/21/79 6l/3) 276 &7
2884 ACCRUED FPAYROLL. L Mo 8172173 8Lk ave. &7-
TOTAL B, B8 ok
dk DOCUMENT: 1621 ——  JAN P/R TAM
618t TRHES £ L S © P I B £ s § 1lag. 43
2683 ACCRUED TAKES L (N W - T s § ieg, 43—
TOTAL B, BE e

¢ DOCUMENT: 4822 —— PRICE & WATERS

<188 ACCOUHTING E iy T g Wi R = Wi 5 Soe. ag

2001 ACCOUNTS FRYAELE L M Bi/24/73 Bi 31 260, Ba-
TOTAL g ge e

sk LOCLIMENT : 18272 -—  DUDLEY LEGHLMARN

&169 LEGAL FEES E M 81/31/79 81/31 457, 83

2881 ACCAUNTS PRAYABLE L O W5 W T s W o 457, 89—
TGTAL B B8 sk

#% DOCUMENT: 4824 -- DEPR SHEDULE

&i87 DEFRECIATION E M B81/24/79 81,21 250. a0

1687 DEFR ALLOWANCE A M e1/31/72 81/ 2548, po-
TOTAL A28 %

wk DOCUMENT: 1625 -~ 15T NATL BRNK

6118 INTEREST E M B1/2079 B1/3] S, ba

2@82 MNOTES FRYRBLE L M B1/21/79 61/34 6. pa-
TOTAL B B8 Ak

#* DOCUMENT: 4626 —- ACCT REC JOURNAL

1aB2 CASH IN BANK A M #A3L7T Bl 5. 688, A )

1663 RCCOUNTS RECEIVRELE A M B8i/Z21/79 B1/31 5. 686, 60—
TOTAHL & 88 ek

*4 DOCUMENT: 1827 —- PURCHASE JOURNAL

1865 MDSE INVENTORY A M 81/21/73 B1/31 2, 6. 06
2681 RCCOUNTS PRYRBLE L M 81’3179 Bl/3l g, pde. 80~
TOTAL 0. 80 =

ok e e e v el e e

S8 SESSION TOTAL . o




SESEION € PARGE 2
RYZ COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: 81/21/72

ACCOUNT SUMMARY

ACCT NO. DESCRIPTION AMOUNT
1@z CASH IN BANK 5, gba. pa
16883 RCCOUNTS RECEIVABLE 5, Ben. g9a-
1085 MDSE INVENTORY 8, g8Q. 88
1867 DEPR ALLOWANCE 254, eo-
2881, ACCOUNTS PAYABLE 9. 257. 89~
2803 NOTES PHYABLE 56, 6a-
2604 ACCRUED PAYROLL 1, 309 2%~
2885 ACCRUED THXES leg 4z~
J18z2 CLERICAL SALARIES 432. 56
163 ADMIN SALARIES 876, 67
ci6G THXES 166, 43
e187? DEPRECIATION 258 Ba
6188 ACCOUNTING 260, 6o
£149 LEGAL FEES 457. 83
6110 INTEREST o6, Ag

# ok ek gk #ofikk

TOTAL g. 88

el e e o e sl b e i e




) PAGE 1
Appendix 13 Wz COMPANY

MONTHLY TRAWSACTIONS REFORT
DRTE: B1/31/7%

ACCOUNT NO. SEQUENCE

DOCUMENT  DESCRIPTION AMOURT
#+ ACCT 1881 CRSH ON HAND A
1602 JAN ZB SRLES REFORT M a1-28,73 67, 89
TOTAL 567, B9
#% ACCT 1882 CASH IN BANK f ok
e JAN 28 SALES REPORT M B1/28-73 4, goG, Ge
18a3 JHN 21 SRLES REFORT M /2179 1, 245 54
1685 164 FW STAR TELEGRAM M a1/21/79 2z 45~
160¢ 182 MARY SMITH M 21,31/78 345, 23~
1087 183 ACME SUPPLIES M B1-31-°73 43, 67—
ipea 164 BUSINESS WEEK ) B1/°31/7% Zh Aa-
1489 185 ROACH PUBLIC REL M @1/ 24/73 160 BE-
laia 186 JRCK SAYLES M Bl/34,/73 Sed, oa-
1611 187 MARTY MANAGER M 41,3179 gr. 78-
1642 188 TECH COMPUTERS M BL/3L/79 1,234 45-
1813 1828 MOBIL OIL M #1/31/79 134, 34~
1014 118 ASSOC REBLTY M 81/31/75 1 239, 38~
1815 111 TEXAS ELECTRIC j @1./21,/73 345 90~
1dle 112 STANDRED OFFICE M A1 317 3 22-
1017 113 FERCY"S TORIRS M BL 31T 45. Bg-
1813 114 CAFITHL ERUIP CC M #1217 1. 808, ao-
1826 AGCT RED JOURNAL M 131779 o BBg. Ba
TOTAL 4, 248 68
#& ACCT 1883 ACCOUNTS RECEIVABLE A ek
1881 JAN 18 SALES REPORT M a1./18/79 15, 498 a8
1826 ACCT REC JOURNAL M B1/21/7 5. @06, 6o~
TOTHL 1@, 498, @3
wk QCCT  10B%  MDSE INVENTORY A ok
16a4 COST OF GOGDS SOLD M 81/21/79 14, 553, 46—
1827 PURCHASE JOURNAL M 1/21/79 &, vieE. gk
. TOTAL 2. 833 48-
4 ACCT  1@8e FIXED RSSETS A/ ek :
ia1g 314 CAPITAL EQUIF CO M a1/31/79 1. eaQ. B@
TOTAL 1. 800, @&
% ACCT 1887 DEFR ALLOWANCE A e
laz24 DEPR SHEDULE M a1/31/79 250, 80~
TOTAL 250, gg-
¥+ ACCT 2081 ACCOUNTS PRYRELE Lo
a2 PRICE & WATERS M 81/21/73 286, Ba-
1823 DUDEY LEGALMAN M a1,/21/73 457, 89—
18z7 PURCHASE JOURNAL M 81/31/73 8, 6ue, aa-
TOTAL Q. 257, 89—
#k ACCT 2802 NOTES PAYAELE L ok
1823 15T NATL BRNK j B1/31/79 6. ga-

60 TOTAL =



PAGE 2
WYZ COMPANY

MONTHLY TRANSACTIONS REFORT
DATE: 81/31/79
RCCOUNT NC.  SEQUENCE

DOCUMENT  DESCRIPTION AMOUNT
*% ACCT 2064 ACCRUED PAYROLL b okek
1619 PAYROLL REGISTER H a1/31/79 432 56~
1626 PAYROLL REGISTER M 81/31/79 876. 67
TOTAL 1,389 23~
*+ ACCT 2085 RCCRUED TRXES L ok
1621 JAN PR TAX M #1/31/79 166. 43-
TOTAL 166, 43—
#k ACCT  2\@@)L CHSH SRLES I
1682 JAN 28 SALES REFORT M A1/28/79 4, 567, 69—
TOTAL 4, S67. @3-
#x BCCT X082 38 DRY CHG SALES T ok
1601 JAN 18 SRLES REFORT M #1107 15, 498, 96—
TOTAL 15, 498, BE~
#+% ACCT 3003 CREDIT CRARD SALES T st
169z JAN 31 SALES REFORT M 61/31./79 1, 245 54-
TOTAL 1,345, 54~
#4 ACCT 3181 0©0ST OF SALES/CASH E s
1664 COST OF GOODS S0LD M 173179 2,106, 18
TOTAL 2,196, 13
#% ACCT 3162 COST OF SALESACHG E %
1064 COST OF GODDS S0LD M 81,3179 8, 102, 85
TOTAL 3,182 86
¥+ ACCT 248 ©O5T OF SALESACR D E
1684 COST OF GOODS %0LD M A1/31/79 £45, 16
TOTAL 645, 16
& RCCT 4181 ADVERTISING E e
1065 161 FW STHR TELEGRAM  # 1./ 34/79 8z 45
TGTAL 82, 45
*k ACCT  d4@2  COMMISSIONS E
1666 182 MARY SMITH M o s s, 245, 2%
TOTAL 345 22
44 ACCT 44183 FROMOTION E %
1697 102 ACME SUFFLIES M a1/31/79 45 &7
TOTAL 45 67
w4k ACCT 44604 PFUBLICITY E
1069 145 ROACH FUBLIC REL M 5 W W | 16, @0
TOTAL 180, 9@

#% ACCT 5401 SALESMEN’S SRLARIES E #ok



FHUE X
®YZ COMFPANY
MONTHLY TRAMSACTIONS REPORT
DATE: @i/21/79

ACCOUNT N0, SEGUENCE

DOCUMENT  DESCRIPTION AMAUNT
1p1@ 166 JACK SAYLES M B1/31/74 oda. 66
TOTAL 80, @8
#4 ACCT 5462 {LERICAL SALARIES E ##
1613 PARYROLL REGISTER M #1/31-79 432 55
TOTARL 432 BE
#% RCCT 5183 ADMIN SALARIES E
1623 PAYROLL REGISYTER M g1/21779 876, &7
TOTAL ave. 67
#¢ ACCT 5484 MANAGEMENT SALARIES E sk
1614 187 MARTY MANRGER M 81./21-79 QLT TE
TOTRL 2a?. v
#% ACCT 6161 COMPUTER FEES E #%
1012 168 TECH COMPUTERS M (= s s 1.234. 45
TOTAL 1,234 45
s ACCT 6182 DUES & SURSCRIPTIONS E ##
1662 184 BUSINESS WEEEK M B1/31/79 6. f5
TOTAL 26, g8
sk ACCT 6182 AUTO EXPENSES E 4ok
1842 189 MORIL OIL M B1/24/79 134 34
TOTAL. 134 24
sk ACCT 6184 RENT EXPENSE E ok
1614 114 ASSOC RERALTY M a1./31/790 1, 234 24
TOTAL 1,234, 24
#¢ ACCT 8185 UTILITIES E #%
1e15 111 TE¥AS ELECTRIC M 81-31/79 348 92
TOTAL 248 918
sk ACCT 6186 TARES E
1821 JAN P/F TAX M a1/31/7% 16¢ 43
TOTAL 166, 43
¢ ACCT €467 DEPRECIATION E ek
1024 DEPR ) M B1/31/79 2508, an
TOTAL 290, a4
wk RCCT 6188 RACCOUNTING E #% .
10z2 FRICE & WARTERS M @1/31/79 206, e
TOTAL 0. Ba
¢ GCCT 6109 LEGAL FEES E %%
1623 DUDLEY LEGARLMAN M #1/31/79 457. 89

TOTAL 457, 59
)" ACCT €116 INTEREST E




KYZ COMPANY
MONTHLY TRANSACTIONS REFORT

DATE: &1/31/73

ACCOUNT NO, SEQUENCE

FAGE 4

DOCUMENT  DESCRIPTION AMOUNT
1825 1ST NRTL BANK M Bi/21/79 St 88
TOTAL. S6. 6o
** ACCT 6111 SUPPLIES E k%
i@e 112 STANDARD OFFICE M B1/31/73 3 22
TOTAL 3 22
#x ACCT  e112 TRAVEL E &+
iaty 142 PERCY’S TOURS M @1./31./73 45, 0@
TaTAL 43, a8
o 6a

TOTARL
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Appendix 14 XYz COMPRANY

MONTHLY TRANSACTIONS REPORT
DATE: B81/231/73
DOCUMENT NO. SEQUENCE

RCCT DESCRIPTION AMOUNT

sk DOCUMENT 1881 JBN 18 SALES REPORT M ok

18@z ACCOUNTS RECEIYABLE A @i/18/73 15, 4598, A2
z@az 28 DAY CHG SALES 1 A1/18/73 15, 492, BE-
TOTAL a. aa
##x DOCUMENT 1882 JAN 28 SRLES REPORT M ks
1au1, CASH ON HAND A G1/26/74 S67. ag
laaz CASH IN EBARK A @126, 72 4, A0@. 0@
@81 CHSH SALES I B1-/26/79 4, 367, 89~
TOTAL @ a8 k%
w4 DOCUMENT 18083 JAN 21 SALES REPORT Mook
1a62 CASH IN BANK A @1/31/73 1, 345. 54
3063 CREDIT UARD SALES 1 #1-31./79 1, 345 H4-
TOTAL 6. ag

sk DOCUMENT 1884 CGST OF GOODS SGLD e S

2141 COST OF SALESSCASH E a1,31,/73 2,186, 18
ez COST OF SALES/CHG E @81-21./¢3 g 182, @e
ez COST OF SALESACR CD E B1/31,/73 £43. 16
iaes MOSE INVENTORY A 81/31/79 1@, 853, 46~
TOTAL a. aa
sk DOCUMENT 4885 161 FW STAR TELEGRAM M 4
4161 ADVERTYISING E 61,3179 gz. 45
1662 CASH IN BANK A B1/21/79 82 45—
TOTAL G, Bg
## DOCUMENT 1685 162 MARY SMITH M ok
a2 COMMISSIONS E B81/31/79 245 23
1662 CASH IN BANK A 6121759 345, 23—
TOTAL G, Ge
#4 DOCUMENT 1867 183X RCME SUPFLIES Mo
4163 FROMOT TON E @131/ 79 45. &7
1662 CASH IN BANK R B1/31/79 45, 67—
TOTAL 8. 84
#+ DOCUMENT 1688 164 BUSINESS WEEK M b
elaz DUES & SUBSCRIFTIONS E @1/21./73 36 68
16@2 CASH IH EANK A B1/31/73 36, o6~
TOTAL G, b
s DOCUMENT 1669 185 RGACH FUBLIC REL M
4164 PUBLICITY E #1./31./?73 160, 86
1a62 CASH IN EARK A B81/34/73 186, 66—
TOTAL @, oo
s« DOCUMENT 1616 166 JACK SAYLES M 4ok
T84 SALESMEN‘S SALARIES E G1/31/79 SaH. &g
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DOCUMENT MO, SEGUENCE

KYZ COMPANY
MONTHLY TRANSACTIONS REFORY
DATE: B1-31-79

FAGE 2

RCCT DESCRIFTION RMOLINT
1662 CASH IN BANK A Bi/31/78 Sen, Be-
TOTAHL o. 6o
sk DOCUMENT 1811 167 MARTY MRNAGER M ok
S184 MANAGEMENT SALARIES E 81,3175 987 78
iaae CASH IN RANK A B1/321/79 387, E-
TOTAL 4. 8e
# DOCUMENT 1812 162 TECH COMFUTERS M ok
e1&l COMPUTER FEES E a1/21/73 1,224, 45
leez CASH IN BANK R a1./3172 1. 234, 45—
TOTAL @, {5
s4 DOCUMENT 41643 189 MOBIL OIL M ok
EAHZ RUTO EXPENSES E B1/21775 134 34
i8ez CHSH TN ERNE A 17217 134, 24-
TaTAL & o6
% DOCUMENT 1814 118 ASS0C REALTY Mok
=183 RENT ERPENSE E B1,/21/79 1,234 34
a6z CAR5H TN BANK A 81/31/7% 1. 234 24~
TOTAL & Ba
¢ DOCUMEMT 1645 111 TEXAS ELECTRIC M ok
p1A5 UTILITIES E @1 2173 348 98
1882 CASH IN BRNK A @1-21.,73 343 g~
TOTHL a. e
#4 DOCUMENT 1816 142 STANDARD OFFICE Pl Aok
6111 SUPPLIES E g1/31./74 322
1a62 CHSH IN BANK A 81./31/73 I gz~
TaTAL B. Ba
#+ DOCUMENT 1847 113 PERCY'S TOURS M e
eilz TRAVEL E 813178 45. B@
leaz CASH IN BARK A 61/31-73 43 86—
TaTAL & Ba
ok DOCUMENT 1618 444 CAPITAL EQUIF CO M =+
18686 FIKED ASSETS A @1-21-79 1, 688, be
1leaz CASH IN EBANK A B1.-21/79 1, 888. o
TOTAL 8. ba
#k DOCUMENT  1@1%9 PRYROLL REGISTER M ke
S162 CLERICAL SHLARIES E e1/24/7% 432, 56
2eH3d HACCRUED PRAYROLL L g1/34/72 432 56-
Tiez ADMIN SHLARIES E @1/21/73 8ro. 67
2684 ACCRUED PARYROLL L 81,3173 8ro. 67—
TOTAL 8. 649
THX Mk

#k DOCUMENT 1821 JAN P/R

65




PAGE 3
X¥Z COMPRNY
MONTHLY TRANSACTIONS REFORT
DATE: 84/31/7%

DOCUMENT NO. SEQUENCE

ACCT DESCRIPTION : AMOUNT
6106 TANES : E 81./31/79 166, 43
2085 ACCRUED TAXES L @1/31/79 166, 43~

TATAL @. o

s« DOCUMENT 1622 PRICE & WATERS M ok
6168 ACCOUNT ING E @1/31./79 260, 6
Zp@d ACCOUNTS PAYARLE L 61./31,/7 800, ag-

TOTAL a. B

*¢ DOCUMENT 1622 DUDLEY LEGRLMAN M ok
6189 LEGAL FEES E B1/21/79 457, g3
zea1 ACCOUNTS FRYABLE L a1,/31/79 457, 29—

TOTAL 0. o8

## DOCUMENT 1824 DEFR SHEDULE M ok
6107 DEPRECIATION E B1/21/79 256, B8
1987  DEPR ALLOWANCE i 01/31/72 250, dg-

TOTAL B, @0

#% DOCUMENT 1825 15T NATL BANK M Aok .
6116 INTEREST E B1/21./79 56. AE
zea3 NOTES PAYARBLE L @1,/31,/79 S6. B6-

TOTAL a. o

s DOCUMENT 1826 ACCT REC JOURNAL M ok
16@2 CASH IN BANK A 01/31/79 S, BEE. B8
1@63 RCCOUNTS RECEIVRBLE A @1,/31,/79 5. BBE, A0—

TOTAL @, an

# DOCUMENT 1827 PURCHASE JOURNAL M sk
16@5 MDSE INVENTORY A B1/31/79 2, 00d. 26
2661 ACCOUNTS FRYABLE L 01/31/79 2, GBG. BE—

TOTAL @, AR
TOTAL 6. o8

AR ek ek e ok b e e e o dheok ok ek ook ok
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PAGE 4

. Appendix 15 wYZ COMPRNY
GENERAL LEDGER TRIAL BRLANCE
DATE: ©B1,/34/7%
ACCT ACCT CAT. s TRANSACTION ACTIVITY——— e mm
NO. DESCRIPTION TYPE CODE  PREVIOUS MO, CURRENT MO,  YEAR TO DATE
1681 CASH ON HAND R - @, og SE7. 69 1. 234, 18
1AE2  CASH IN RANK AR - @ pa 4,248 62 9, 496, 16
1862 RCCOUNTS RECEIYRBLE R - B, 86 10, 498, 03 25, 996, 15
1004 BAD DEBT ALLOWANCE A - B, 6e g, oo SRA. B0~
1885 MDSE INVENTORY B - @ G 2, 853, 46— 19, 29%. 28
1688 FIXED RSSETS A - o, 96 1, OB, B0 12, BAE. BE
18687 DEPR ALLOWANGE g - 8. 6e 250, BE- 3. 580, BE-
7881  BCCOUNTS PRYRBLE L - 8. aa a, 257, oo- 26, 515, 78-
2082  TAXES WITHHELD L - @, B o wa 1, GG, AG-
288% MOTES PAYARLE L - &, o 56, B~ 6. 112 Ge-
2004 RCCRUED PRYROLL L - 8. b 1, 309, 23— 3118 46—
2005 ACCRUED TAYES L - |, ge 166, 43— 932, 86—
2561 COMMON STOCK c - 2 08 B OB %, GAE, QA=
2562 PREFERED STOCK c - & p@ & oo 3, GG, B
2503 TRERSURY STOCK co - @, g 8 0@ 2, 6PD, 08
2999 RETAINED EARNINGS c - . ae 6. o 17, 926, 20~
@1 CRSH SALES I 1 o, @ 4, 567, @9- 4, S67. @9~
IAAZ 3@ DAY CHG SALES I 1 A Ba 15, 495 O5- 15, 498, @8-
. 390% CREDIT CARD SALES I 1 @ B 1. 345 S4- 1. 345 S4-
3181 COST OF SRLES/CASH E 2 o o0 2, 166, 18 2, 106. 18
3182 COST OF SALES/CHG E 2 o, &0 8 182 85 & 162, 66
2163 COST OF SALES/CR C E 2 B. 60 £45, 15 £45. 16
4161 ADVERTISING E 0z p. @ 82, 45 82, 45
4482 COMMISSIONS E 0z 8. aa 345, 22 345, 23
4183 FROMOTION E = @ o 45, £7 45, 67
4184 PUBLICITY E 8. g 106, o0 169, @
S1@1 SALESMEN’S SALARIES £ 2 @, 8 SO0, (i 5P, B
5182 CLERICAL SALARIES E 4 8, 6e 432, 56 432, 55
5163 FADMIN SALARIES E 4 0. 86 876, 67 876. 57
5184 MANAGEMENT SALARIES E 4 &, ae sa7. 7@ ag7. 78
6161 COMPUTER FEES E 4 @ e 1. 234, 45 1, 234, 45
€482 DUES & SUBSCRIPTIONS E 4 o, 6o 36, B9 36 6
6183 AUTO EXPENSES E 4 ¢ o6 134, 34 124, 24
6484 RENT EXPENSE E 4 6. 2@ 1, 234, 34 1. 234. 34
€185 UTILITIES E 4 @, an 248 98 348, 98
5185 TRAXES E 4 a. g 166, 43 166, 43
€167 DEPRECIARTION E 4 6. & 256, B 753, 0F
€182  ACCOUNTING E 4 . ow 506, o0 208, 6
€189 LEGAL FEES E 4 {, ae 457. €9 457. g9
§11@8 INTEREST E 4 G, o6 56, 00 5¢. AR
€111 SUPPLIES E 4 6. 0 3 22 3. 22
6412 TRAVEL E 4 8. ae 45. 69 45. 0@
8 oo 8. 6o 8. pa

. BALANCE =
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Appendix 16 w7 cowpany

IMCOME STATEMENT
PERIOD ENDIMG: @1/31/73

DATE: @1/31/79

68

ACCT DESCRIPTION CURRENT % YERR-TO-DRTE %
A eI R A
a4+ GROSS SALES ok
N s e R
xAE1 CASH SALES 4,067, @89~ 21 2 4,967 89- 21 Z
2002 28 DAY CHG SALES 15,496 86~ 72 4 15,498 68— 72 4
3003 CREDIT CARD SALES 1,345 54— 6 2 1: 345 54~ 6. 2
s TOTAHL GROSE SALES 21,418 71- 168 &8 21,418 F1- 169 8
T = A T
wk COST OF GOODS SOLD &%
s s P e
3184 CO5T OF SALES/CASH 2: 186 12 a8 2186, 18 5.8
2187 COST OF SALESACHG 8. 162, 66 ir 8 €. 182, a6 iF. 8
316% COST OF 5RLESACR CD ad43, 16 g 643, 16 28
sk TOTAL COSYT OF GOODS SOl D 14, 853 48 a@. 7 148, 852 4@ baC
GROSS PROFIT 18,357, 31— 48 2 18, 557 31- 49.3
N e s e s Ry P
sk SELLING EMPEMNSES Hoks
e e R E s S
4181 ADYERTISING 82. 45 24 g2, 45 a4
4402 COMMISSIONS 45 23 16 345 23 16
4162 PROMOTION 45, &7 8. 2 43 67 a2
4184 PUBLICITY i68. 6g B. 5 166 o4 a5
2461 SALESMEN‘S SALRRIES 380, 60 22 ball & 2 A1 2.2
#+ TOTAL SELLING EXPENSES 1,873 25 5.8 1.87= 25 08
N T e
4 GENERAL OVERMERL: ke
T R L S NS T o
5162 CLERICAL SALARIES 422 06 2 6 432 56 2.n
$163 ADMIN SALARIES 876 67 4.1 8ve. &7 4.1
51684 MAMRGEMENT SALRRIES 287, 78 4 5 987 7& 4 £
i@ COMPUTER FEES 1,234, 45 38 1,234 45 3 8
€182 DUES & SUBSCRIPTIONS 6. 09 a2 16, 6@ a2
618= AUTO EXPENSES 1=4 =4 @b i34 34 (2R
€184 RENT EXFENSE 1,234 34 5.8 1,224 24 2 8
6185 UTILITIES 248 98 1 & =48 98 1 ¢
E1EE THMES 156 42 a g lce 43 a g
£187 DEFRECIATION 258. ag 1.2 258, e 1.2
&1ég ACCOUNTING 260, 66 3T cEd. og 3.7
€189 LEGRL FEES 457. 89 21 457, 82 2.1
611é IHNTEREST 6. b 6. 3 S¢. 6@ gz
6111 SUPPLIES I 22 @ a 122 0.6




AYZ EOMPANY
THCOME STRTEMENT
PERIOD ENDING: B1/21/72

FAGE 2

DATE: @1/214/79

RCET  DESCRIPTION CURRENT A YEAR-TO-DATE F4
6112 TRAVEL 45, 66 L —;;T;;- gz
% TOTAL GEMERAL OYERHEAD 71863, B 38 7o BRI, K6 Z 0

TQTAL IHCOME 24.41¢. 71— 188 @ 21,414 71— 166 A
TATAL EXPENSE 48, 994, 44 83 7 18, 9936, 41 g8. 7
NET PROFIT CHEGRTIVE NO. = LOSS) 2,428 20 1. 3 2,426, 28 11. 2

69




FAGE 1
A . Ky'Z COMPARNY
ppendlx 17 BALAMCE SHEET
DATE: 81,3173

ACCT DESCRIFTION | AMOUNT
+t+t++
RSSETS
bbb
18AL  CASH ON HAND 1. 234, 18
16812 CASH IN BANE 3, 496, 16
1803  RCCOUNTS FECEIVAELE 25, 9%, 1
1684 BAD DEET ALLOWANCE 5@, -
1835 MDSE INVENTORY 15, 297. 26
18@E  FINED RSSETS 12, A0, 59
1087  DEFR FLLOWANCE %, 5E8. Be-
TOTAL ASSETS 64, @19 7@
++ bttt
LIREILITIES
4ttt
28@1  ACCOUNTS PRYRELE 26, 518, TE-
S@B2  TRMES WITHHELD 1. Q% BE-
2EAZ  NOTES PRYAELE & 112 @i~
2804 ACCRUED PRYROLL 3.118 46-
2605  ACCRUED TRMES 922, 26~
TOTAL LIFBILITIES 37,679 16-
2EEL COMMON STOCK 5. 0BG, GE-
2562  PREFERED STOCK %, BEE. G0~
2543 TREASURY STOCK 2, §E. 6
2952 YERR-TO-DATE F & L 2, 428, G-
295%  RETRINED ERRMINGS 17, 928, 16~
TOTAL CAPITAL 25, 746, 60—

TOTRL LIABILITIES & CRFITAL o4, @13 7a-
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Appendix 18 WYZ COMPANY
GENERAL LEDGER TRIAL BALANCE
DATE: &1/31-79
RCCT ACCT CRT.  =—ememeee— e TRANSACTION ACTIVITY=——m————
MO, DESCRIPTION TYFE CODE  PREVIOUS MO CURRENT MO.  YERR TO DRTE
1081 CASH ON HRAND f - 567, @9 8 G 1, 234, 18
1682 CASH IN BANK R - 4, 242, @S @ ae 9, 496, 16
100X RACCOUNTS RECEIVABLE A - 16, 498, o B, @ 25, 995 16
1804 EBAD DEBT ALLOWANCE A - B, @ A, @e T63, 00—
1665 MDSE IMYENTORY A - 2, 9532, 40- @, e 19, 293 20
1065 FIXED RSSETS A - 1, #RA, B 6. 6o 12, GO, GO
1687 DEPR ALLOWANCE B - 7506, AE- o, 2 I, OB, 0o
2801 ACCOUNTS FRAYAELE L - 9, 257, a9- @, g 26, 545, 78~
2602 TANES WITHHELD L - & Be @, Be 1. BGE, GE-
2603 NOTES FRYRBLE L - 56, BO- @ oo 6112, P
2904 ACCRUED PAYRGLL L - 1, I@9. 2% 2 ne 2. 146, 46~
2605 ACCRUED TAXES L - 166, 43 6. as 932, 86~
584  COMMON STOCK £ - 9, B @. 6o 5, &0, po-
2562 PREFERED STOCK c - a, 69 6. oo 3. O0A, BA-
2582 TREASURY STOCK c - @, o &, o 2, BaG, o
2993 RETRINED EARNINGS c - @, 0 8 oa 17, 920, 206~
001 CASH SALES I 1 4, 567, B9- . o6 4, 567. 89—
2082 3¢ DAY CHG SALES I 1 15, 458, pR- . 6B 15, 498, Bg-
1662 CREDIT CARD SRLES I 1 1. 245, Sde . Ba 1, 245 54—
2481 C0OST OF SALES/CRSH E 2 z, 166 18 B, e 2,186, 18
3162 COST OF SALES/CHG E z 2,102, a6 0. e g, 102, 85
¥4@2 COST OF SHLES/AR CD E 2 645, 16 B, B8 545, 16
4161 RDVERTISING E  z 82 45 . BaE £2. 45
4192 COMMISSIONS E 3 345, 23 6. Be 245 23
4463  PROMOTION E X 45. €7 @ 8 45, 67
4184 PUBLICITY E z 166, B8 8 o@ 108, 98
S161 SALESMEN’S SALARIES E 3 a0, G 6. aa 506, 0Q
S142 CLERICAL SALARIES E 4 437. 56 . a@ 432. 56
S1902 FADMIN SALARIES E 4 876. €7 . a@ 876 67
5104 MANAGEMENT SALARIES E 4 9g7. 78 B, Be 987 73
6191 COMPUTER FEES E 4 1,2%4. 45 @, O 1, 234, 45
€142 DUES & SUBSCRIFTIONS E 4 36. o8 @ o 36, 86
6163 AUTO EXPENSES E 4 134, 34 e 134, 34
€184 RENT EXPENSE E 4 1,234, 34 8. og 1. 2%4. X4
6405 UTILITIES E 4 3483, 98 8. e 348 98
6106 TRXES E 4 166. 42 @, aa 166, 43
6187 DEPRECIATION E 4 256, @8 0. 8@ 250, 69
6108 ACCOUNTING E 4 860, @ f. ae 808, O3
6183 LEGAL FEES E 4 457, 29 . 6a 457, 89
6116 INTEREST E 4 56. 6@ g, g 56, 6
6411 SUPPLIES E 4 222 o, a8 3. 22
6112 TRAVEL E 4 45, 0@ 8. 5@ 45, om
BRALANCE = . A0 ¢ Ba & op
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Appendix 19 — Taking Care of Your Diskettes

Since all of your information is going to be stored on these diskettes, you’ll
need some more diskettes to make extra “safety copies”, just in case. You can
start with a hox of ten, and rotate them to insure you always have a reserve
copy of your files,

Keep the diskette in its envelope if you're not using it.

Handle diskettes carefully, just as you would a high fidelity record. DO NOT
TQOUCH any of the exposed surfaces. Hold them by the protective cover only.

Keep them away from cigarette ashes, dust, motors, heat, direct sunlight,
and power transformers, and anything magnetic.

If you write on the lahel, use a soft, felt-tip pen, and DON"T press hard.

Store them vertically in a file folder or on a shelf, as you would a phonograph
record collection. Don’t stack them, bend them, or scratch them.
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Appendix 20 —Rotating Your Copies

When vou’re using your system, get in the habit of making copies of both diskettes
at the end of the day. The next day, use the copies that you just made. It’s a very
inexpensive form of insurance. You might consider even carrying the backup copies
home at night in case of fire, theft, or vandalism. You must also save the diskettes
that contain the last completed month.

Here’s an example, using 2 extra diskettes:
The first day’s diskettes we will call A and B. The next day’s diskettes will be
called C and D,

Day One . Day Two
Prog. Copy Onto Prog. Copy Onto
[ i ] i (]

@ —— | © O — | B
Data Copy Onto Data Copy Onto
[::l. |:1® [T =]

L]

On the second day, you will take A, and B, and use them as blank diskettes to
copy C and D, If something happens to a diskette, you still have the last backup

copy to rely on, Four extra diskettes will give you three days of record
protection.

Be sure to keep the last completed month’s set of diskettes till you complete the
current month. This is very important in case of a major problem.

Note: The most effective method for erasing diskettes is by using a Radio Shack
Bulk Tape Eraser, Stock No, 44-210.
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Appendix 21 — How To Back Up Your Diskettes

Use this procedure EXACTLY:

1 — Turn on everything except the TRS-80 keyboard. If this is the first time you've
you've ever used the Radio Shack Disk System, refer to the Disk Operating
System Manual! for detailed instructions,

2 — Insert a new, blank diskette in Drive #1 (farthest from the Interface) with the
diskette notch up, label to the right.

3 — Close the Drive #1 Door.
4 — Insert the diskette you wish to copy in Drive #@ with the notch up, label
facing right, and close the door. (Drive #0 is the first drive connected to the

interface.)

B — Turn on the TRS-80 Keyboard. (The switch on the right reaxr apron.)

This is what the screen shows: This is what you type:
DOS READY ‘(B] (@] [C] (K] [0l [P], and press [ENTER]
SOURCE DRIVE NUMBER? @], and press [ENTER]
DESTINATION DRIVE NUMBER? , and press [ENTER]
BACKUP DATE {MM/DD/YY)? M [ @@ 7 BIENTER]

: {Example for January 1, 1979
HIT ‘ENTER’ TO CONTINUE STOP — Don’t press anything!!!

Now we can check to see if the “BACKUP’’ procedure was successful:
1 — Remove the original diskette from Drive #Q.

2 — Take the backup diskette out of Drive #1. Place the backup copy in Drive
#0 and close the doozr.

3 — Now you can press . If the screen shows; DOS READY, your
backup was successful.

If something went wrong, go back to step 1.
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Appendix 22 — How To Format Your Data Diskettes

This process prepares blank diskettes for use on the disk system. All data diskettes
. must be formatted before being used. Here’s how you do it:

1 — Insert a blank diskette in Drive #1

2 - Do the following exactly as shown:

Screen Shows: You Type:

DOS READY FE R MAT press ENTER]
WHICH DRIVE etc. [ press
DISKETTE NAME? GO 1@ 7 @ press [ENTER
CREATION DATE? @M A EMEDE G press ENTER|
MASTER PASSWORD (FlABIES WO B (D press
LOCK QUT ANY TRACKS? N © press [ENTER]
HIT "ENTER"” TO CONTINUE press [ENTER]




Appendix 23 — Program Listings

i s
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ar

ESTIR N
48 0
ima
1685
iig
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¥
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i

. oy L Red
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F dap

iy
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i e bl Led bl dad bad Lad pray P
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| el

GL - GENERAL LEDGER 4.1 FEE 1527 PRGE 1

"GL" - GENERAL LEDGER 1.1 FEBUARY 1573

#% COPYRIGHT (L0 4379 TANDY CORF., ALL RIGHTS RESERVED w

LEAR CLOSE:CLEAR 8300 EFINT I-N:GHERRCRGOTAS660: OPEN'R". 1, "CTRL”

IELDL, 4AS DEE, IBAS 024 GETL, 1 DT$=STRECYSIDES) ) IFLEFT4IDTH, 105" "THENDT#=R
IGHT$ (DT, LENCDTS) 10

TH=RIGHTS: “BOGRE" +DTH, 62 : DININE HE, W, HLY

TESLEFTHOOTH, 204" 4 NIDSLOTE 3, 20+ 4R IGHTSIDTE, 271 GOTO20E

IN§="" W= INKEYS Wt WD HE=D WLR=HE  TFFL=WDTHENFL=1

PRINTSTRINGSTAES (FL D, 1362 STRINGECRBSCFLY, 242,

PRINTCHRE (W5 FORNE=1TOSS  F=TNKEDS | [FWECH"  THENLISELSENENT  FRINTCHRE 153 oF
npsx—lTnzz b= IHKE S . PN C" THENLLSELSENERT . GOT 014G

FRINTCHIRS M5 - IFARSTFL ) =HUETHENLZSELSETFFLOBANDHED=" “ANDNE{="Z " THENLPSEL 5E ]
LB DS DRSS RN

IFW$=", "THENPRINTHE: - WLE=WLE+L: GOTOLPS

TFHF=". " ANDWD=8THENMD=1 | GOT O 7

IF (="~ "ORME=" +* ANDUS=ORNDHLE=BTHENNS=1  GOTOL T

TP EHRECE ) THENLSREL SELFNL =0T HENLLBEL SEPRINTCHRS € 2435 | IFFLD OTHENAISELEETF
PEEK(16412) =44 THENL42

IFFEEK 16418 =46 THENWD=@' GOTOLISELSE IFPEEK S LE416) =4 TORFERK 16402 245 THENMS =8
IN$=LEFTHINE, LERCINE) -1

WLE=HL7- : PORELE4L8, 136 G0TOL1@

TFUS=CHREC 24 ) THENFRINTSTRINGS WL, CHRF(240 00 GOTOL o

TFUBICHRE, 12 THENL 1AEL SEFRINTS TRINGSCRES L FL I -WL i, 2203

PRINTCHR# (1515 < M=25: NEXT : RETURN

PRINTME: © Ip6=TNE+HE  WLH=HLE+1

IFRBSCFL ) =4 THENLEGEL SE 116

CL%: PRINTELE, C24: PRINTEGE, "GENERAL LEDOER 1.1 MASTER MENU" PRINTE144, "DATE.
" DT§

PRINTEZSG, ; TREAZU"CS> ET TODAY "5 DATE

"THECSOMIZATEGORY MAINTEMNANLOCE
“THBGB)"’H} COOUNT MAINTEHARHNCE
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1180 ERF=1:RESUMEL1SH
12868 I=1:IF]FATHENLIZ24S

1248

LE=STRECOHTCLEF TSRS, 2550 GOSUBLE5A: IFTN$="B"THENRETURN

1245 B=INTB): IFE{188B0RE 30T THENL LG

1226

FORI=ATORL  K=CYICLEFTHIGLET), 200 IFB=KTHEHPRINTESIZ, "++ ACCOUNT ERIRTS
;o O0SUBAE  PRINTEEZE, CHREECZE): « IP=T . GOSUBZGEE  GOTo1248

1285 TFEKTHENIP=J: J=K1 MEXT GOTOLZ223

HWEST : IF=ki+1

TFMIDECACE, 25: 1 1=CHRE< QI THENGOSURL 166

MIDSCACE, 1. 23=METER2 - PRINTEIAC TS, CHRE(ZR: USTROFREC D 8

I=2 L $=MIDFACE. 3, 2895 GUSUBLZS0  MIDE(R0E. I, ZE0=INSHSTRINGE( 26, 320 ( PRINTBIRC
15, CHRECZB); IN$; _

I=3:L3=MIDFACE, 25, L) GOoUEL250  IFG=TNETR "HLCTEY , INSITHENLZSS

E B=CVICLERTSOACE, 250 IF(B=NRORE=NP IRND TS "COTHENPRINTEEZ2, ¥ ¢ RETAINED E

ARNINGS AHD Y-T-D P&L MUST BE CRPITAL ACCOUNTS #+";  GOSUB4E: GUSUBSE PRINTES
22, CHRE 260 GOTOL29E

IFBCZRaamiD CINS="T"ORINS="E" ) THENPRINTEEZZ, " w¢ INCOME & EXPENSE ACCOUNTS
MUST BE OVER 2939 " (GOSUB4E: SOSUBAS  PRINTBEZZ, CHREEED): (GUTOLZBGELSEMIDS
CRCE: 25, Lo=INE  GUSUEZEZR

IFAINGTROALD , INFYTHENMIDECACE, 52 10=CHRECED  FRINTEIACS Y, CHRELZ8: - GOTOL
265

I=d  L$=MIDECACE 32 13 GOSUBLE90 : TFB=THNSTR 1234585, INS THENLZAAEL SEMI DS CACE
2 O 13=1NF GOZUE 2828

1265 IFTICOATHENRETURN

I=0:L=MI05{A0E, 24, 30 GUSLBLOSE  GOSUBLZ0E: IFER=ZTHENLIZ PIELSEGUSUBL 108 IFER=
1THENLIZ7RELSEMIDECACE, 24, So=MEDFCDH > (PRINTEIAC I, CHREECZ8): USTNGFrEC T Dé:

1379 I=7 L¥=PMIGEIACE 26, 82 GOSUBLESE  GOSUBLZ9  IFER=2THEN12B8ELSEGOSUBL1EG : IFER=

iz8

ITHERLZ7SELSEMIDE (RCE, 26, Sr=PrDECD#) (PRINTRIACI ), CHRECZE ) USTHNGFMECL 3 D
RETURN

1258 ER=@ FRINTE/ R CHEFCZEO "y ENTER “"TLFCINY: ": (FL=LM{I}  GOSUBLEE: IF TNg=""THEN

INS=1 % IFYRL CIN$ 3 HBTHENER=2

1235 B=COHGOYALCIME 3 RETURN
2800 PRINTEBIACLY, CHREZE: USTNGFRECL); CVICMIDECGLECIR . 1, 203
2618 FRINTEIACZ:, CHR#C3A5; MIDEGLECIPY, 2, 26);

Kdox ke

INF=MIDEGLECIPY, 25, 10 GOSUBZSZY ; IN$=MID$GLF(IP ), 52, 15 GOSUBSEZE: GOTOZ046

2028 PRIMTEIACZ), CHRECZHAMICEC"ASSET LIARBILITYCAPITAL IWCOME  EXPENSE ", 1+

S INSTROVALCIE", IN$3—12, 505 (RETURN
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FRINTEIACS, CHR$<382; - IFYAL < INSHCOBTHENPRINTY O INSY ) "CATHVAL(INS$I & (RETUR
HELSERETURN

PRINTEIACS, CHR$ CSE 0 USTNGFMELS) ; CYDCHID(GLF( IR 34, 830

PRINTEIACE Y, CHR$ (20 USINGFR$(ED; CVDIMIDE(GLFCIPD, 44, 8335

PRINTEIALTY Y CHRSC3EY; USTHGFHECT ) CYD(MIL${CL¥CIP 3, 26, §22; :RETURN

FRINTEFA4, CHRFCZ1:  PRINT"  (ENTER RCCOUNT NUMBER ##### . OR RACCOUNT RANGE
BEHH-GHEEE 5

FRINT@RE, " {ENTER @7 TO EXIT>"CHR$CZS): CHR$ZV):

PRINT”> PRINT LIST FOR: " .FL=9:GOSUBLHG: IFIN$=""0RIN$="0"THENZGR
IL=INTCYRALCIHE S ) IFE=INSTRC INE, "~V 3 THENIH=IL . GOTOS0EE

IH=INT {VBLCRIGHTS CINE, LEHCINSD - INSTROINS, =" 2032 GOTOS0E6

IL=1881: IH=9328

IFPEEK (14348128 THENSSES

PRINTE G4, CHRECZ1 0 "sek PRINTER NOT READY #”

FRINT"> PRESS "ENTER” WHEN REARDY, OR ‘B 7O RRORT " FL=i

GOSUB184E : [F IN$="8"THENZBAEL SE352R

POKELE4Z4, &7 FOKELS423, 1 PG=6: Hi#=0: H2¥=@  HI#=0 E$=BL$ TH=FME{Si+" "+FMdE0
+1 R MEC P

PRINTE&TES, CRRFCSAD"  PRINTING .. " PRINT" CHOLD DOMN <@ KEY T4 ST0P PRINTE
R

FORI=4T0KL  MIDECES, 4, 62 0=GL$ 10 B=OVICLEFTHCES. 200  IFBCILOREX THOR (B=NFANDJJ
=23 THENSEBE

TFPEEK (10425 J4THENGRSURS?E8 | IF INKEY$="F" THEMSC 28

IFFEER G425 oA THENL PR INTCHRES(12)  GOTOS558

IFMID#LES: 52, L)=CHRECBI THENMIDSCES, 52, Lo="-"

Af=PID${ES, 2, 265 IFG<FINSTRORSE, CHRECE ) THENRS=STRINGEC 248, 323

CWl=FRRD#CCYD O IDE CEF, 44, S50 LM#=FHRDECCYD CHTDSCES, 34, 8303 YTH=FNRDSCOVDN
IDECEs 26, @032

LFRINTRIGHT$.STRECE S, 40 TRE (S LPRINTUSINGFM$C 2 : A% LPRINTTRE 280 MID$cES

P25 10 TABIZZ MIDEIES, 32, 10 TRECZ6 D, (LPRINTUSINGTS: Lhif Crals Y78
IFJI=ZTHENHML $=FNRDH CHIH+CNE 3 H2H=FHRDE (HZR+LME 3 HI#=FNRLH CHEI#HYTH
IFINKEY$="@"THENDC5A

WERTI  IF I ETHENIFPEEK (16425 : X4 THENLPRINTCHRE (L2  GOTHZRBEL 2386

LPRINT" " LPRINTTABCZ4); USIHG BALARNCE = “+7H Hoh Hi# HE3H

LPRINTCHR$ 42y GOTOZEG

I1=H1 NEXT  LPRINTSTRINGS (2, 1220  LPRINTTRE(S) "s% FRINTING STOPPED " FRINTEY

A4, CHREFCZ1) "4 PRINTING STOPPED ##*  GOSURDE  GUTOZ0E

LPRINTETRINGF (3G, “-" LPRINT" " POG=PG+L

ACE#="TRIAL GRALANCE" : IFJJCFITHENACE="ACCOUNT LIST”

LFRINTSTRINGEFCTE, Z20+7PRGE "5 USINGY##%: PO LPRINTTHEZ00CES
LFRINTTAECZSY"GENERAL LEDGER "ACE LPRINTTARCZOI"OATE. "DTH

LFRINT® " LPRINT® " LPRINTURCCTUTABCZSRCCT CAT. ———meme———e TRAMSACTION
ACTIVITY -

LFRINT® 8O DESCRIPTIONU®TABCZZIVTYPE CODE FREVIGUS HO CURRENT MO
YEAR TG DRTE

LPRINTETRINGE(DE, ="  RETHRK

RESUME
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27 ek COPYRIGHT 0 4579 TAHDY CORFP. . ALL RIGHTS RESERVED =«
b CLSCLOSE CLEARGEEN: GOSUBZE  BL3=STRINGFIEE, &)
12 DEFFHRDS (RE = Do T CRged DO+E0-1 '

28 DEFINTI-H:LIMGLECL0L . THE WE W WL

25 B=(gHITEL) =1 FORI=1T0101 GL$C1x=BLE POKER, K HEXT  I=FRE(BL$) - POKEE. K - GOTOZ0H
38 CLS: PEIHIEBH "UEJEFHL LEDbF TRANSACT 10N POSTING® RETLRN

s OHERRORGITOSERG

5: PCIHTPHE$ ?;
18 IHe="" ME=IHEEYE M-14'W‘=6-V’=MD-HL”:M“-*FFL HDTHEHFL=1
195 PEINTSTEING#OARSOFL Y, 4380 STRINGEFCARS(FL ), 2
118 PRINTCHES W2, FORWNZE=1TRES WE=INEEYS: TFHEY ,“"*HEN113ELSENEHT:PRI' TCHRE(AS::  F
CRMA=1TOZ5 W= INKEYS . IFNS P T THENLABFLSERERT  GOT0L44
215 PEINTORREMY; - TFAESIFL Y=L s THENLIEDEL SETFF L 0AMDWEY =" "ANDHE="F " THENLTBELEE
FRLZOARDLEE> S ARNDINE Y " THEND 78
7 OIFME=", "THENFRINTHS: ML=t 541 50T0LFS
B IFME=" "HNOED=ETHENMD=1  GOTOL 7S
A TR OWES S ) ANDW S =EARUHL =3 THENW =1 . G0 TI170
G IFFa=1RNOHE=" 7 " AHDML K= THENL G
125 TRHE UHRS (B THENLSREL SEIFML =R THENLIBEL SEPRINTCHRF (240 IFFLATHEMNLESELSEIF
FEEK (184180 =44 THENL 3@
158 IFFEER {15418 =d&THENND=@  GOTIZSEL SEIFPEEK (1641 B =d RORFEEK £ 15440 i =48 THENMS=5
125 INF=LEFTE{INS: LENCINE -1
148 NLE=RLS-L PIEL <12 125 607018
158 IFNF=CHRI (4D THEHFR INTSTRINGECHLY, CHREC2S 5 % 30T 0480
155 IFN$CCUHRECIE THENLIBEL SEPRINTSTRINGECARSCFL 2 LA, 22 0;
1oE FRINTCHRECAS) (=25 NEXT  RETURN
178 PRINTWE:  INE=INFHHE  WLK=hL R+
TS O IFRBLOFL M= THENZ ABEL SR LS
196 DATA 33, 128, 62,17, 64, 62, L, 128, 81, 237, 176, 281
ZB3 GPEN"R". 1. "CTRL"
238 FIELDG. 45 FOE I6AS T2 35AS5 Fif, 2R5 LS 4RSS DLE. 2AS NT$. 4AS TS5 8RS APE. 285
LiE$. 8RS Fx%. ZAS LDE 205 KSE 2AS NPE ZAS MNR$.GETL L
SR8 DTE=STRECCVOCFAS: L DTE=RIGRTH " OB0BE" +RIGHTH( 0TS, LENCDTS)-12. ) PORER. &
ZE38 DTE=LEFTFODTS 234" A +MIDECDTE: 2, 20+" /P +RIGHTECDTS, 23 L5=CVICLSH) (LR=CVILR$
A D= TOLDE s NT=G FORERL K
246 OPEN"E", 2, "GLMASTER 1"
258 PRINTE4DE, "RERDING RCCOUNTE. | . * Ei=180
205 FIELDZ. 6305 AFCA3, 62A5 AFCL1), B3RS AF(E). 63RS A$CED
2e8 FICLDZ, ZAZ BECEI, G1ASYE RS BFCL ) SARSYS, 2RS BR(2y, &LASYE, 285 BHOE0
26% FORI=1TO25:GETZ2, T J=o I-1hawded
278 FORK=GTOZ B=(WI(BFK) x: [FE=ATHENEI=J+K-1 K=3 I=25  QUTOZS50
EFS MIDEFCOLEC ek, L, 630 =RE K PRINTESZZ, *ACCOUNT ; VE;
288 HEXTE, I-DIMGM#CKL Y, TRECED (ASH=E - TE="584 #it#, S84 sg-"
287 DEF FNRDH(A#:=10-Z#INT { A8+ L2+50~1)
2834 DEF FHNIWIMI=SFa+isGd
285 CLOSEZ:QPEN"R™. 3, "DETAIL 4" OPEN"R", 2, "GLJOUR & CLOSER
296 KILL"GLIJUR: a": ﬂPEN"P” 2. "GLIOUR @
295 TT$=5TRINGE(IZ B0 FORI= 1366,]R$k.s—;T$:NEHT
288 FIELD 2,42 AS Y1£ 42 AS Y2F. 42 85 Y235, 42 AS Y45, 42 RS Y95 42 RS Yas$
2837 PE="" FORI=ATO1Z: READT : Po=PE+CHRE I} NEXT
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7T TT$=0TRINGEC4E, B0 FORI=1TO0  TRECI =TT NEXT

NO=1 L S=NG NP=NS: L7=N2: ONERRORGOTORA : 10=LEFT$IDTS, 5D

PRINTET14, "RERDY TGO STRRET SESSIONULS+1". .. " GQ=FRECEL%:

PRINTELE, C2%; (PRINTELLS, "DATE: "DTH TRE(4S"SESSION "L5+1;

PRINTELSZ, CHREFCZ1D"DAOCUMENT .. .. .. —="PRINT"FOSTING DATE ..

PRINT"ISSUE DATE ... ":PRINTRROUNT . ... ... Y PRINTSTRINGHCG4: 47

PRINT"ACCT  DESCRIPTIGNYTRECZSIVAMCAINTCOR ~ 773" TABC4EO "YAN"

GOSUBSBHA  FRINTEZE, LD+1:

PRINTEG4, CHRECEG "> ENTER HAME OF DOCUMENT (787 TO EXIT): "5 FlL=2@:G0SUBLGR
D IF IMg="8"THENL1ZGEEL SETF IN$=""THEN41E

DI§=L EFT#THE+STRINGEC 28, 225, 200 PRINTE217, 014

PRINTE? G4, CHRECSE " ENTER POSTIHG DRTE CMHADDAYRD: i (FL=8:GOEUBSHGER

PRINT@Z7Z, IM$: (DR T=YALCLEFTHOING 22HHIDSCINE, &0 254RIGHTSC INE 200 DRE=HKE$ (DR
h

S5 PRINTEZ32, CHR$FCIB:®  (PRESS “ENTER” TO USE LAST ISSUE DRTE: "ID$Y)

FRINTEFGS, CHR$CZON S ENTER [SSUE DHTE 4MMADD3: i FL=5: GOEUBEAER

PRINTEIZE, INF: DEX=YRL CLEFTHCINE Z3+RIGHTS{INE, 20 3 DES=M I £ DENRD

ONERRORGOTOR22G

PRINTE?GS. CHRE$FCZ12 " ENTER AMOUNT <77 IF UNKNOWMI: "5 FL=-17 F2=1.G0SUBLEE:
Fe=@2: JFINg=""THE N4'&FLQEIFIH$‘"7“THEHGGSU811@B:GUTG4SF

C TFMIDSCINE, LENCIRNE -2, 40400 " THENSEE

B# YAL CIN$ D IFB#I=0] HENwo@EubEPRTHT@4ﬁEJ""3U51N8T$JBK

7 ONERRORGUHTOE

FRINTEFES, CHEFLZA"Y RRE ALL EMTEIES ZORRECT o¥/M07 "5 FL=L1:0B05URS

IFINE="H" TRENSBE

28 81#=B#:BE#=B:EE#=B:BG#—B AF#=RPE+ES NT=NT+1 Lb=L0+1  RE=0
A FRINTEFHIMCER ) CHESCEL ) Fl=—4 GOSUE1 8

UNERRGRGDTDSBiﬁ'B”:ﬁHLkiﬁij FFORL1ARRORGH > 9IR9THERDES

IFGHE=CY T HE R GROA=CY DO HRE Y THENDSSG

GE=M I$GH  FORK=LTORL | IFG$=LEFTSCOLEK D, Z0THENRZ=E K=k 1 HERT | GETOSEA

HEXT FORE=1TOS  PRINTEFNINCER o ek #OT FOUND =&Y FORIG=ATOZEG  NEXT | PRINTEF
NIN(KK}+EJCHE$QEE}3;FGRIE=1TDEE:HE”TItan GUTOSIR

PRINTEBFHIMOE 0, CHRECER ) MIDFOELFRZD, 5 hhﬁ

FRINTFNIK{KKI+27. «  ONERRORGOTOS520: FlL=-17 F2=1 GUSURLEE F2=6. IF IN$=" "THENSS
BELSEIF INg="""THENGOSUEL 196 T2

TFIDEC Mg, LENCINE: -2, L3000, "THENGZS

DR#=VAL M

IFDR#=Ro#THENIBHA

IFE#=ETHEHS 39

IFOR#IRSARNDRBS (R DAR 1~ CAD-4 ) 2 B# THENG DS
TIFCRE-ASHANDABS CBE4+ DA% 1 - S0 -4 1 SBHTHENZBGS

PRINTEFHNIWCKEK 27, CHR$CO3E: USINGTE: DR#E;

i PRINTEFNIHOR 42, CHRESOZA);  GOSURSE: IF INS="N"THEHNIFF4=1THENE#=5 GOTHTERELSES

et

B IFLA#CASE THENEZ#=E28+ DA% ELUSERSS=E28-H0R#

PRINTEZEL, USTNGTS BE# (PRINTEISD, USTHGTE B34 Bod=FNRD# (BE2#+B38 )
MIDE(TESLD, 1. 2 e=08 -+ D30 DY +L T+ DR+ DESHRDE T DRS  + P T F L@+ 7 0

3 La={5eL

IFLBTTHEN 2

TEE LIETYLE=TRS Ly LSETYEd=TRE(R ) I LEETYEE=TRS (2 (LBETY = TRE UG 3 LEETYSE=TREE 1L

SETYef=TRECS N PUTZ NE
L=l e del FORLE=1TOE - MIDSCTRECLEY, Lo 4Z0=TTE NERTLYE
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IFER=(RNDEC#=ATHERGOSUEZGE . SOTORE3
[FRESARSCRESE B S1ANDHES CRBSCEIH Y -Ri{ BLTHENDER
KE=RE+L: IFKRFETHERKK =6 GOSUBYE06  GUTOSZREL SE5 24
B#=EZ# PRINTEOE, USIHGTS: o8 - F4=0 RETURN

IFABL CABSCEZH -B# s BAITHENZ1R
IFABSCARSY BIH-RH > GESTHENTLE

HP=H% L7r=L5: IFErLOTHENGOSUBT BuG

IFF4=1 THEHGOSUBSAS

' PRINT@SGE, “++ DOCUMENT BALAWCED —— FRESS "oNTERT T4 COMTIMUE s+ " (FL=1.G0SU

186 GOTI400

1 FORI=LTOS  PRINTEFNIWCGOK ), CHRECZE; TABCLAY "= 04T OF BALANCE =+% (FORIG=1TIR4

G HERT PRINTEFHIWCKK ), CHRECZS; (FORIG=ITOZR  NERT A, I GOTORYE
FRINT® > ARE YOU SURE <¥AHIT U:  GOSUBSE: IF IN$="N"THENSZBEL SESLH

1186 PRIMNTE4EE, "% UNKHCRN *";:8#=B:F4 1:RETURN

1154

IN$=STREC-BoH - IFF4=GTHENRE TURKEL SER#={RCS (E2# ) +AES(BEH I +COBL (ARSI RES (B2 ~
Rquﬂs#FJ))ﬁg RETURN

12086 REM "CLOSE OUTe

1265
1216
1226

UHERRURGU’GE?@@
IFL=1THEMLIGR
LCETYAF=TRF L) LoETYE3=TRE( 2  LSETY3$=TR$ 2y L SETYSE=TREC G 1 LEETYTHE=TRECD 1
{ SETYeE=TRF (L)

1224 PUTZ, N9 NF=NE+1
1260 PRINTEL3Z, CHREFCT1y; CHRESEG ) « IFHB=LTHENPRINT " NG TRANSRCTIONS EMTERED —-

1%1a

FETURNING 7O MRSTER HEMU &% GOTOZ636
FPRINTELZZ, CHRECZL 2 CHRE(ZE0 " PRESS “ENTER” WHEN RERDY TO PRIMT RECHP “i (FL
=1 GOLUEL 80

1228 H=8: =60 N5=N23-L POKELC4Dd, 67 POKELSAZS, 1 SK$=""  B5#=0 B4#=0: IFLS=1THENL3=7
1285 GOSUEI5EE  FRINTEZZE, CHRF(ZLO"  PRINTING DOCUMENT SEQUERCE POLTIMG SUMMARY. .

1228 FORI=ATOMY:L&=g: IFI=NITHENLS=L5-1
1338 FORJ=1TOLE

1366

FIELDE, {42« I-10:R% D1$. 2A5 G 2RS SDE. 28RS T4, 4A% FP$»2HS BE#. SRS DA, ZRS
Y4%, 185 TOF: IFJ=1THENGETZ, I

1376 [FEK$E=SDETHENLASH

388

IFEK$="" THENL 4326

1480 LPRINTTABC4B*TOTALY; TRECSSIUSINGTS: FHRH(ESHY; (LFRINTY #a¥
1485 IFLXSETHCNGOEURAGED

1418 BES#=RS#+E4H. Bas=0. L=L+2: D=1

1428 IFL>SSTHENGOSUES8EE

1425 IFCYI4SDE=BTHENLSEE

143@ LPRINT" " :LPRINT"#& DOCUMENT  "CWICSDEI"—— O[T

144a L

=L +2: SEF=2DF

1458 [R$=STRECYECDRES ) DES=STEEFCYICDESD 2 HH#“EVD*DH$}
14e6 DRE=RIGHTS("BH0EA" +RIGHT$CDRE, LENCDREI-10. &
1470 DES=RIGHTH "90@ "+RIGHT$ (£S5 LENCDES)-12, 9

1450

DRI=LEFTHCORE, 25+ M +MIDECDRE, 2, 20+ +RIGHT$(DRE, 20 DES=LEFTHDES 25+ " 4R
IGHT$CDES, 22

1560 FORKI=ATOKL : IFLEFTHIGLECKS ), 2r=GFTHENKE=KS [ F9=K1  NE~T  GOT01534

132 NEXT GOTUL53@

15320 £$=GL$KE

1549 L4$=MID$IES 3, 260  GH#CKI=0MCEE ) +DA#  AT$=MI0$(ES. 25, 1)

1568 LPRINTEMICGE): TRBCEIDAGS: TRECZ92ATS TRBCZSTCS: TABCXSIDRE " " DEF: " " USING
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T#: FNRDS DA

Baf=R4#4+0A8 L= +1 DY$="4"

NEXTJ. I

IFL>SSTHENGRSUIE4668
IFOV$="1"LPRINTTABC42 "TOTAL " TABLSSIUSINGT$: FNRDH#CEA#) (LPRINT® st
LPRINT" ":LPRINTTAB{Z@)STRINGH(ZY, "+

LPRINTTREC2E "SESSION TOTRL "5 USINGTS: FNRD#CESH#D
LPRINTTARCZGISTRINGE (27, &'

PRINT" PRINTING ACCOUNT SEQUENCE FOSTING SUMMARY. . .

L=60 : Bdd=0  ESH#=8 FORI=1TOK1 : IFGM#{ T >=A=H#THEN1358

IFL >SS THENGOSUR4 S8R
LPRINTCYICLEFT#{GLECT X, 203 TABTLIGIMIDFCGLEC L), 3, 200: TAB(IZIUSINGTS: FNRD#(GM
#(I23

ES#=RTH#IGMECT > L=L+1

NEXTI

IFL:OSTHERGOSUB4S6E

LPRINT® ":LPRINTTRB(ZBISTRINGEFL{ZT, "+ 0

LPRINTTRBC2G " TOTAL " TABCIZOULINGTSE: FNRD#CETH S
LPRINTTRBCZEYSTRINGS (2T, "% ) :LPRINTCHRE (L)

PRINT">"TAB(Z)"{¥Y>ES, POST THIS SESS{ON"TAB(ESM N0, CANCEL THIS SESSION
3 - GOSUBSE: IFIN$="N"THENL1G

PRINT PRINT"  PGSTING TRAMSACTIONS ~- DOCUMENT

GNERROIRGOTOS2848

REM *UFDRATE AFTER FOSTING*

IFLE 0938 THENLS=399

IFLD>9Q9ETHENLD=168k

LSETLES=MRIF{LE+L )  LSETDL $=MKSF VAL CLEF TS (DTS, 22+MIDF(DTE: 4, Z2+RIGHTHDTS, 2
10 LSETNTS=MKIFNT Y TSI=CYS(TSE)+RT  LEETTS$=MKSE TS ) LEETARS=MEDS (APE) 1|3
ETLO=MEI$<L Do

LG#=BLE FORI=1TOND L8=6: IFI=NITHENLE=L2-1
FORJ=1T0L8 FIELDZ, (424 I-100A% U, 4285 1% IF T=1THENGETZ. I
PRINTE247, CVICHIDECUL$, 3, 230 (GOF=LEFT${ULE, 20 IFCYI (GA$)=ATHENZ416
FORK=1TORA : IFLEFT#(GLE K ), Z3=GEFTHENKI=K (K=K1  HEXT : GOTOZ236
HEXT : GOTC2410

MIDECLGE, L. eZ0=0LF K2

LR=LR+1: IFCWICMIDECLGE. 52, 22 CanaTizzza
MIDS{GLFCKE S, 533, Z0=MKI${LR) :GOTO2Z5A

NO=CY T CHIDFCLGE: 23, 233 S=INTCOND+9) A8 0 (R1=ND—6# (517
FIELDZ, td2% (R1-15+Z80R% V& 2AS V48 GETE, S

LEETVAS=MKI$CLRY (PUTZ, &

MIDFCGLECKZ) . 22, 2r=MEI$ILR?
S=INTOLR+S A6 R1=LR-6% (513 - IFRL=0THENR1=1

IFS=8THEMNS=1

FIELDZ, t42¢ (R1I-122AS V4§, 42A5 V1§ IFRLIEITHENGETZ, S

LEETY1$=U4i% PUTZ. &

HEXTJ. 1

REM "ACCUMULATE MTD ¢ & WRITE GLMASTER"
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908 PRINTESLZ. CHR$CI1 %> END OF YEAR ALSO <YES/NDRT Y (FL=3:GOSLELRS ¥7H=IN$

9@1 IFYV§C"YES T ANDYTH{ "NG" THENFUBEL SEPRINT

982 MF=CYICHF$)

283 IFYT4="NO" THENSQOELSEIF YV $="YES"ANDFF>=L 1 THENMF=-1 | Lo=6 ; GLTOES

384 PRINT@SVE. CHR$CZL )+ THIS IS OHLY FISCRL MONTH WUMBER: MF+L:PRINT"> RRE YOU

SURE YOU WANT A YEAR ENRD CLOSING CYESANGH? “:  FL=3:GOSUBLGH: B7$=1N$

S83 JFQ7$C"YES"ANDRTH "HO " THEN a4

S0C TFQVE="NO"THENIBG

387 JFO7E="YESY THENMF=—1 ;| 5=@ ¥7$=07$

909 PRINTESTE, CHR$LZ1)"  UPDATING ACCOUNTS. . . " MF=HF+1

P16 FORI=ATOIL

F26 MIDECES 1. eZ0=GLEC T IFLEFTHCES, 25 HPETHENLBEE

528 19=]:MIDECES: 44, So=MKDE(EREY (MIDSCEE 26, Bi=MEDE<ERE Y HIDFCGLECIF), 1, BZ0=E%: 1
=I1

S48 IFYPeC YRS THENLEGS

908 MIDFCES 34 So=MDECas  MIDFCES, 26, BI=MRDE(E) | GLECT0=L¥

Se@ FORJ=1TOI1

OFe MIDECEE: L 6Z0=GL T IFLEFTSCES, 23 CHRETHERSS4

973 AL#=CVDOMIDECES. 44, 20 0+ERE  A24=CYD M IDECES, 26, 82 M+BRE

P00 MIDFCES, 4. Br=MEDECALE Y (MIDSCES, 26, S)=MRDECAZHY  MIDFIGLECT N, 4, 820=E¢ . J=11

938 NEXTJ

1088 NEXTI

1616 FORI=1TOKL MIDECES, L 6Z)=GLEC]

18368 MIDECES, 25, 20=lKIF 0 MIDECES, 34, So=MIDECES. 44, 30 MIDECES. 44, Br=MEDE A ; MID
FOEE 53, Z0=mic DECHY IFYF="YESPRND I>=DITHEN MIDECIEF, 26, S0=MKDECE)

1846 MIDSCGLECT ), 1. 620=E%

1850 NEXTI

1106 LSETHF$=MKISOMF)  IFY7F$="N0"THENLLYE

1448 Mri=YRLILEFTHEDTE: 200 (MY=VALCRIGHTEDTE 233 viM=pr+d

1178 IFMHZLZTHENMR=1  HY=hY+L  TFMY SR THENMY =

1136 MRE=STRECMM:  PYE=STREMY :  IFLENCRHYE) =2078=" @*+RIGHTHMYE 13

1146 IFLENCHMEIZZMNE=R IGHTSCMME, 22

1158 IFLEMCHYS)=3MYE=RIGHTE(MYE, 20

11668 LSETDSE=M SR CMMS+M a1 " +iYE2 3

1178 LSETFAS=STRINGE (o, CHR${ED)

1138 LSETLR$=MEISCE) (LOETEOF=MRIECL S PUT 1.1

1598 CHERRORGOTOI56E  IFK1ICIBATHENKL=K1+1 GLFCKL=ELe

1562 J=I+INTOCKA-12-4 FIELDZ, 53AS A$CE). 63A5 AECL), 63AS AF02D, B3R5 AHCED

1984 FORI=1TO) K=(I-tisd+d  FORL=8TOZ LSETASCL =G $K+L 2 (1 NEXT

1500 PUTE: I NEXT

15328 PRINT" UPDRTE COMPLETE.

1338 FRINTEPES: CHRE$CZL2" D0 ¥OU WISH TU PRINT A EALANCE SHEET {Y/H»T %
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1548 GOSUBSE: T INF="N"THENZSOELSECLOSE . RUN"GLERLEHT

FEEe ER=g- IFLENC INE) < OFLTHEHZBOSELSEMM=YAL CLEF TS CINS, &2 2 MO=YRL(MIDECINS, 4. 22311
VWAL CRIGHTSCINS 200

218 IFMMCLORMM > L 20RME-CLORMIG ZLORMIDECINE, 0 L 0FMIDE(INE, 6, 1000 /7" THENZBSE

2028 IFMYCAORMY >SS THENZESE

2827 ME=ELONAMGOTOZEAS, S02T, 2628, 2020, 2028, 2626, 2820, 2628, 2026, 28248, 2026, 2628

20826 MH=3G:GOTO20:8

ZREF MA=ZE: TFMY 4= INT O 4 THERMY =M +1

2828 IFMM{=PxTHENRETURM

2858 ER=1:RETURN

2560 LPRINTSTRINGELZ: 1280 (LPRINT "4 PRINTING STORPED

2ol PRINT e PRINTING STOPPED 4" :GOSUB4G:RETURN

IEe0 [FPEEK(14342 ) {128THENRETURN

3810 PRINTIEZZE, CHR$CZL "+ PRINTER HUT RERDY #+

IB28 PRINT"> PRESS “ENTER” WHENW RERDY. OR ‘& Td RBORT™: :FL=1

IR GUEUBGE: IF IN$="E" THENRETURNEL SEZH66

4880 PC=B:FY=4

418 IFSNECOATHENPC=180+BCH /SH#

4928 IFSY#$OATRENFY=100+814-578

4 LPRINT® " LPRINT® s TOTRL *; CK$: TABRCIZUSIHGTS: FHRDECECH); (LPRINTY “i :LPRI
HTUSTNGUS; ABSCPCY: CLPRINT® " USIHGTH: FHED#CBLA ) (LPRINT® i LPRINTUSINGU$
FABSCPYR LPRINT "L=l+1

4842 IFL>EATHENGISUBSREE

4843 IFCCRIPE"THEN 4210

died PL=G:FY=3

4878 TFSNIPETHENFC=100+XU8#/SN#

4008 IFEYSCATHENPY =108%RYH/ S

436 IFL METRENGOSURLRGE

4488 LPRINTY * LPRINTTARCZLD"GROSS FROFIT™; TRBLIZOUSINGTH: FNRDHCNU# Y (LFRINTY
(LERINTUSINGUS: ABSCPCY: (LPRINTY i USINGTE; FNRDHOGHY; (LPRINT" “; (LPRINTUS
IRGUS; RESCPYY (LFRINT® ¢

4116 L=L+2

4200 KUF="R"

4218 RETURN

oB@E N=H+1 L=18: IFF=1THENLPRINTCHR$(12)

S@83 F=1 LFRINTSTRINGH(gE, "-") LPRINT" #

SE18 LPRINTSTRINGSCFE, 320 "PAGE™N LPRINTTAB262L2%  LPRINTTHECZ8) " THCOME STATEMEN
T STRINGEC2E, 22 "DATE . "DT#

528 LPRINTTABCZE)"PERIOD EMDING: "DPE:LPRINT" *®

5828 LPRINT"ACCT DESCRIFTION": TABLIE) "CURRENT k4 YEAR-TO-DATE =

S948 LFRINTSTRINGHCEG, *=") '

D859 RETURN

2268 RESUME
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1@ CLS:CLOSE: GOSUBZE : CLEARZEAG : DEFINTI-N: DIMGLEC181), TNE, W, W WLE :BLE=STRING$(E3

Rt b

15 B=(8HZVEL) (K=1 FORI=1T0181: GL#<1>=Bl$  FOKER. K:NEXT : I=FRE(EL$) : POKEB, K :G0T012@
30 PRINT@B2, "#ok BRLANCE SHEET #e" :RETURN

48 FORKX=1T010@8 NEXT : RETURN

28 Fl=1:G0SUBLE8: IF INF="Y"ORIN$="N"THENRETLRN

32 FRINTCHR$:(8); :GOTOSE

jea
185
116

115

117
128
iz2z
125

1x8
135
146
158
155
1ed
1ra
175
188

135
194
193
209
285
218
212
215

217
218
226

224
226
228

IN$=""  WF=INKEYS :hi=14  WD=0: WE=UD: WLZ=WD : IFFL=MDTHENFL=1

PRINTSTRING${RBS(FL Y, 138); STRINGHCABSCFL D, 24);

PRINTCHRE W (FORWE=1TOZS : NF=INKEY$ : IFW< " "THENLASEL SENEXT ( PRINTCHR$ (153 F
ORKE=1TU25: WE=TNKEY$ : IFU$L" " THENLISELSENERT : GATOLA8

FRINTCHR$ (b @ IFRBS(FL ) =hL X THERLZSEL SETFFLOOANDNS =" "ANDI$ =" 7" THENL PEELSE]
FELCORNDUS" A" ANDWEL" | " THENLTR

IFki$=", "THENPRINTHE: WL X=WLA+1 GOTOLYS

IFW$=". "RNDKD=BTHENWD=1 . GOTGL7 e

IFWE="—"0RM$="+" YANDWS=BANDWL X=BTHENWS=1 : GOTOL7@

IFW$ CHRS (S THENA SHEL SETF L Z=8THENI1GEL SEPRINTCHR$ (24 | IFFLIATHENIZSELSEIF
PEEK(1e4423=44THEN148

IFPEEK (16448 =4ETHENWD =G GOTOI5EL SEIFPEEK (18418 ) =4 20RPEEK (16412 =4 STHENNS=R

INg=LEFT${INE, LENCINGI-1)

WLr=hLZ~1 POKET&412, 126 GOTOLLG

IFW$=CHREC 24 THENFRINTSTRINGS ClLy, ChHRE(24 30 GOTHL64

TR OCHRF CAZ D THENLIAEL SEPRINTSTRINGS (RES CFL I -HLE, 220

PRINTCHR$ <150 @ 4ln=25 NEXT : RETURN

FRINTHE: : INE=TNEHIE  WLE=HLH+1

IFRBSCFL =1 THENIGBELSEL4R

ONERRORGUTOD90E  OPEN"R", 2, "GLMASTER ;1 . PRINT®458, "FERDING ACCOUNTS. .. ":Ki=18
a

FIELDZ, €ZAS AFUBD, 6375 AFCL). B3RS R#CZ). 63AS A$CES

FIELDZ, ZRS B$C0). CLASYS, ZAS BEFOL:, 6iRASYSE, ZA5 BF<Z), 61ASYS. 2AS B2

FORI=1T023:GET2, I:J={]~1o+d+]

FORK=BTOZ : B=CWICB$OK ) | IFB=8THENKL=J+K~1 K=3: I=23: GOT0Z18

RIDECGLECTH Y, 4, 63 =A%K PRINTESZE, "ACCOUNT : "B;

NEXTK, I:GPER"R*, L. "CTRL" :GETL. 4

FIELDL, 4AS [8%, IBAS C2%, 127A% MPE ZAS NPE 2AS MRS DTE=STRECYSCDES))

DT#=RIGHT${"BOERE +RIGHTSDTE, LENCDTE -4 5, €Y DT$=LEFTSCLTE 20+ "+MID$ (0TS, 2
s 23 eRIGHT DTS, 24

DEF FHRD#CARI=1D-2+INT (AL L2+50-1 0

TH="#4, $i4, #44 #4-"

N=@:L =66 HE="RESETS"  GF="R" : Bi#=0 B2#=0 BIf=0:S¢="" C#=¢ POKE16424, 67 :POKELS
425, 1 E¥=BL$ F=0

CLS: PRINTTRECIEICE2S  GOSUBZA  PRINTTABK IR "DATE: "0T$

PRINTB236, CHR$ 315 TABCI " SHINGLE PRGE BALRNCE SHEET
"THBCS"CTHIO PAGE ASSETS & LIARILITIES
"TRE(SIFL@> TO EXIT

"TRECS) "> ENTER SELECTION: "
FL=1:GORUBLAA IFINF=""THENZZCEL SECONL+ INS TR VETEY, TNFIGOATORDE, 228, T29, 52
PRINTCHRE{S:; (GOTOZ24
FL=1:607T0238¢ SINGLE PHGE
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o

a9 FL=8" THO FAGE

238 GUSUBRZERE : TF IN$="E"THENZZBEL SEGDSURZAEE : GOSUESALE

248 FORI=4TOK1 MIDECES. 1. 620=GLE(ID

258 IFMIDH(ES 25 10<>GFTHENZZR

268 IFL-EBTHENGOSUESAL1E

263 IFS=""THENGOSUES a8

278 PH=CVDMIDS(ES. 26, 802

273 IFIHKEY$="@"THENGOSUEZS6E  GOTO220

200 LPRINTCYICLEFTHES 235" "iPIDSCES 50 2685 TABCSEMISIHGTE; B

238 IFGE="A"THENEI#=R1#+B4

8@ [FGE="L"THENEZ#=E2#+E#

318 L=t 41 C#=CH+B#

IZ8 NEXY I

338 IFL>sBTHENGOSURSAL1E

268 LPRINT" “ LPRINTTOTAL "+H#: TAEB(SEOUSINGTE: FHRDH(CHD

363 LPRINTY *:LPRINT" *®

78 [FGE="LUTHENFEBELSEIFGH="C"THEN/1Q

158 GOSUBTOGG HE="LIABILITIES" :G$="L" S¢="" C#=050TCZ46

500 IFRESCRBS(Bi#I-ABS(EIH) »{ GBSTHENDES

SE1 PRINT"#+ OUT OF BALAHCE #+" LPRINT" “ LPRINT"4#+ (UT OF DALANCE #%

985 LFRINTCHRS${LE)

518 PRINTEGDE, CHRECSLI"EALANCE SHEET COMPLETE. “:GOSUB4S: GOT(Z2E

a8 CLOSE : RUN"GL"

708 GF="C" HE="CRPITAL" .C#=0:GOTG248

718 IFL>48THENGOSUBSELG

730 Bi#=CH#+B2#

VIE LPRINT" ¢

748 LPRINTTOTAL LIABILITIES & CAPITAL": TAB{(SOAMUSINGTYS: FHRDS(BEZ#:

753 GOTO Sae

20808 PRINTESTS. CHRE(ZL) (PRINT" PRINTING BALANCE SHEET. .

2618 PRINT®  (HOLD DOWN ‘@7 KEY TG STOP PRINTING

2828 PRINTES G, 5 (RETURN

2088 LPRINTSTRINGH(Z, 1385 (LPRINT "+ FRINTING STOFPED ="

2518 PRINTCHR$(ZLx"#% PRINTING STOPPED 4" GUSUB4E: RETURN

e JFPEEK(14312 -1 Z8THENRETURN

3818 PRINTEIFS, CHRF(ZL) "k PRINTER HOT READY ##"

3848 PRINT", PRESS “ENTER” WHEN READY. OR “@ TO RBORT®; (FL=1

038 GUSUB198: IF IN$="6"THENRETURNELSEZBEA

4968 IFL>cOTHENGOSUBSHEE

4819 |=L+3. 54=0G% LPRINTTABC 2B STRINGECLENCHE), "+ 1 LPRINTTAE(Z00HS | LFRINTTRE{ 26D
STRINGECLENCHSY, "+" ) (RETURN

S8R REM "TOFY

o085 IFFL=1THENRETURN

o818 N=N+1:L=18: IFF=1THENLPRINTCHR$ {123

5815 F=1:LPRINTSTRIHGEC3E, "~")  LFRINT" ¥

2828 |PRINTSTRING$(7@, 223 "PAGE"N: LPRINTTRECZB)C2$

5825 LPRINTTAB(20)"BALANCE SHEET" :LPRINTTRE(ZG)"DATE: "DT$

2828 LPRINT" “:LPRINT*ACCT DESCRIPTION": TRB{D4 ) "AMOUNT™ : LPRINTSTRING$(3@, "=*)
848 RETURN

5900 RESUME




