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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 Il 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 ...
. User-defined chart of accounts (up to 100 accounts)
. User defined 4 digit account numbers.
. Automatic ‘“Out-of-Balance’’ detection, Entry totaling,
Document balancing, Audit Trials.
. Optional Income & Expense Categories.
. 16 digit accuracy, with printing totals up to $99,999,999.99
with internal accuracy to $99 Trillion.

. Up to 240 Entries per session, and 1830 entries per month.
. Controlled inputs for error prevention, and rapid entries.
. 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
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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
you thumb through this manual, you’ll note it was written for someone who may
know nothing about Computers, or Accounting. Once the system is 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 balance 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 vital 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 Ledger.

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

If 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 books in balance, and your accounts defined in the stated format.
It would be more helpful if you use 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 each
company to provide personalized reports.

See Page
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What Does the General Ledger Do
w
FEATURES:

1. User defined Chart of Accounts (up to 109 accounts)

2. User defined 4 Digit Account Numbers

3. Automatic “Out-of-Balance’ Detection

4. Automatic Entry Totaling

5. Automatic Document Balancing

6. Optional Income and Expense Categories

7. 16 Digit Accuracy

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

10. Up to 1830 Entries per Month

11. Automatic Well-Defined Audit Trails

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

15. Easy Error Correction and Recovery

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

a. Trial Balance

b. Posting Summaries

c. Monthly Transaction Reports

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

f. Chart of Accounts




How to Use the GL Program Each Day:

Once the Accounts are set up, the daily operation will probably include: Entering
Sales Information; Cost-of-Goods Sold figures; Checks; Purchases, Payroll,
etc.; Printing a Posting Summary. 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 Ledger 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 100 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 2001
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:

1000-1999 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)

I *
3000-3999 SALES AND INCOME
4000-4999 COST OF SALES
5000-9999 EXPENSES

This structure adheres to generally accepted accounting principles. If you wish to
depart from this outline for any reason, please check to determine if any of the
Account Numbers violate the 5 specific rules listed above.




Creating the A ctual 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. If 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 ’Ehese steps in exact order:

1. Turn on 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 S E, press ENTER]
HOW MANY FILES? press [ENTER].
MEMORY SIZE? press [ENTER].
READY RUNADGLOODNDTE , press [ENTER]

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

The screen will show:

7

\

%k INITIAL SETUP OF COMPANY DATA =

> SETUP NEW GENERAL LEDGER DISKS <Y/N)? _

See Page
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Creating the A ctual General Ledger (Continued)

Press the key.

The screen will clear, and then show:

\ %k INITIAL SETUP OF COMPANY DATA #= /
|
> SETUP NEW GENERAL LEDGER DISKS (Y/? ¥
LORD BLANK, FORMATTED DISK INTO DRIVE 1.

> DEPRESS 'ENTER’ WHEN RERDY (TYPE ‘@’ 10 EXIT)? _

3) VEAR START DATE

4) YEAR-TO-DATEP 2 L ACCT & . @
53 RETAINED EARMINGS ACCT % ... @
(PRESS "ENTER’ FOR NO CHANGE)

> ENTER COMPANY NAME:

Type in the following data exactly as shown:

COMPANY NAME: X¥M@ (Jco M [P AN M, and press ENTER] .
CURRENT DATE: @0 [0 @A [DE@, and press [ENTER] .
YEAR START DATE: @@ @A @@ @, and press[ENTER] .

YEAR-TO-DATE P & L: (2@ @9 (8], and press[ENTER] .

RETAINED EARNINGS: @ [@[@ [, 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:
(S)ET TODAY’S DATE

(C)ATEGORY MAINTENANCE

(A)CCOUNT MAINTENANCE

(P)OST TRANSACTIONS

(T)RANSACTION REPORTS

(I)NCOME STATEMENT

(B)ALANCE SHEET

(E)XIT GENERAL LEDGER
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Lets you reset the date for each new work session.

Allows you to define Income and Expense
Categories.

Lets you work on Accounts and print Trial
Balance.

This is the function that you will use the most.
You enter and post your transactions with this
option.

Provides a recap of Month-to-Date Transactions.
This is the company’s “Profit & Loss” Statement.

This is the End-of-the-Month Balance Sheet. You

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

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.

R~ 4

#+ CATEGORY MAINTENANCE & INQUIRY *»
\

CATEGORY 1: GROSS SALES

CATEGORY 2: COST OF GOODS SGLD

CATEGORY 3: sk UNDEFINED %

CRTEGORY 4: & UNDEFINED s

CATEGORY 5: %k UNDEFINED wk

CATEGORY 6:  *» UNDEFINED %%

(PRESS ‘ENTER‘ FOR NO CHANGE, OR ‘#‘ T0 EXID)
> ENTER CATEGORY NO. 3: .

/

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 business
(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 A ccounts 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,
you will not get a ““Gross Profit”’ listing in the Income Statement.) A service
company must have at least one Expense account number assigned 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.

A S
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Dividing the Income & Expense Accounts into Categories (Continued)

m—
See Page
You cannot do this:
A/CNo. Description Category
4001 Sales Commissions 3
4002 Advertising 3
4003 Admin. Salaries 4
4004 Clerical Salaries 4
4005 Factory Labor 5
4006 Promotion J&———————— <
4007 Factory Supplies 5
4008 Rent Expense 6
Why is this wrong? Look at Account Number 4(006. Category Number 3 is
between a pair of Category 5 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’t 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 category numbers go up too.
Examples of How to Set Up Categories
To see an example of the way your categories should be planned, look at the Trial
Balance print out in the back of the manual. (Appendix 5) 45
For our XYZ Company, we will call 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 [Y] , 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 35
categories for your company. Separate worksheets are included for each of the
five types of accounts. At the top of each worksheet is the recommended account
number range.

11



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 , for (A)CCOUNT MAINTENANCE.
The screen will show the Account Maintenance Menu:

(A)DD ACCOUNTS

(I)NQUIRE/EDIT

(L)IST ACCOUNTS

(P)RINT 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 you 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 setting
up your company’s books.




Adding New A ccounts to the Chart of Accounts

g £

(R)ETURN 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 accounts. We will press [A] to (A)DD ACCOUNTS.
The screen will look like this:

TYPE (RAL/CZIZE)

CATEGORY (1-6) ..

> ENTER ACCOUNT NUMBER: __
ENTER ‘@‘ FOR ACCOUNT NUMBER TO EXIT

2

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 to each question that appears below the dash line on the
screen:

Examples of How to Add a New Account

ENTER ACCOUNT NUMBER: ——— You type: (2] (9] [9] [9] , and press [ENTER].
This is pretty straightforward, since you are just entering the new account
number.

ENTER DESCRIPTION: ———Type: RIEI M A (INE DO ERA RN N 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 [C]
The five types of accounts are Assets, Liabilities, Capital, Income, and Expenses.
Retained Earnings would be considered a Capital account, so you press .

See Page
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How to Add a New Account (Continued)

ENTER CATEGORY (1-6): — 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[] 7@ 2 @ B [@, 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”
question 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 19001, 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.

14
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Making Changes, or Checking A ccounts
m

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 accounts. Press the [1] key.

(FHIND Lets you find a specific account. To use it,
Type , and then enter the account number
you are seeking.

(A)DD This puts you back in the (A)DD ACCOUNTS
mode temporarily, so 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)EXT 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’t have to use
(F)IND. 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 to 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 deleting. 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 A ccounts

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] (@) [@] [@ =1[9] [9] [9][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
B , since we’re finished with the ACCOUNT MAINTENANCE section.

See Page
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How to Enter Your Business Transactions
“

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 do 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 [S]
to (S)ET TODAY’S DATE. Enter the date of this first session which is ¢1/10/79.

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. LEDGER TRANSACTION POSTING |
SESSION: 1

PMOUNTCOR "27)

> ENTER NAME OF DOCUMENT (‘@° T0 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 1”’. 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 screen 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 1001 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 $15,498.08 worth of products as of January 10 to
customers on 3 day open account. That means we also have $15,498.08 worth
of “Accounts Receivable”. That has to be balanced against our ‘30 Day Charge
Sales’ Account.

For ENTER AMOUNT, we will type (1) (5] 4] [0 (8] (1] , and press [ENTER] .
That number will appear under the Issue date to let you know that you must have
balancing entries which total this amount. What does that mean? It means that
the positive numbers 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 principle 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 (1] ,
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 [1] (5] @ [9] (8 [1[@ [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 0.0Q. 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 [3] (@] [@] 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 2 B @)@ @ [J[@ 8], and press . The TRS-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.

See Page
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Testing Before You Post

m
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. If 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 [Y]. (If you made an error, type N. You can now redo DOCUMENT 1001.)
After you press Y], 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 Menu. It’s time for 8
another posting session. Press [S] to set the date to 01/20/79. (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 10@2 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 DOCUMENT 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 $4,000.00 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
entries 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 #10Q1. 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
#3001, “CASH SALES”.

19




Examples of Balanced Transactions (Continued)

Here is how your entries should appear:

ACCT DESCRIPTION AMOUNT Y/N
@M@@O cASHONHAND GBE@ 0o
@M@@E CASH INBANK @@ @@ie e

B@@MO CASHSALES HabezZle e

(Don’t foarget to press [ENTER] 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 account number. The computer
is waiting for you to enter an amount to that account number. Don’t enter any
amount. Just press . That will take you back to the start of the line. You
can then type in the correct account number.

The screen will tell you that DOCUMENT 1002 of SESSION 2 is in balance, and
complete. You can press . We will end SESSION 2 by typing an (@
symbol, and i

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, 1979. 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
01/31/79, and press . This is another transaction posting session, so press
(Pl.

The name of DOCUMENT 1003 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 XYZ Company from sales made with credit cards. You
received the credit card company’s check, and you deposited it in the bank. 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)

The screen will look like this when you finish:

- =

XYZ COMPANY
GENERAL LEDGER TRANSACTION POSTING \
DATE: 81/21/79 SESSION: 3
4002 —— JAN X1 SALES REPORT
POSTING DRTE .. @1/24/79 1,345 54
ISSUE DATE ..., 81/31 4,345 54~
. 54

sEescoocconoao e

ACCT  DESCRIP BMOUNTCOR ‘29> YN
1002 CASH IN BANK 1,345 54 ¥
2002 CREDIT CARD SALES 1,345 54- ¥

#% DOCUMENT BALANCED —- PRESS ‘ENTER’ TO CONTINUE #k _

s

You can finish SESSION 3 in the same manner as before. Take a quick break
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
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 [ENTER] after the amount.) Type a [¥] if
the line is correct. Type (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.

See Page
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Entering Your Cost-of-Goods Sold Transactions
See Page

SESSION 4

It’s still January 31, 1979, so you don’t have to change the date. Simply press [P].
DOCUMENT 10@4 will be named “COST 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

, 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
3101 COST OF SALES/CASH 2106.18 Y
3102 COST OF SALES/CHG 8102.06 Y
3103 COST OF SALES/ CR CD 645.16 Y

These three amounts represent the cost-of-goods sold, for the sales that XYZ
Company made. If you look at the screen, just under the Session number, 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
1005 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 19
a Session of checks, with a few more tricks to add to your list.
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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 you 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
you. 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. Our 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 101
in front of the name gives us a record of the check number. 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 (@ (1] [/] (@ (8], 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 @] (1] [@ (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](@ (@ (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 (2], 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 100Q2. It knows you have entered a positive amount already, so
you must be ready to balance the transaction. Now all you do is press [Y] . 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
balance your document. Even if your balancing AMOUNT is known, you can
save time by using the [?] to balance the document.

In DOCUMENT 1006, we will record that XYZ COMPANY wrote check 102 to
MARY SMITH. The check was a commission check for $345.23. So the
document name will be “102 MARY SMITH”. The check issue date was January
8,1979.

This is what your entries will look like:

DOCUMENT NAME 1@ 2Z0M @A R MOBSM DE H(Don’t forget to
press [ENTER])

POSTING DATE Press [ENTER)

ISSUE DATE @[ [ [@ 8], and press [ENTER]

AMOUNT Type a [?], and press

ENTRIES CORRECT Press [Y]

ACCT 4 (2], and press [ENTER]

AMOUNT Bl@ B [ 23], and press [ENTER]

Y/N Press[Y]

ACCT M@ [@ (2], and press

AMOUNT , bress [ENTER]

Y/N Press

Document 1006 is now balanced, so press [ENTER] to go on to Document 1007.
At this point you should be getting the idea of posting. The rest of SESSION 5
you can enter by yourself, 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 this
session will be found in Appendix 12. Enter all the documents, and try to use the
questions 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 to
you, and the way you want to 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

See Page

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 60
is a primary part of your accounting records, and should be carefully and
systematically filed. When the report is finished, you should press [D] 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 [D] . If you are

following our XYZ COMPANY example, your printout should match Appendices 60, 64
13 and 14.

When you are ready to go on, press [R] to return to the Master Menu. Before you 8
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 8

section. When the Account Maintenance Menu appears, simply press [P] in order
to print your Trial Balance. The XYZ COMPANY end-of-month Trial Balance is
in Appendix 15. Once the Trial Balance has printed, press [R] to return to the 67
Master Menu. 8
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How to Produce an Income Statement

Press [1J (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 all there is to it. Your printout should match Appendix 16. At the end of
the printout the computer will automatically bring us to the next section which
is:

Closing a Month

Since this is the end of the month, you will answer [Y][E][S] to the question END
OF MONTH (YES/NQ). If you had typed N] [Q] , you will be returned to the
Master Menu, and the month will not be closed.

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

Closing a Year
Answer both of the above questions Y] [E](S] .

See Page
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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 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 closing or if you posted an invalid document.

When you request a Balance Sheet, the program will ask you 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 important 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 your printouts to the examples. They should be identical.

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

The last section tells you how to convert the previous General Ledger 1.0, 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 Radio 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

28
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Starting All Over
See Page

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 aDOS READY on the screen.

2. Type K [JLIL(JQ @R L, and press[ENTER] .
3. Type KL LG MU [O U R, and press[ENTER] .
4. Type K MU OUODE @A MO, and press[ENTER] .

5. Type K IOCOG ML M [A(S @ [E R, and press ENTER.
(If the screen shows; FILE NOT IN DIRECTORY, 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 first place. These files are created as you enter
data.)

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

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
Ledger. 6

74

* NOTE TO ACCOUNTANTS *
75
For each company you 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.
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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 you 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 information (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 too 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. 1If 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 error. OK, pick an account, any account. Type in the account number,
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 error. Presto, the document is balanced,
and you can go on to the next document. What about the crazy 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 190 SALES REPORT

1003  ACCOUNTS RECEIVABLE 15498.80

3002 30 DAY CHG SALES —15498.80
**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 1020. Let’s say it’s Session 12. Here is what you

type:

DOCUMENT 1941 -RIEI ME BSIEOD Q@ C OO

[ @ @ B ACCOUNTS RECEIVABLE BENE @B EMO

B [@ @ 230 DAY CHG SALES @B E@EEO
**DOCUMENT BALANCED**

We have now canceled out Document 1020. Now we can call Document 1042
CORRECTED DOC. 1020, 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
m

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 000.00. For menu options, type the requested letter.

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

** ACCOUNT # MUST BE BETWEEN 2001 AND 2999 **
You attempted to assign RETAINED EARNINGS or YEAR-TO-DATE P & L
to an account number below 2001 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 0009 MUST BE (A)DDED **
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.

2?2 EDIT WHAT ??

?? 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 (P)REVIOUS accounts. 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 you out of balance.
You may delete the account after the month has been closed, and you have
printed an Income Statement.
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Appendix 2 — Error Messages, and What They Mean (Continued)

** RETAINED EARNINGS AND Y-T-D P&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 (] or [E] as the account TYPE of an account with a
number below 300@. All Income and Expense accounts must be numbered
3000 to 9999.

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

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

** INVALID **
If you try to add entries that exceed the amount you originally specified as
your total 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 00
> ARE YOU SURE YOU WANT A YEAR END CLOSING (YES/NO)?
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 problem entry.
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Appendix 3 — Upgrading GL 1.0 to GL 1.1

10.

11.

12.

13.

14.

Insert the General Ledger 1.1 Master diskette in Drive #(, and close the door.
Insert the 1.0 General Ledger Diskette in Drive #1, and close the door.

Press the Reset button on the left rear apron of the TRS-80 keyboard.

When DOS READY appears, type [C1[0][PI¥](J(€] @ R L] C1AOT @OC @ /R CCGE,

and press [ENTER] -

Type Q0P MOGOUOUR HOOMNOOCOE QU R L@
and press [ENTER] .

Remove the GL 1.0 diskette from Drive #1, and insert your 1.Q) Data diskette.
Type B][A S]], and press[ENTER].

Press twice when asked HOW MANY FILES? and MEMORY SIZE?

Type RIUMN (7] (7, and press [ENTER].
When the Master Menu appears, press [A] for (A)CCOUNT MAINTENANCE.

Under ACCOUNT MAINTENANCE, press (1] for the (I)NQUIRE/EDIT
function.

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

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

You are now using the GENERAL LEDGER 1.1 Program.
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Appendix 4 ASSETS WORKSHEET ACCOUNT RANGE: 1000-1999

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

DESCRIPTION

ASSETS WORKSHEET

ACCOUNT RANGE: 1000-1999

PREVIOUS MONTH YEAR-TO-DATE
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Appendix 4 LIABILITIES WORKSHEET ACCOUNT RANGE: 2009-2499

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

LIABILITIES WORKSHEET

DESCRIPTION

ACCOUNT RANGE: 2000-2499

PREVIOUS MONTH YEAR-TO-DATE
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Appendix 4 CAPITAL WORKSHEET

ACCT.

DESCRIPTION

ACCOUNT RANGE: 2509-2999

PREVIOUS MONTH

YEAR-TO-DATE

YEAR-TO-DATEP &L

RETAINED EARNINGS
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CAPITAL WORKSHEET ACCOUNT RANGE: 2500-2999

ACCT. DESCRIPTION PREVIOUS MONTH YEAR-TO-DATE

YEAR-TO-DATEP& L

RETAINED EARNINGS
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Appendix 4

ACCT.

INCOME WORKSHEET

DESCRIPTION

-

CATE-
GORY

ACCOUNT RANGE: 3000 & up

PREVIOUS MONTH

YEAR-TO-DATE

1

1
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Appendix 4 INCOME WORKSHEET ACCOUNT RANGE: 3000 & up

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

1

1
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Appendix 4

ACCT.

EXPENSE WORKSHEET

DESCRIPTION

CATE-

GORY
2-6

ACCOUNT RANGE: 3000 & up

PREVIOUS MONTH YEAR-TO-DATE
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Appendix 4 EXPENSE WORKSHEET ACCOUNT RANGE: 3009 & up

CATE-
GORY

ACCT. DESCRIPTION - 2-6 PREVIOUS MONTH YEAR-TO-DATE




: PAGE 1
Ap p endix 5 XYZ COMPANY
GENERAL LEDGER TRIAL BALANCE
DATE: e1/@1/79
ACCT RCCT CAT. -———————————e TRANSACTION ACTIVITY-—-——me——mm
NO.  DESCRIPTION TYFE CODE  PREVIOUS MOQ. CURRENT MO. YERR TO DATE
1661 CASH ON HAND A - a. ea a. 6@ 6E7. @9
1862 CARSH IN BANK A - a. ea a. ea 5. 248. 88
1802 ACCOUNTS RECEIVABLE A - @ aa @. ea 15, 49¢. @8
1064 BAD DEBT ALLOWANCE A - @ aa a. ea J0a. ea-
1685 MDSE INVENTORY A - a. ea a. ag 22,146, 60
1886  FIXED ASSETS A - a. g a. oa 11, aaa. aa
1687 DEPR ALLOWANCE A - a. eg 8. ea 2, 256. aa-
2881 ACCOUNTS PARYABLE L - A aa a. ea 17. 257, 89~
2882 THKES WITHHELD L - a. aa 8. oa 1. aaa. aa-
28032 NOTES PAYABLE L - G aa a. ea 6. B56. ga-
2684 ACCRUED PAYROLL L - 6. aa a. g 1.8859 23-
2885 ACCRUED TAXES L - 8. &g a. ea e, 43~
2581  COMMON STOCK C - a. 6a a. aa 3. b@a. aa-
2382 PREFERED STOCK C - a. ea a. ea 3., bga. aa-
2382  TREASURY STOCK C - a. g a. g 2. 068, aa
2999 RETAINED ERRNINGS C - a. e@ Q. ea 17, 326. 20-
@@l CASH SALES I 1 a. aa a. g a. aa
38ez2 3@ DAY CHG SHLES I 1 a. ea a. ea a. ea
- X@az CREDIT CARD SALES I 1 a. g a. ea a. g
3181 COST OF SALES/CASH E 2 a. ea a. @ a. a6a
31682 COST OF SALES/CHG E 2 a. aa a. ea a. a@
316z COST OF SALES/CR CD  E 2 a. @ a. va a. eg
4101 ADVERTISING E x a. aa 6. ea a. 8g
4182  COMMISSIONS E 3 a. oa a. oa a. oa
4182 PROMOTION E z a. ea a. aa a. ea
41684 PFUBLICITY E 2 a. @ 8. aa a. aa
5181  SALESMEN’S SALARIES E 2 a. oa a. ag a. g
5182 CLERICAL SALARIES E 4 a. aa a. aa a. aa
5162 ADPMIN SALARIES E 4 8. 6a a. ea a. oa
5164 MANAGEMENT SALARIES E 4 a. g a. ea a. a8
6161 COMPUTER FEES E 4 a. ea a. ea a. ea
€182 DUES & SUBSCRIPTIONS E 4 a. aa 8. a@ a. 6a
€18% AUTO EXPENSES E 4 a. ea a. va a. ea
¢184 RENT EXPENSE E 4 a. og a. ea a. aa
&185 UTILITIES E 4 a. oa a. aa a. aa
6186 THRES E 4 a. aa a. oa 8. Ga
€187 DEFRECIATION E 4 a. ea a. aa a. aa
5188 ACCOUNTING E 4 a. aa a. ea a. aa
€189 LEGAL FEES E 4 a. aa 6. ea a. oa
6118 INTEREST E 4 a. ea a. ea - @ 6a
111  SUPFLIES E 4 a. ea a. @ a. ea
6112 TRAVEL E 4 a. @a a. aa a. ea
BALANCE = a. ea a. ea g. 6a
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BYE COMPANY
GEWERAL LEDGER ACCOUNT LIST
DATE: 81-81°73

Appendix 6

COMMISSI0ONS

=

PROMOTION

ACCT ACCT CAT.  ——————m—m—m- TRANSACTION ACTIYITY--—m—mmm-m-
NO.  DESCRIFTION TYPE CODE  PREVIOUS MO, CURRENT MO.  YEAR TO DATE
1681 CASH ON HAND Ao & o @ e BET. B3
1682 CASH IN BANK - @, e @, 5, 243, 08
1883 ACCOUNTS RECEIYAELE B e B, o 15, 432, 68
1684  BAD DEBT ALLOWANCE - @ Ea B B S, G-
1G85 MDSE INVENTORY - 6. B B, B 22, 146, 68
1@0e  FIMED ASSETS - & e g, @ 11, BEE, 66
1H87  DEPR ALLOMANCE - &, e o, @ T, 250, B-
2@El  ACCOUNTS PAYAELE - o, o @, @ 17, 257, ga-
2662 TAXES MITHHELD - @ o 8 66 1. BEE, B6-
263 NOTES PAYRELE ~ &, o @ e & 856, Bo-
2684 ACCRUED PRYROLL - a. o6 @, e 1. 883, 23-
2605 ACCRUED TAXES - @, e & e TEE. 43-
2581 COMMON STOCE - B Bg B, EE . G8E, 6e-
2582 PREFERED STOCK - el |, o ., BEE, GE-
2563 TREASURY STOCK - |, e & e 2. Bae. aa
2398  YEAR-TO-DATE F & L - @, @ @ @ &, G
z RETAINED EARNINGS @, e @ e 17, 926, 38-
3 CASH SALES @ 66 a. e @, e
3 3@ DAY CHG SALES G B @, G @ e
3 CREDIT CARD SALES B, @ @, Be @, 6e
2 COST OF SALES/CASH . & 6e B, 86
= COST OF SALESACHG a. e @, Be
z COST OF SALESACR CD B, e @. o
4: ADVERTISING |, e |, e
@, @, @
@ o

mmMmMMmMmMMMmMMMMMM MMM MMM T et b b T3 U DD DI DI
ommm @RS

Lo ORI o B now T v B Ao TR o B o T S T o T o T o T Y e T s B B o B ow O ot TR B ow T o O oy O oy T s T wow B o T oy O ot I
Fc B o S s T o0 T o T o T o S o T oy B ow T S SO e T o B v S T o SR o O v R S T B oy T TR oy oy B oy B v R I Y

1

1

1

2 a

2 @

2 G

K & &

3 5} &

z 5] &
PUBLICITY K g a. Ga G ea
SHLESMEN-S SALARIES z & g. an &, aa
CLERICAL SALARIES 4 & B, a6 g, a4
ADMIN SALARIES 4 8. Ga 6. ae O, ag
MANAGEMENT SALARIES 4 B, &g @, 8 @, 8@
COMPUTER FEES 4 a. ae & Ga & 86
DUES & SUBSCREIPTIONS 4 | ae G ad G, aa
AUTO EXPENSES 4 d. ad 6. ae @, e
RENT EXPENSE 4 @ aa G ae G. Be
UTILITIES 4 g, ae G 8a el
THRES 4 a. au 8. ea &, ae
DEPRECIATION 4 a. 6 a. 8a 6. ag
ACCOUNTING 4 g aa G, ag a. aa
LEGAL FEE= 4 G ea @, 8a @ ae
INTEREST 4 a. 8a 8. Be a. 8g
SUPFLIES 4 8. 66 @ 88 @ 6e
TEAYEL 4 8. &g @. ag @ ag
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Appendix 7

DOCUMENT SEQUENCE

ACCT
NO. DESCRIPTION

SESSION 1 PAGE 1

KYZ COMPANY
GENERAL LEDGER FOSTING SUMMARY
DATE: @1/18/73

ACCT  ENTRY POSTING ISSUE
TYPE  TYPE DATE DATE AMOLINT

#4 DOCUMENT: 1e61 -—-

JAN 18 SALES REPORT

1802 ACCOUNTS RECEIVABLE A M 81/18/73 @1/18 15, 498, B8
36802 @ DAY CHG SALES I M a1/1e/78 @1/16 15, 49¢€. 8-
TOTAL g 88

SESSION TOTAL a. oa
Aeshtordotokstolssokdtokkokok ok ok ok
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XYZ COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: @1/18/79

ACCAUNT SUMMARY

SESSION 1

PAGE 2

ACCT NO. DESCRIPTION AMOUINT
18682 ACCOUNTS RECEIVRBLE 15. 498 @8
3082 2@ DAY CHG SALES 15, 498. 88-

TOTAL a. g

AR WA N



. SESSION 2 PAGE 1
Appendix 8 X¥Z COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: @1/28/79
DOCUMENT SEQUENCE
ACCT ACCT  ENTRY FOSTING ISSUE
NO. DESCRIPTION TYPE TYFE  DATE DATE AMOUNT
#% DOCUMENT: 16@2 -- JAN 2@ SALES REPORT
1881 CASH ON HAND A M 81/208/79 61/28 567, @9
1082 CASH IN BANK A M @1/20/79 01/20 4, BBE, A
3001 CASH SALES I M @1/26/79 @l/2@ 4, 567, @9-
TOTAL 8. 08 dk
SESSION TOTAL @, 6@
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ACCOUNT SUMMARY

ACCT NO. DESCRIPTION

XYZ COMPANY
GENERAL LEDGER POSTING SUMMARY

DATE: @1/28/79

AMOUNT

SESSION 2

PAGE 2

1601 CASH ON HAND
1682 CASH IN BANK
3061 CASH SALES

S67. @9
4, @@, aa
4, 567. 89—

6. o6a
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Appendix 9

DOCUMENT SEGQUENCE

ACCT
NO. DESCRIPTION

SESSION 2 PAGE 1

¥YZ COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: 61/21/79

ACCT  ENTRY POSTING ISSUE
TYPE  TYPE DATE DATE AMOUNT

## DOCUMENT: 1663 --

JAN 21 SALES REPORT

1862 CASH IN BANK A M 81/21/79 81731 1,345 54
88z CREDIT CARD SALES I M B81/31/79 61/31 1. 245 54~
TOTAL 8. 8@ &
SESSION TOTAL a. ea

ekt bk bk kA
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XYZ COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: @1/31/79

ACCOUNT SUMMARY

SESSION 2

PAGE 2

ACCT NO. DESCRIPTION AMOUNT
1662 CASH IN BANK 1. 245 54
K{%12K4 CREDIT CRRD SHLES 1, 245 54—

TOTAL a. aa
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) SESSION 4  PRGE 1
Appendix 10 wYZ COMPANY

GENERAL LEDGER POSTING SUMMARY
DATE: @81-31-75

DOCUMENT SEQUENCE

RCCT ACCT  ENTRY POSTING ISSUE
NO. DESCRIPTION TYFE  TYFE DATE DATE AMOUNT

4 DOCUMENT: 1@84 -- COST OF GOODS SOLD

3161 COST OF SALES/CASH E I 5 s W= B = s s 2.18¢6. 18
31@2 COST OF SALESACHG E M 81/31/79  61/31 8,162 ac
318z COST OF SALESACR CD E M 81/21/78  B81s31 645, 16
1865 MDSE INVENTORY A M 81s31/79 6173 1@, 853 46-
TOTAL @ 68 #*

SESSION TOTAL a. a@




"YZ COMPANY
GENERAL LEDGEF POSTING SUMMARY
DATE: @1/31/79

ACCOUNT SUMMARY

51
N

ION 4

PHGE 2

ACCT NO. DESCRIPTION AMOUNT
1865 MDSE INVENTORY 1@, 853, 46—
el COST OF SALES/CASH 2, 18€. 18
62 COST OF SALES/CHG g, 162, ac
ez COST OF SALES/CR CD 645. 16

TOTAL a. oa
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i SESSION 5 PAGE 1
Appendix 11 %YZ COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: @1/31./79
DOCUMENT SEQUENCE
ACCT ACCT  ENTRY POSTING ISSUE
NO. DESCRIPTION TYPE TYPE  DATE  DATE AMOUNT
++ DOCUMENT: 1885 —- 181 FW STAR TELEGRAM
4181 ADYERTISING E M @81/31/79 @1/85 82, 45
1082 CASH IN BANK A M e1/31/79 8i/es 82, 45—
TOTAL B 08
++ DOCUMENT: 1886 —- 162 MARY SMITH
4102 COMMISSIONS E M @81/31/79 @1/88 345, 23
1682 CASH IN BANK A M e1/31/79 01/68 245, 23
TOTAL B aa
s+ DOCUMENT: 1887 -- 103 ACME SUPPLIES
4163 PROMOTION E M 0i/31/79 @1/10 45. 67
1862 CASH IN BANK A M 813173 @116 45. 67-
TOTAL B 868 ke
++ DOCUMENT: 1088 -- 184 BUSINESS WEEK
6162 DUES & SUBSCRIPTIONS E M @1/31/79 @112 6. 68
1662 CASH IN BANK A M 81/31/79 @112 6. G-
TOTAL B 6E ok
#+ DOCUMENT: 1689 —- 1@5 ROACH PUBLIC REL
4104 PUELICITY E Mo @1/31/79 813 106, G
1882 CASH IN BANK A OM  e1/31/79 @113 166, G-
TOTAL .68+
s+ DOCUMENT: 1848 —- 186 JACK SAYLES
=1@1 SALESMEN’S SALARIES E M @4/31/79 @1/14 00, 66
1802 CASH IN EANK A M 813179 @i/14 Sae, Aa-
TOTAL B a8
++ DOCUMENT: 1611 —— 167 MARTY MANAGER
5144 MANAGEMENT SALARIES E M 81/31/79 81715 987, 78
108682 CASH IN BANK A M 81,379 81715 ag7. 75—
TOTAL Q. 6a
4 DOCUMENT: 1812 —- 188 TECH COMPUTERS
6161 COMPUTER FEES E M  @61/31/79 0116 1,234 45
1882 CASH IN BANK A M 813179 8116 1, 774, 45—
TOTAL 668+
# DOCUMENT: 1843 —- 189 MOBIL OIL
618% AUTO EXPENSES E M @1/31/79 818 134, 74
1882 CASH IN BANK A M 813173 8118 134, 24—
TOTAL B8
sk DOCUMENT : 1614 —— 116 ASSOC REALTY
6104 RENT EXPENSE E M 8i/31/79 81/76 1,234 34
16@2 CASH IN BANK A M @81/31/79 @81/79 1,234 34—
TaTAL G 6a
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SESSION S PAGE 2
®YZ2 COMPANY
GENERAL LEDGER FOSTING SUMMARY
DRTE: 81/31/79
DOCUMENT SEGUENCE
ACCT ACCT  ENTRY POSTING ISSUE
NO. DESCRIFTION TYFE TYPE DATE DATE AMOUNT
4 DOCUMENT: 1615 -- 111 TEXAS ELECTRIC
61a5 UTILITIES E M e1/31/79 81724 248 98
1862 CASH IN BANK A M 81/31/79 B81/24 348 98-
TOTAL 6. 00 ok
w4 DOCUMENT: 16816 -—- 142 STHNDRRD OFFICE
6111 SUPPLIES E M 81/31-79 B81/28 322
1862 CASH IN BAKNK A M e81/31/79 81/28 3 22~
TOTAL 088 &k
#k DOCUMENT .. 1847 -- 142 PERCY’S TOURS -
6112 TRAVEL E M 81-/31/79 B81/25 45. 6@
1682 CASH IN BANK A M 81/31/79 81725 45 86—
TOTAL @ 68 4k
*4 DOCUMENT: 1618 -—- 114 CAFITAL EQUIF CO
1866 FIXED ASSETS A M e1/31/79 81/25 1. 666, 68
1662 CASH IN BANK A M 81/31/79 861/25 1. 6E6. 66—
TOTAL @ 88  kk
SESSION TOTAL G ea
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®YZ COMPANY

GENERAL LEDGER POSTING SUMMARY

DATE: @1-31-72

ACCOUNT SUMMARY

SESSION S

FAGE =

ACCT NO. DESCRIFTION AMOUNT
iaaz CASH IN EBANE €. B97. 45—
1866 FIXKED ASSETS 1. 6@a. aa
4161 ARDYERTISING g2 45
4162 COMMISSIONS 345 23
4182 PROMOTION 45 &7
4164 PUBLICITY 166. aa
G161 SALESMEN-S SALARIES S8, aa
J104 MANAGEMENT SALARIES 987. 78
611 COMPUTER FEES 1.234. 45
61682 DUES & SUBSCRIPTIONS 36. 68
e1az3 AUTO EXPENSES 134 34
6164 RENT EXPENSE 1. 234 34
185 UTILITIES 348 98
6111 SUPPLIES 322
6112 TRAVEL 43. 68

TOTAL a. pa




. SESSION € PAGE 1
Appendix 12 NYZ COMPANY
GENERAL LEDGER POSTING SUMMARY
DATE: @1/31/79

DOCUMENT SEQUENCE

ACCT ACCT  ENTRY POSTING ISSUE
HO. DESCRIPTION TYPE  TYFE DATE DATE AMOUNT

sk DOCUMENT: 1619 -- PRAYROLL REGISTER

5182 CLERICAL SALARIES E M 81/31/78 81,31 432 56
2864 ACCRUED PAYROLL L Mo 81/21/78 81s3 432 56—
TOTAL 8. 68 4%
#4 DOCUMENT: 1828 -- PAYROLL REGISTER
51682 ADMIN SALARIES E M 8173173 B81s3] 876, 67
2884 ACCRUED PAYROLL L M B81/21S78 B1/3 &ve. 67—
TOTAL a. 68
4« DOCUMENT: 1621 -- JAN P/R TAX
&186 TAXES E M 81/31A79 81s3 186, 43
2885 ACCRUED TAXES L M B81/31/79 B1/31 166, 43-
TOTAL g 68 %
4 DOCUMENT: 1622 -- PRICE & WATERS
6168 ACCOUNTING E M 81/31/73 813 cen. ea
2881 ACCOUNTS PAYABLE L M B1/21/79 681.3 cee. aa-
TOTAL T
4 DOCUMENT: 1822 -- DUDLEY LEGALMAM
51689 LEGAL FEES E Mo 81/21/79 81/31 457. 89
2881 ACCOUNTS PRYARELE L M 81/21/79 81731 457. 89—
TOTAL @ 86 &
44 DOCUMENT: 1624 -- DEPR SHEDULE
6167 DEPRECIATION E M B1/31/79 81/31 256, 66
1867 DEFR ALLOWANCE A M e1/21/79 81.3 250. ba-
TOTAL 2
#% DOCUMENT: 1625 -- 15T NATL BANK
6116 INTEREST E M e1/31s78 81s3 6. @@
2882 NOTES PARYABLE L M e1/31/73 81/21 56, @e-
TOTAL @68 Ak
4% DOCUMENT: 4182¢ -- ACCT REC JOURNAL
1682 CASH IN BANK A M 81/31/79 61/31 5, 6ee. oa
1@62 ACCOUNTS RECEIVABLE A M 81/31/°79 81/ 3. b@a. aa-
TOTAL G 68
*4 DOCUMENT: 1627 -- PURCHASE JOURNAL
1665 MDSE INVENTORY A M @1/21/73 e1/31 8. bee. aa
2881 ACCOUNTS PAYABLE L M 81/321/79 B81/31 &, Bea. aa-
TOTAL 0. 68 **
SESSION TOTAL a. 6e
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SION & PHGE 2
X¥Z COMPANY

GENERAL LEDGER POSTING SUMMARY

DATE: @1/31/79

ACCOUNT SUMMARY

ACCT NO. DESCRIPTION AMOUNT
1862 CASH IN BANK 5. 66a. aa
1683 ACCAOUNTS RECEIVARBLE 5. bee. aa-
1683 MDSE INVENTORY 8. 06e. aa
1ear DEFPR ALLOWANCE 250. aa-
2801 ACCOUNTS PAYARBLE 9. 257. 89~
28az NOTES PAYABLE 56. ga-
2004 ACCRUED PAYROLL 1,389 23~
2805 ACCRUED TARXES 1€6. 42~
S1@2 CLERICAL SHLARIES 432. 356
J1az ADMIN SALARIES 876. 67
6166 THXES 166, 42
6187 DEPRECIATION 256. ae
€108 ACCOUNT ING 880. 6@
61689 LEGHL FEES 457. 89
6118 INTEREST 6. 68

TOTAL a. oa




60

Appendix 13

®YZ COMPANY

MONTHLY TRANSACTIONS REFORT

FAGE 1

DATE: 81/31/.79
ACCOUNT NO. SEGUENCE
DOCUMENT  DESCRIPTION AMOLNT
#¢ ACCT 1681 CASH ON HAND A #*
1862 JAN 268 SALES REPORT M @1/20/,79 S67. 89
TOTAL SE7. 89
% ACCT 1882 CASH IN BANK A
1862 JAN 2@ SALES REFORT M 81,2679 4. GEE. e
16832 JAN 21 SALES REPORT M @1/321/79 1.343 54
18685 1e1 FW STAR TELEGRAM M 81-21/78 gz, 45-
1866 182 MARY SMITH M 81/31/79 345 23~
18a? 18% ACME SUPPLIES M 81,3179 45, &7~
1862 1a4 BUSINESS WEEK M @1/31/73 L
1069 185 ROACH FUBLIC REL M A1/21/75 166 66—
1818 186 JACK SAYLES M 81/31/79 586, 8-
1611 167 MARTY MANAGER M 813173 SEY. 7=
161z 188 TECH COMPUTERS M 81/31/79 1. 234 45-
161 183 MOBIL OIL M 81,3179 124 24-
1814 116 ASSOC REALTY M 81/31/79 1,234 34~
1815 111 TEXAS ELECTRIC M 81/321/73 348 98-
1aie 112 STANDARD OFFICE M 31,79 I 22-
1817 11= PERCY"S TOURS M 79 45, 86-
1618 114 CAPITAL EQUIF CO M T 1. Bas. 86—
18z6 ACCT REC JOURNAL M 81,3175 o, Gee. Ba
TOTAL 4, 248, 8&
#4 ACCT 1683 ACCOUNTS RECEIVABLE A ek
1681 JAN 18 SALES REFORT M a1-1a/,79 15, 458, a8
1626 ACCT REC JOURNAL M 812179 5. B0, Bo-
TOTHL 1a, 43¢, 88
4 ACCT 1685 MDSE INVENTORY A
1664 COST OF GOODS S0LD M @1/31/79 16, 853 46—
1827 FURCHASE JOURNAL M @1/31/79 8. 6aa. g
TOTAL 2. 833 48-
#+ ACCT 18686 FIXED ASSETS A
1618 114 CAPITAL EQUIF CO M @1/31/79 1. 6aE. @@
TOTAL 1. bae. aa
#4 ACCT  18@7 DEFR ALLOWANCE A
1824 DEPR SHEDULE M 81,3179 256, 8g-
TOTAL 258, 6a-
#% ACCT 2881 ACCOUNTS PRYABLE L ok
1822 FRICE & WATERS M 01-321/79 a6, 6a-
182z DUDLEY LEGALMAN M @1/31/79 457. 89~
i@z27 FURCHASE JOURNAL M 81/31/79 8. hae. ae-
TOTAL 9, 257. 89-
¢ ACCT 288X NOTES PAYAELE Lo
1823 15T NATL BANK M 81,31/79 J6. 6a-
TOTAL 56. aa-



PAGE 2
XY¥YZ COMPANY
MONTHLY TRANSACTIONS REPORT
DATE: @1/21/79
ACCOUNT WO. SEQUENCE

DOCUMENT  DESCRIPTION AMOUNT
#x ACCT 26884 ACCRUED PAYROLL L ok
1619 PAYROLL REGISTER M @1/31/79 432, 56—
1626 PAYROLL REGISTER M @1/31/79 &8vé. 67~
TOTAL 1,268 23-
#4 ACCT 28685 ACCRUED TRAXES L %
1821 JAN F/R TAX M #1/31/79 166. 42~
TOTAL 166. 43~
¢ ACCT 20681 CASH SALES I sk
1ea2 JAN 26 SALES REFORT M a1./28,74 4, 567, B9-
TOTAL 4. 567, @3-
¢ ACCT 2682 38 DAY CHG SALES I
iae1 JAN 16 SALES REFORT M 81/18,/7¢ 15, 498. B8~
TOTAL 15, 498. 85~
#% ACCT 3803 CREDIT CRARD SALES T
166z JAN =1 SALES REFORT M @1/31/79 1.345 54~
TOTAL 1. 245. 54~
#4 ACCT =181 COST OF SALES/CASH E %
1684 COST OF GOODS SOLD M 81/31/79 2.1@e. 18
TOTAL 2,186 18
#% ACCT 2182 COST OF SALES/CHG E ##
1604 COST OF GOODS =O0LD M 61,31/79 8.162. 66
TOTAL &, 182, 8c
#4 ACCT 218X COST OF SALESSCE CD E ##
1664 COST OF GOODS SOLD M @1/31/79 643, 16
TOTAL 643, 16
4 ACCT 4161 ADVERTISING E #*
1665 1681 FW STAR TELEGRAM M @1/31/79 gz. 45
TOTAL g2. 45
¢ ACCT 4182 COMMISSIONS E #*
186& 182 MARY SMITH M 81/31/73 345 23
TOTAL 345, 23
## ACCT 446X FROMOTION E ##
1ea? 183 RCME SUPFLIES M B31/31/79 45 &7
TOTAL 43, 67
# ACCT 4164 FPUBLICITY E #o#
1669 185 ROACH PUBLIC REL M 81,3175 166. 6@
TOTAL 166. 6o

## ACCT 51681 SALESMEN’S SHLARIES E



AYZ COMPANY
MONTHLY TRANSACTIONS REPORT
DATE: 81/21/79

ACCOUNT NO. SEGUENCE

DOCUMENT  DESCRIPTION AMOUNT
16168 186 JACK SAYLES M 81/21/79 Se0. aa
TOTAL Sa0. ae
## ACCT 5182 CLERICAL SALARIES E k%
1619 PAYROLL REGISTER M #1/321./79 432. 56
TOTAL 422 56
#4 ACCT 5183 ADMIN SALARIES E #%
1626 PAYROLL REGISTER M 81/31/79 gve. 67
TATAL gve. 67
% ACCT 5184 MANAGEMENT SALARIES E %
1841 187 MARTY MAMNAGER M @1/31/79 98y. ve
TOTAL a7, 78
% ACCT  ¢1681 COMPUTER FEES E
@12 168 TECH COMPUTERS M 81/31/79 1.234. 45
TOTAL 1,234 45
4 ACCT €162 DUES & SUBSCRIFTIONS E #*
16688 184 BUSINESS WEEK M 81/21/79 Zo. aa
TOTAL 36. 0@
¢ ACCT €182 AUTO EXPENSES E #*
161z 183 MOBIL OIL M 81/321/79 124 24
TOTAL 134 24
¢ ACCT 6184 RENT EXPENSE E k#
1a14 114 ASS0C REALTY M 81/21/79 1. 224 24
TOTAL 1. 234 34
#k ACCT 6185 UTILITIES E ##
1615 111 TE¥AS ELECTRIC M 81/31/79 34g. 9@
TOTAL 348. 98
#x ACCT 6186 TAKES E ##
1621 JAN P/R TAX M @1/31/79 1p6. 43
TOTAL 1e6. 43
## ACCT 6167 DEPRECIATION E ##
1624 DEPR M 81/31/79 250. 6@
TOTAL 250. aa
#k ACCT 6188 ACCOUNTING E %
1022 PRICE & WATERS M @1/21/79 cea. aa
TOTAL oea. oo
# ACCT 6169 LEGAL FEES E
1623 DUDLEY LEGALMAN M 81/21/79 457. 89
TOTAL 457. 89

2** ACCT 6116 INTEREST E %



PAGE 4
XY¥Z COMPANY
MONTHLY TRANSACTIONS REPORT
DATE: @1/31/79
ACCOUNT NO. SEQUENCE

DOCUMENT  DESCRIPTION AMOUNT
1825 1ST NATL BANK M 81/31/79 SE. 6a
TOTAL 6. @@

¢ ACCT 6111 SUPPLIES E *#
1616 112 STANDARD OFFICE M 81/31/79 322
TOTAL 322

% ACCT 6112 TRAVEL E %
1817 112 PERCY“S TOURS M @1/31/79 45. @@
TOTAL 45. @@

TOTAL a. 6a
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Appendix 14 %YZ COMPANY
MONTHLY TRANSACTIONS REPORT
DATE: @1/31/79
DOCUMENT NO. SEQUENCE

RCCT DESCRIPTION AMOUNT

s DOCUMENT 1861 JAN 18 SALES REFORT M ok

16z ACCOUNTS RECEIVABLE A @1/18-79 15. 498, a8
Ieaz 3@ DAY CHG SALES I 81-/18/79 15, 49¢. a&-
TOTAL a. aa
4 DOCUMENT 1882 JAN 26 SALES REFORT Mk
le6l CASH ON HAND A @1/2a8./79 SE7. B9
16z CASH IN BANK A @1/20/73 4. ag. aa
Ieal CASH SALES 1 a1/28/79 4, 567, 69—
TOTAL G aa
sk DOCUMENT 18683 JAW X1 SALES REPORT M o
iaaz CASH IN EBANK A @1/31/73 1. 245 54
Ieaz CREDIT CRRD SALES I 81/31/79 1, 345, 54-
TOTAL @. aa
4 DOCUMENT 1864 COST OF GOODS SOLD M
el COST OF SALESACTASH E 81,3179 2. 18¢. 18
a2 COST OF SALES/CHG E @1/21/75 8. 182, o6
ez COST OF SALES/CR CD E 81/21/79 645 16
18@5 MDSE INVENTORY A @1/321/79 16, 8532, 46—
TOTAL 8. 6a
## DOCUMENT 1885 161 FW STAR TELEGRAM M #%
4161 ADVERTISING E @1/31/79 82. 45
1662 CASH IN BANK A @1/21/79 g2 45-
TOTAL a. aa
s+ DOCUMENT  16®c 162 MARY SMITH Mk
4162 COMMISSIONS E 81/31/73 345 23
1662 CASH IN BANK A #1/31/79 345, 22~
TOTAL a. og
s+ DOCUMENT 1867 18X ACME SUPPLIES M
4163 FROMOTION E 81./321/79 45. €7
1leaz CASH IN BANK A 81/31/79 45, 67~
TGTAL A 6a
4 DOCUMENT 1868 164 BUSINESS WEEK M
c162 DUES & SUBSCRIPTIONS E @1/31/79 36, @8
1662 CASH TN BANK A 81/31/75 36. 8a-
TOTAL @ oa
4 DOCUMENT 16869 165 ROACH FUBLIC REL M ##
4164 FUBLICITY E 81/321/73 166 6@
1062 CASH IN EANK A E1/31/°79 1686, 66—
TOTAL @. 6a
sk DOCUMENT  1@16 166 JACK SAYLES M
16l SALESMEN-S SALARIES E 81/21/79 Sea. e

64



DOCUMENT MNO. SEGQUENCE

FAGE 2
XYZ COMPARNY
MONTHLY TRANSACTIONS REFORT
DATE: 81-°31/79

ACCT DESCRIFTION AMOUNT
18682 CASH IN BANK A @1-31/79 SBE, BE-
TOTAL a. aa
#% DOCUMENT 16841 167 MARTY MANAGER M
S164 MANAGEMENT SALARIES E @81/31.°73 qEY.Te
ileaz CASH IN BANK A 813173 ey, ve-
TOTAL 8. 6a
o DOCUMENT 1842 102 TECH COMPUTERS M
c1e1 COMPUTER FEES E A1/31-79 1,234, 45
a2 CASH IN BANK A @1/31/79 1. 234 45-
TOTAL a. a8
#4 DOCUMENT 1813 1682 MOBIL OIL M ok
616z AUTO EXFENSES E 81/31-79 1z4. =4
186z CASH IN BANK A @1/31-79 124 24—
TOTAL a. aa
## DOCUMENT 1814 116 RSSOC REALTY Mok
cl6d RENT EXFENSE E 61-31/79 1. 234 34
1aez CASH IN BANK A 81./31/79 1. 234 34-
TOTAL a. oa
¢ DOCUMENT 1643 111 TEXAS ELECTRIC M
6185 UTILITIES E 61/321/78 348 98
1662 CASH IN BANK A @1/31/78 348 98-
TOTAL 6. 6a
w4 DOCUMENT 1681 112 STANDARD OFFICE M ok
6111 SUPPLIES E 81,3173 I 22
1062 CASH IN EANK A 81/31/79 I 22—
TOTAL a. aa
## DOCUMEMT 1817 113 PERCY’S TOURS Mo
6112 TRAYEL E 81/31/°78 45. aa
18682 CASH IH BANEK A 81/31/79 45, Be-
TOTAL a. aa
k¢ DOCUMENT 1848 114 CAPITAL EQUIF CO M =+
1866 FIXED RSSETS A 81/31-79 1, 66a. 6o
1e62 CASH IN BANK A 61.31/72 1. Bas. ga-
TOTAL a. aa
#+ DOCUMENT 1612 PAYROLL REGISTER M ok
5162 CLERICAL SALARIES E @1./21/79 432. 56
2864 ACCRUED PRYROLL L @1/31/79 432. 56—
518z ADMIN SALARIES E a1-31/79 gve. 67
2604 ACCRUED PAYROLL L @1/31/79 &ve6. 67~
TOTAL a. Ba
s« DOCUMENT 1821 JAN P/R TRX M ok
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XYZ COMPANY

MONTHLY TRANSACTIONS REPORT

DATE: 81/31/79
DOCUMENT NO. SEQUENCE

PAGE =

ACCT DESCRIPTION AMOUNT
6166 TAXES E @1-/21/79 166. 43
28835 ACCRUED TAXES L 81/31/79 166. 43~

TOTAL a. aa

% DOCUMENT 1822 PRICE & WATERS M ok
6188 ACCOUNTING E @1/31/79 gae. aa
2681 ACCOUNTS PAYARELE L 61/31/79 8606, oa-

TOTAL 8. aa

#% DOCUMENT 182X DUDLEY LEGALMAN M ok
6189 LEGAL FEES E @1/31/79 457. 89
2601 ACCOUNTS PHRYRELE L 81,31/79 457. 89~

TOTAL a. 6a

s DOCUMENT 1824 DEPR SHEDULE M
6187 DEPRECIATION E @81/31/79 256, 6@
187 DEPR ALLOWANCE A @1/31/79 250. 6g-

TOTAL a. aa

44 DOCUMENT 1825 15T NATL BANK M ok
611@ INTEREST E a1/31/78 S6. aa
2803 NOTES PAYAELE L @1.-/31/79 SE. Ge-

TOTAL 6. 6@

s DOCUMENT 1826 ACCT REC JOURNMAL Mok
1aaz CASH IN BANK A 81/31/79 5. Ga6. &g
1aaz ACCOUNTS RECEIYABLE A 81/31/78 5. Bae. ag-

TOTAL a. ba

s DOCUMENT 1627 PURCHASE JOURNAL M ok
1885 MDSE INVENTORY A 81/31/75 2. B6@. 6o
2001 ACCOUNTS PRYABLE L 81/31/79 2. pae. ae-

TOTAL a. 6a

R e L R e
TOTAL a. aa
setokrberkokodoboboksokskokokotokokokok kb ok
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FAGE 1

Appendix 15 WYZ COMPANY
GENERAL LEDGER TRIAL BALANCE
DATE: @1/31/79
ACCT e R - A — TRANSACTION ACTIVITY-———mmmmmmm
NO.  DESCRIPTION TYPE CODE  PREVIOUS MO,  CURRENT MO.  YEAR TO DATE
1664 CASH ON HAND A - 5. 6a S67. B9 1,234, 18
1662 CASH IN BANK Ao - 8. o 4, 243, B2 3, 436, 16
1603 FACCOUNTS RECEIVABLE R - 8. oe 16, 495, B2 25, 996, 16
19064 EAD DEBT ALLOWANCE A - 8. oe 8. ae =6, B
1665 MDSE INYENTORY A - 8. Ga 2,857 46— 19,297 20
1606 FIXED ASSETS AR - 6. B 1, BB, B 12, GoE, 6e
1667 DEPR ALLOMANCE AR - 8. BE 256, G- <, S, EE-
2081 ACCOUNTS PAYRELE L - B, @e 9,257 89— 26,515, 78~
2862 TAXES WITHHELD L - 5. Ba A, oe 1, AEG, @o-
2063 NOTES PAYABLE L - 6. oo 56, B 6. 112, B
2664 ACCRUED PAYROLL L - 8. ae 1, 303, 23— =, 115, 46~
2ES  ACCRUED TAXES L - 6. oa 166, 43 932, 86~
2561 COMMON STOCK - 6. oa 6. oo =, BEE, B
5@ PREFERED STOCK - A, @ 8. 6e =, Ge, G-
258% TREASURY STOCK o - 6. G 8. oe 2, BEE, B0
2999 RETRINED EFRNINGS  C - 8. o 8. o 17,926, T6-
2001 CASH SALES 114 o, @ 4, 567, B9- 4,567, @9~
3002 38 DAY CHG SALES 11 8. o 15,495 @8- 15, 498 @G-
@@z CREDIT CARD SALES I 1 8. o 1, 345, S4- 1,345, S4-
3181 COST OF SALES/CASH E 2 5. Bg 2, 166, 18 2,166, 18
@2 COST OF SALES/CHG = E 2 8. oe 2, 102, 66 g, 162, 66
34@T COST OF SALES/CR CO E 2 o, 6@ 645, 16 645, 16
4161  ADVERTISING E 3 8. ae 82 45 g2, 45
4132 COMMISSIONS E 3 8. ae 245, 2% 245, 23
4163 PROMOTION E 3 8. oo 45, 67 45. 67
4164 PUBLICITY E 3 8. oo 100, 6@ 166, 6a
S1@1 SALESMEN’S SALARIES E 3 A, 6 =66, 6 Sa0, 66
=162 CLERICAL SALARIES E 4 5. 6@ 432, 56 432, 56
162 ADMIN SALARIES E 4 8. ae 876, 67 876, 67
S164 MANAGEMENT SALARIES E 4 @, o 987, 78 ag7. 78
6161 COMPUTER FEES E 4 6. o 1,234, 45 1,234, 45
6182 DUES & SUBSCRIFTIONS E 4 6. o 26, 6a 26, 6o
6163 AUTO EXPENSES E 4 o, ae 134, 34 124, 24
6164 RENT EXPENSE E 4 6. oe 1,234, 34 1,234, 34
6165 UTILITIES E 4 @, aa 248, 98 248, 98
6106 THAXES E 4 8. 6 166, 42 166, 42
6167 DEPRECIATION E 4 6. 6a 256, @i 250, 0@
6108 ACCOUNTING E 4 8. ai 200, 6 200, B
6169 LEGAL FEES E 4 6. 0@ 457. €9 457, 39
€118 INTEREST E 4 B, o S6. G S6. 66
6111 SUPPLIES E 4 6. oo 3. 22 3 22
6112 TRAVEL E 4 8. oo 45, 0@ 45, 00
BALANCE = @, oo @ o 8. o
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Appendix 16 o> company

INCOME STATEMENT

PERIOD ENDING: @1/21/79

PAGE 1

DATE: 61/21/79

ACCT DESCRIPTION CURRENT % YEAR-TO-DATE “
N RS CEE SR
##¢ GROSS SALES Fk
B R m s R
@@l CASH SALES 4, 567.89- 213 4,567, 89- 21 3
@8z 38 DAY CHG SALES 15,498 68~ 724 15,498 68- 72 4
3668% CREDIT CARD SALES 1. 345, 54- 6 2 1. 345 54~ 6 2
## TOTAL GROSS SALES 21,448 71- 166 @ 24,418 71- 166.@
L o e s
## COST OF GOODS SOLD  ##
B B o 5 = = ST A ST
3181 COST OF SALES/CASH 2:.18€. 18 3.8 2:.18¢8 18 9.8
3162 COST OF SALES/CHG 8. 162, 86 Ir. e 8. 162, ag IiF. 8
21683 COST OF SALESACRE CD 645, 16 Ia €45, 16 a
#% TOTAL COST OF GOODS SOLD 18, 853 48 58, 7 18, 852, 46 58 7
GROSS PROFIT 16, 557, Z1- 49 Z 16,557 31- 49.Z
R oA C S R
## SELLING EXPENSES Aok
B R o e R
4161 ADVERTISING 82. 45 a4 82 45 a 4
4182 COMMISSIONS 345 22 1.6 245 23 1 6
416% PROMOTION 45, 67 a2 45, &7 8.2
4164 PUBLICITY 166, 66 8.5 166, 6@ a5
5181 SALESMEN'S SALARIES 586, 6a 23 S80. 6a 2z
## TOTAL SELLING EXPENSES 1. 873 35 5@ 1.87% 35 5.8
R S A E e
## GENERAL OYERHERD Aok
B I B 1
5162 CLERICAL SALARIES 432 56 2.4 2. 56 2.8
546% ADMIN SALARIES 876, &7 4.1 876, &7 4.1
51684 MANAGEMENT SALARIES 987. 78 4 6 987, 78 4 &
é161 COMPUTER FEES 1. 234 45 5.8 1. 234, 45 5.8
6162 DUES & SUBSCRIFTIONS 36, @a a2 6. 6a a2
&168% AUTO EXPENSES 124, 24 a e 124 =4 a6
61684 RENT EXPENSE 1,234 24 S8 1. 224 24 5.8
6185 UTILITIES 48 98 1€ 348 98 1.6
6168 TAKES 166 4% a8 166, 43 a e
6167 DEFRECIARTION 256, ae 12 250, 6@ 1.2
&168 ACCOUNTING 206, a8 T 260, 6a 7
6189 LEGAL FEES 457. 89 2.1 457, 89 2.1
6116 INTEREST S56. a8 a3 SE. 6@ 8 2
6111 SUPPLIES X 22 e I 22 aa



¥YZ COMPANY
INCOME STATEMENT DATE: 81./21/79
PERIOD ENDING: 81-31-73

ACCT DESCRIFTION CURRENT 4 YEARR-TO-DATE
€112 TRAYEL 45. a6 a 2 45. 6e a2z
s+ TOTAL GENERAL OYERHEAD 7a B85 66 iz 8 7. 863 66 x.@
TOTAL IWNCOME 21,416, 71- 166 6 21,416 71- 166 @
TOTAL EXPENSE 18, 394@. 41 ga. v 18,9946 41 g8 7

NET PROFIT ¢(NEGATIVE NO. = LOSS) 2. 428 26 11. 2 2,428 20 11. =



Appendix 17 WYZ COMPANY

BALANCE SHEET
DATE: 61-31.°72

ACCT DESCRIFTION

1881
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Appendix 18 s COMPANY

AT

GEMERAL LEDGER TRIAL EALAMNCE

DATE: 81.31/°73

RCCT ACCT CAT. -———————————- TEANSACTION ACTIVITY-—————————-
NO.  DESCRIPTIOM TYFE CODE  PREVIOUS MO CURRENT MO. YEAR TO DATE
1661 CASH ON HAND A - SE7. @9 @. Ge 1. 234 18
1682 CASH IN BANK A - 4. 248 @8 a. ba 9. 4% 16
1883 ACCOUNTS RECEIYABLE A - 18, 498, @8 a. ag 25, 9% 1
1864 BAD DEBT ALLOMWANCE A - O, 6a a. ag a6, ea-
1865 MDSE IHVENTORY A - 2. 833 48— @, e 19,259z 26
188  FIXED ASSETS A - 1. 6ae. aa 6. &g 12, a6, &a
1867 DEPF ALLOWANCE A - 250, aE- 4. ag I, 568, Ba-
2ae1  ACCOUNTS PAYRELE L - 9, 257. 89- 4. Ba 26, 915, 78-
2882 TAXES WITHHELD L - a. 6a @. 6a 1, BG@. G6-
288  NOTES PAYARELE L - S6. - a. 6a €. 112 66-
2884  ACCRUED PAYROLL L - 1. 268 22~ a. ea 2118 46-
2885  ACCRUED TAXES L - 166, 42- a. 6a 932 -
2381 COMMON STOCK C - a. aa a ea 5. Gag. aa-
25682 PREFERED STOCK c - 6. ba a. aa 2. pag. aa-
238z TREASURY STOCK C - a. aa a. e 2. oaa. oa
2993 RETRINED ERRNINGS c - a. aa a. aa 17, 928, 26—
*@ael  CRSH SALES I 1 4, 567, 89— a. oa 4, 567, 89—
002 =8 DAY CHG SALES I 1 15, 498. 03- a. aa 15, 498, 68—
i@z CREDIT CARD SALES I 1 1. 245 54~ a. aa 1. 245 54-
Z1e1 COST OF SALES/CASH E 2 2:.188 18 a. oe 2.18¢6. 18
3182 COST OF SALESACHG E Z 8,162 85 a. 6o 8. 162. fe
362 COST OF SALES/CR CD E 2 645, 16 8. 6@ 645 16
4161 ADVERTISING E 2 g82. 45 a. aa g2 43
4102 COMMISSIONS E z 345 22 a. ea 345, 22
418z PROMOTION E z 435, &7 a. oa 45. &7
4164 FPUBLICITY E 3 166. 66 a. ag 166 a6
5161 SHLESMEN'S SHLARIES E 2 Se6. aa 8. aa 566, aa
S1@z CLERICAL SALARIES E 4 432. 56 a. aa 432 56
5162 ADMIN SALARIES E 4 876 67 a. ea 876 &7
3184 MANAGEMENT SALARIES E 4 - ] a. aa 987. 78
ele1  COMPUTER FEES E 4 1. 234. 45 a. Ba 1,234, 45
6102 DUES & SUBSCRIFTIONS E 4 6. p@ a. aa 36. 66
€182  AUTO EXPENSES E 4 124 34 a. oa 1=4. =4
6104 RENT EXFENSE E 4 1. 234, 34 a. aa 1,224 24
6185 UTILITIES E 4 34898 a. ae Zdg. 98
€186  THXES E 4 166 42 a. aa 1ee. 42
6167 DEPRECIATICON E 4 250, Ba a. oa 256. Ba
€168 ACCOUNTING E 4 cen. g a. 6a gea. g
6109 LEGAL FEES E 4 457. 89 a. aa 457. 89
6116 INTEREST E 4 6. Ga a. aa S6. 6@
6111 SUPPLIES E 4 22 a. 6a I 22
6112 TRAYEL E 4 45, aa a. aa 45. 6@
EALANCE = a. oa a. aa 6. 6a
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Appendix 19 — Taking Care of Your Diskettes

1. 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 box of ten, and rotate them to insure you always have a reserve
copy of your files.

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

3. Handle diskettes carefully, just as you would a high fidelity record. DO NOT

TOUCH any of the exposed surfaces. Hold them by the protective cover only.

4. Keep them away from cigarette ashes, dust, motors, heat, direct sunlight,

and power transformers, and anything magnetic.

5. If you write on the label, use a soft, felt-tip pen, and DON’T press hard.

6. 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.

72




Appendix 20 — Rotating Your Copies

When you’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
a a a a
@ — | © Q| — | ®
Data Copy Onto Data Copy Onto
O O a a
— | ® ®| — | ®

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. 44-210Q.
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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.)

5 — Turn on the TRS-80 Keyboard. (The switch on the right rear apron.)

This is what the screen shows: This is what you type:

DOS READY ‘B] [U[P], and press [ENTER]

SOURCE DRIVE NUMBER? [@), and press [ENTER]

DESTINATION DRIVE NUMBER? [, and press [ENTER]

BACKUP DATE (MM/DD/YY)? @@ @0 @ Q[ENTER]
(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 #0.

9 — Take the backup diskette out of Drive #1. Place the backup copy in Drive
#( and close the door.

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 FORM press
WHICH DRIVE etc. @) press [ENTER]
DISKETTE NAME? GO0 G @ e press [ENTER
CREATION DATE? @M D @M@ A @G press [ENTER]
MASTER PASSWORD P AISI[S WO R D press [ENTER]
LOCK OUT ANY TRACKS? N @ press [ENTER]

HIT “ENTER"” TO CONTINUE press [ENTER]




Appendix 23 - .Program Llstmgs

GL - GENERAL LEDGER 4.1 FEE 1575 FAGE 1

"GL" -- GEMERAL LEDGER 1. 1 FEELARY 1373
vo COPYRIGHT <0 1573 TANDY CORF. . FLL RIGHTS RESERVED
8 CLEAR: CLOZE:CLEAR 8860 DEFINT [-N:ONERRCRGOTOSGGG: OPEN"R", 1, "CTRL"
8 FIELDL, 4AS D&% IOAS C2$:GETL. 1:0T$=STRECCYSIDEE

IGHTHOTE LENCDTS~10
35 DT$=RIGHTS$C"BOOGE"+DTE. 60 DIMING ME M WLE
48 DT$=LEFTHCOTE 204" " +MID$DTH T, 23
168 IN§="": W$=INKEYS: M=14: WD=0: H5=HD W I0TH
185 FRINTSTRINGS (RESCFLY, 136); 2 TR INGSCAESCFL s 243

[ RN

(IFLEFT$CDT$ 13=" "THENDT$=F

L8 PRINTCHRECH S < FORME=1TOZS  Me=INKEYS | [FMEC" " THENLLSEL SENERT : PRINTCRRS (1505  F
QR TOZS . Hg=INKEYS . IFHE <o THENLLSEL SENEYT | GOTOLLE

115 PRINTCHRS MO @ IFABS(FLI=HLETHENLZSELSEIFFLIORNDNE=" “ANDWS (=" 2" THENLTBELSE ]
FFLSEFRIDMS "/ "RNDHEC" - " THENLTS

117 IFME=", "THENPRINTHE, WLE=MHLE+L GOTOLTS

128 IFW$=". "ANDMD=8THENMD=1  GOTOL 7 a

123 IFClE="-"0RWE="+" 3ANDUS= ﬁHHPhLE—UTHE& Wo=1:GOTOL7E
HFEE =
AeddE=44THENLSE

IFFEER! 1541H’=4FTHFHME =8 GOTOLE0ELSEIFPEER C1e4d B =4 0RFEER:
IRF=LEFT$CINE LENTINF-10
A WLs=WHLE-1FOKELSS1E, 138 bUTUi

IFME=CHRF 24 THENFR INTSTR I bi

o TFWE G OHRE (L THENL LBEL SEPR INT S TRINGE CRESS
A PRINTCHR$FOAS 3 (WE=25  HEXT (RETURM
PEIHTHi;:IH$=IH$+H$rHLn—HL£+i
IFABSCFL =1 THENIEDEL SELLE
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IFDV$="1"LPRINTTREC4E>"TOTAL"; TAECSSHUSINGTS: FNRD#CE4#); (LPRINT" #+"
LPRINT" ":LPRINTTABC(2G)STRING$ (27, "+"2
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Z6 PRINTEZZ, "+ TRANSACTION REPORTS #+":RETURN
48 FORRE=1T016056  NEXT : RETURN
S8 FL=1:GOSUBLEE: IF IN$="Y"0RIN$="N"THENRETURN
32 PRINTCHR#$(8: GOTOSE
&8 PRIMT"> ENTER SELECTION: " FL=1:RETURN
166 IN$="" WE=INKEY$ W=14 WD=6:MS=pHD WLA=HD: IFFL=WDTHENFL=1
1685 PRINTSTRINGECABS(FLY, 4362 STRINGECABSC(FL Y, 240;
118 PRINTCHRECM: (FORMH=1TOZS  WE=THEEYS  IFWHFC " " THENLLSELSENEST  PRINTCHR$ 150 ¢
ORME=1TO2S  WE=THEEYS  IFN$C" "THENILSEL SENEXT ( GOTO116
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4566 IFDR$=""THENGUSUB4EEE  GOTO4545

4528 LPEINTTAEC4L»"TOTAL PUSTHGTE: FRHED#CBE2#:  IFBZ#--BTHENLPRINTIZFELSELFRINT

4525 L=L+1 DEF=DOF B2#=08 IFFF=1THENRETURN

45268 IFL-GETHENGOSUBYBAE
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4556 L=L+2:DrE=DaF
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RETURN
IFL>ERTHENGOSUBSBaa
DUS=STR$(CYSLDRED ) : DUF=RIGHT ${ " BEE0AE" +RIGHT$CDUS. LENCDUE1-13, €3
DUS=LEFTHDUS, 20+ +HIDFDUS, 3, 204" " +RIGHT§ (DL
LPEINTLiJTHBiiEJDHi.TﬁE 3T9%: TRBC30 003

L+1: BL#=E1#+E4 EZ4=E2#+E4: 13%=""RETURN
TFLRATHENFRINTE? G, CHES (211w N0 TRRNSFCTIGNS T FRINT 44" CoELss: GOSUES
@: IN§="E" : RETURN
IFPEEK 1 14312) (128 THENELBA
PRINTE704; CHRECIL) "ok PRINTER NOT REFDY e :FRINT">
Y., OR “@° TO ABORT " (FL=1:GOSUB1EA: IF INf="@"THENRET e
PRINTE?o4, CHRECLD" | PRINTING.. . *:FRINT'  <HOLD DOMG & FE¥ 70 STOP PRINTE
R3":POKELE424, 67 POKE16425, 1:RETURN
LPRINTCHR$ (2, 1380 (LPRINT "+ PRINTING STOPPED ##":FRINTBSES. "s+ PRINTING 570
PPED ##": GOSUE4E: RETURN
LPRINT® " IFMF=1THENELBOEL SECLS | PRINTELEE, TAB(1S) s+ PUSSIBLE SYSTEM MALFUN
CTION %
FRINT"
THERE 15 A POSSIBLITY THAT SOME OF THE DATA WAS LOST
HARDWRRE. MALFURCTION. THE PROGRAM MILL NOM TEST 17
IF N0 DATA WAS LOST. A CORRECT
# HF=1:FRINT'REFORT WILL BE FRINTED
AHD PROGRAM WILL CONTINUE. STAND BY

FELFRINTOHRSCLZ  Bds=0.B2#=0.DE$="" N=8 L=cc E$=BELF F=0.FF=8 GOSUB4E  GOTOZZE

5118 PRINT"FLEARE REMOVE AND ERRSE THESE GISES. AMND Ib

CLSZPRINTY
THERE I5 A DEFINITE LOST OF DATA YOU MUST RETURN 7O YOUR LAST
COMPLETED MOMTH. AMD REDG ALL OF THIS MONTH S DATR. YOU LHY USE
THIS MOWTHS PRINTED REFORTS TO QUICKLY REDO THE DOCUMENTS FOR
THIZ HONTH.
{SERT YOUR
GISKETTES FOR THE LAST COMPLETED MOMTH

CPRESS JENTER” TO RETURM TO TRSDOS:
INPUTA$: CLOSE : CLS: CHD'="
RESUME
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18 CLEAR:CLOSE:CLEARBSEE  DEFINTI-H: DIMGLFCLEL Y, INF WE, W, WLK: CLS GOSUBZES: BL¥=5TRI
NG¥(53, 82 I=8

15 B=C&HEVEL) (E=1:FORI=1T0181: GLFCI»=BL$ POKER, K NEXT : I=FRECBL# ) ( POKEER. K. GOTO128

28 PRINTEEZ, "#s¢ INCOME STATEMEMT s":RETURN

48 FORXX=1TO186G8: NEXT :RETURN

38 FL=1 GOSUBLSE: IF INs="Y"ORIN$="N"THENRETURN

S2 PRINTCHR#(G: :GOTOSE

168 IN$g="":WF=INKEY$: W=1d: pD=8:p5=ND WLH=KD: IFFL=WDTHENFL=1

185 PRINTSTRINGHF(ABSCFL ., 1365 STRINGFCRESCFL Y, 240;

1168 PRINTCHRFCWY:  FORMXE=ATOZS: WE=INKEYS: IFM$> " "THENLISEL SENERT ( FRINTCHR$(150: oF
ORWH=1TO25  WF=INKEY$ : IFW$ " " THENLAISELSENERT : GOTOL14E

115 PRINTCHR$CMY: - IFABSCFL =WLETHENIZSELSEIFFL-BANDIS>=" "ANDH$ ="Z"THENITBELSE]
FRLCOANDHF: " " ANDWEC" " THENLTG

147 IFb#=". "THENFRINTME: WLH=NLE+1:GOTOL7S

126 IFWF=". "ANDWD=8THENWD=1 GOTC17E

123 IFCW$="-"0RME="+" JANDNS=BANDNLZ=8THENNS=1 . GOTOL7E

125 IFW$CCHR$ O THENLSOEL SE IFWLA=0THENLIBEL SEPRINTCHRS (240 - IFFL-GTHENLESELSETF
FEEK{154150=44THEN1 48

136 IFPEEE{164183=4cTHENWD=6 GOTOLZSEL SEIFPEEK (16418 =4 Z0RPEEK (1641 8 =45 THENK =5

1Z5 IN$=LEFT#{INE LENCINSI-10

146 WLE=WHLE-1:PORELSS1E, 136 GOTOLLG

1568 IFWE=CHRE${( 243 THENPRINTSTRINGE (MLE, CRR$ (24305 (G0TOE

155 IFN${}CHR$i13ﬁTHFHllﬁ:LRErPIHT TRINGFCAESCFL S -WLE, 320

1e6 FRINTCHRECLS : (WH=23 HEXT :RETURN

1’8 PRINTN$5:IH$=IH$+H$.MLU‘HL“+1

S IFABSCFL=1THENIcGELSEL1E

ONERRORGOTOZIEG  OPEN"K", 2. "GLMASTER . 1" PRINTR4EE

a

il
o
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[oe
o
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FIELDZ, 63R5 A$CH0. 63A5 AF(L). B3RS AS(2), 63AS AF(DD
FIELDZ. 2AS E$:0%. S1ASYS. 2AS BFCLD, 61RSYS 2AS E$C20. GLASYS 2AS BHCD)
FORI=ATOZ5: GETZ. 1: J=(1-10%d+1

FORK=GTOZ  B=CY 11 EE*“'*';FR—HTchf =J+K~1:K=3: 1=25 GOTO216

Zr=AFCE PRINTEGZZ, "ACCOUNT - "B

Ao T

2 CR D CR S Of

MIGFCGLECI+H I 1.6
HWESTH, T OFEN"R"
21z FIELDi;iH’”f “HH: H4$ 1H,'"“$ "ﬁﬂ: r4$
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225 GETL, 1 KUS=LEFTHIKSE, 1)
228 DT3=RIGHT$("00800" +RIGk

P 23N NHRIGHTSIDTS
'Z2 DEF FHREDECA#=1D-2#INT (Ag+1D2+50-10
TE="#4 HHL L - UE=s e B
CLSPRINTTRECLIS:C2E: GOSUEZE  PRINTTABCLE) COUDTE
48 FRINTE2SC, CHREFOZAD "> ENTER ERDING DATE FOR p*rlib RIS
FL=8:GOSUBL1GE: IFIN$=""THENINF=DT$ PRINTSTRINGECLENCINE:, 2405 IN
FINSHUEYTHENZSS
258 PRINTOPRINT" RETURNING TO MASTER
255 GOSUBZEB80: IFER= H:H_4UEL SEDFE=1t
286 WN=8: L=co EM#=G: EL# G EYH=E BPR=5 BR#=0 B1#=0 B2#=0 [C=0: CKF="" (NES=CVIONSF S 5

MEMU. . CLOSE RUNMGLY
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MNi=8 . Sh§=0. CCe=""

285 F=8:POKE16424. &7 PORELc425, 1:GOS UB"@GG IFIH$“"@"THEN AGELSEPRINTEZZE, CHR$(Z1
MOPRINTING. .. ":PRINT" <HOLD DOWH @7 KEY 70 STOP PRINMTING:

296 FORI=1TOKL: IFCVICLEFTHIGLECT Y 2005 ZSHBTHELIl I:I=K1:HEXT:GOTOZESG

3@ HEST PRINT:PRINT"#:+ NO ACCOUNTS IH THE P&L GROUP (EEEE--22328% =" GOSUB4E: GO
To254a

356 Ef=BL¥:Sh#=85YH#=8:FORI=I1TOKL

Zef I2=1 MID$CES 1, eZ0=0LF 0 IFMIDECES, 52, 100001 ”THEHZGH

IFE SHNESSHEHOVDOMIDECES. 44, B0 SYE=SYH+0VI Hiif Ef, 2650

IEG MHEXTI

356 FORI=IiTOK1

408 MIDEES. 1, e30=0CLF D5 (CNE=CVDCMIDSCES 44, 200 Y TH=CVDOMIDE(ES, 26, 800 (FL=0G PY=4

CHE=CVICLEFTHCES 225 DOE=MIDFCES Z, 260 ACE=MIDFES 25 13

Fzk '?HTHEHP“—lBE?EH#’SH#

420 IFSY#OTHENPY=108+YTH#-5Y

428 IFNK<>ETHEN4SE

4468 I=K1.G0TOSVE

456 IFMIDECES, 52, 12=CCFTHENS4Z

4l IFL*I‘"“MUTOEIU

426 GOSUR4BES

430 L=L+Z:BC#=0.B1§=0

S48 IC=VALCMIDECES, 52, 100  CLE=CR$CIC : CRE=CUF  COF=pIDFCES 52, 10

28 IFL>eBTHERGOSUBRSEEE

SEG LPRINTTABCLEXSTRINGECLENCCES 6, "+ 0 LPRINTTRECLE " " CEE: " " [ LFRINTTRE(
100STRINGECLENCCHE  +E, "1 0 L=L43

23D IFIHEEY$="E"THENGOSUBZSEG  GOTO24E

542 PC=8.PY=8

594 IFSN#C-ATHENPO=188+CNESTHE

246 IFSYHOATHENPY=108+YTH-SYH

556 LFRIHTHF TRBCCHDEE: TABCIZMUSINGT: FHREDHICHE G LPRINTT LPREIHK T--lﬂudf AEZCP
APRINTY Ui USTHGTS: PHEDHCYTHY: (LPRINT" " LFFIHTU J GLF: ABESCFY

IFIth "§="E"THENGOSUEZ 586 GOTOZ46

TFCCE "L ANDCCH " 2 THENSER

sUS=RUS+CHE  BYS=EYR+YTH

L=iA+1: BCH=BOH+CHE  BEL#=B1#+7YTH#  EPH#=EF#+CNF  BR#=ER#+YTH
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1)

LPRINTTAE(Z8"TOTAL EXPENSE": USINGTS: FNRDHCSEH): (LPRINT" i (LPRINTUSINGUS: AB

SCPZ2; (LPRINTY "5 USINGTS; FHREDECS43#D: (LPRINT™ " (LPRINTUSINGUS; ABS(P4)

LPRINT" ":LPRINT"NET PROFIT {NEGRTIVE NO. = LOSS) "; USINGT#: -1+FNRDH#(BF#); (L

PRINT" "i :LPRINTUSINGU®: ABSCPCY: (LPRINT"  "; USINGT#: —14FNRD#(BR#Y; LPRINT"
"i (LPRINTUSINGU#$; ABSCPY

A LPRINTCHR$(12:

PRINTEZE4, CHR$CZ1YY  IHNCOME STATEMENT COMPLETE. ":PRINT"> END OF MONTH <YES/N
007 " (FL=Z:G0SUBL6E: Y$=IN§

A IFY$="YES"THEHSGE

IFY$="HO" THENZSBELSERGR

PRINT®S1Z, CHR$CZ1: "> END OF YEAR ALSO <YESANODT i (FL=XZ:GOSUB1GE:Y7$=IN$
IFYT$S " YES"ANDY < "HO " THENSBBELSEFRINT

MF=CVYICHF$>

2 IFYTE="NO" THENSGSEL SEIFY $="YES"ANDMF >=11 THENMF =-1 L 5=G . GOTO02@3

PRINTESTE, CHR$CZL "+ THIS IS ONLY FISCAL MONTH HUMBER": MF+1:FPRINT"> ARE YOU
SURE YOU WANT A YERR END CLOSING (YES/HO3? "i (FL=Z:GOSUBLEE: G7$=IN%

IFGY 3 "YES " ANDETFC: "HO " THENS G4

IFQ7$="NO"THENZGE

IFOF$="YES" THENMF=-1 :L5=8 Y¥¥=0U7%

PRINTESTE, CHR$FCZLYY  UPDATING ACCOLUNTS. .. " HF=MF+1

FORI=1TOI1

A0 MIDECES, 4, 6Z0=GL# (I3 IFLEFTH(EF 23 GHPETHENLIGEG

19=1:MID${E¥. 44, 2:=MEDFBR#) MIDFCEE, 26, Sr=rKDE(ER#) MIDFCGLECISN, 1, 630=E$: 1
=I1

IFY7$ > "YES" THENIGBE

MID$CES. 44, So=PRDFCE  MIDECES, 2o, Sr=MKD$E) GLFCI0=EF

FORJ=1T0I1

FMIDECES, 1. eZ0=0GLF T IFLEFTHCES, 22 CHREFTHENSSE

ALE=CYDIMIDFCES, 44, S0 0+BR#  AZ#=CYD{MIDFCES, 26, 8 )+ERE

MIDECES, 44, Sr=MRDFCALHY MIDECES, 26, So=MEDECAZEY (MIDFIGLE (T, 1, €30=EF J=11
HEXTT

16668 MNEXTI
1616 FORI=ATOKL: MID¢(ES 1. SZF—ULILI'
1030 MIDFCES. 23, 2)=HKIF(0:  MIDECES, 34, Ba=MID$CES. 44, 82 MIDECES. 44, S=MKDE(@) :MID

FOEE 53, 20=MKIF08) IF?"i‘"“E_"HHﬁI"IlTHEh MIDECES. 26, Bo=MEDECED

1848 MIDECGLECI Y, 1, 620=E%

1856 HEXTI

1168 LSETHF$=MKI$MF Y IFY7$="NO"THEN11"E

1116 MM=YALCLEFTHIDTE. 200 (HMY=YALCRIGHTCDTE, 220 (Mi=Mif+d

1128 IFMAXLZTHENMM=1  MY=MY+L: IFMY> 23 THENMY=4

11368 MMF=STREMMD HYE=STREFY Y IFLENCMYS =21$=" G"+RIGHTF{MY$. 12
11468 TFLENCMME=ZMM$=RIGHTFCMME 22

1158 IFLENCMY$r=3MY$=RIGHTFMYE 23

118 LSETDES=MESE VAL CMMS+"GL" +/YED 3

1178 LSETFR$F=STRINGE (o, CHRECGM )

1188 LSETLREF=MEISE)  LEETLES=MEIFILE PUT 1,1

1568 ONERRORGOTOSZE0 : IFK1C10ETHENKI=K1+1  GL¥K1)=EL$

1562 J=i+INTOOKL1-10/43 FIELDZ2, 625 AFCED. 63A5 AF(1D. 62AS RFCED. B3RS AFCE
1584 FORI=1TOJT K={I-104d+1  FORL=BTOZ: LSETAF L i=CGLFKFL Y (NEXT
15686 PUTZ. ITNEXT

1526 PRINT" UPDATE COMPLETE.

15306

PRINTEF@4, CHR$CZ10": DO YOU WISH TO PRINT A EALANCE SHEET OY/Ha7 '
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15348 GOSUESE: IF INF="H"THENZSBELSECLOSE  RUN"GLEBRLEHT"

ZEEE ER=8: IFLENC IN® GFLTHENZBSEELSEMM=YAL CLEFTSCINE 200  MD=YRLCMIDFCINE 4, 230N
T=YRLIRIGHTEOINE 202

2818 IFMM LORMMELE0RMDLORMECZLORMIDE CINE 3 10+MIDEINE, €. 10057/ " THENZBSE

2828 IFMY<a0RMY>S3THENZB50

2E25 ME=ZE1 ONMMGOTO2E2E, 2627, 2828, 2026, 2028, 2826, 2028, 2628, 2826, 2828, 2026, 2828

2826 Mx=Z0:60T02628

ZEET Mr=28: IFMY 4=INT CiY 4 3 THEMMR=fE+1

2828 IFMMI=M-THENRETURN

2858 ER=1:RETURN

2508 LPRINTSTRIMNGECZ, 1280 LPRINT"s+ PRINTING STOFPED #="

2518 PRINT"s=+ PRINTING STOPPED #+":GOSUB4E:RETURN

ZEEE IFPEEK (143120 1ZETHENRETURN

Z016 PRINTEZZO, CHR$CZL) "+ PRINTER NOT RERDY %

828 PRINT"> PRESS “ENTER” WHEW RERDY. OR @7 70 RBORT™: :FL=1

IEZE GOSUBLGE: IF IHF="@"THENRETURNELSEZBGE

4886 PC=6:FY=8

4616 IFSN$CETHENPC=180+B0H"SN#

4820 IFSYH >ETHENFY=186+B18. 5%

4848 LFRINT® ":LPRINTY -« TOTAL "; OK$: TRECZZOUSINGTE: FRRDECECE ) (LPRINT" " :LPRI
HTUSINGUS: ABSCPCY: (LPRINTY " USINGTH: FNREDHCBL#Y: (LPRINTY " (LPRINTUSINGU$
SHEZCPY X LPRINT ":L=L+1

4842 IFL>cBTHENGOSUBSBEE

4845 IFCCHU2"THEN 4218

48c8 PC=8:FY=0

46870 IFSN#CCETHENPC=106+ U3/ Sh#

4828 IFSY$OTHENPY=186+KY4-S#

48360 IFL>eBTHENGOSUESBGE

4188 LFRINT® ":LPRINTTRECZL:"GROSS PROFIT"; TAB(ZZOUSINGTS: FHNRDH (U (LPRINT"
(LPRINTUSTHGUS: ABSCPCY; (LPRINTY " USINGTS: FNRDHCEYHY (LPRINT® " (LPRINTUS
INGUE; ABSCPY Y LPRINTY ¥

4116 L=l +2

4288 KlUg="N"

4218 RETURN

S0@E N=N+1:L=16:IFF=1THENLFRINTCHR$(12)

SEES F=1:LPRINTSTRING#{SE, "-") LPRINT" ©

SE1E LPRINTSTRINGHCTE, 320 "PAGE"N: LPRINTTABC2EOC2$  LPRINTTABC2G) " INCOME STATEMEN
TU STRINGECZE, 320 "DATE: "DT#

58268 LPRINTTABCZE2"PERIOD EWNDING: "DPE:LPRINT" "

5838 LPRINT"ACCT DESCRIPTION": TRBCZEX"CURRENT k4 YERR-TO-DARTE wt

S840 LPRINTSTRINGS(SE, "=")

o838 RETURN

39668 RESUME
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1 ¢ "GLBALSHT" -- GENERAL LEDGER 1.1 FEBURRY 1579
2 7 %% COPYRIGHT (C) 1973 TANDY CORP.. ALL RIGHTS RESERVED
1@ CLS:CLOSE:GOSUBZ@: CLEARSEEE : DEFINTI-N:DIMGL${181), IN$, W$, W. WLE:BLF=STRING$(6Z
L@
15 B=(&H3TEL) :K=1:FORI=1T04181 : GL$(I>=BL$: POKEB, K:NEKXT : I=sFRE(EL#» : FOKEE, K:GOTO186
38 PRINT@SZ, "+#% BRALANCE SHEET #":RETURN
48 FORXX=1T(01668:NEXT :RETURN
98 FL=1:GOSUB188: IF INF="¥"0RIN$="N"THENRETURN
32 PRINTCHR#${8»; :GOTOSE
1688 IN$="": W$=INKEYS$ =14 WD=8:WS=WD:bLX=WD: IFFL=WDTHENFL=1
165 PRINTSTRINGH{ABS(FLY, 1362 STRINGFCABS(FLY, 243;
118 PRINTCHR#CWY:  FORMK=1TOZS : WF=INKEYS$ : IFW$" "THENLTISELSENEXT . PRINTCHR$(153;
ORWX=1TU25: N$=INKEY®: IFW$ " "THENLI1SELSENEXT : GOTO1148
115 PRINTCHR$CWY: : IFABSCFL=WLETHENLZSELSETFFLMAANDNES=" "ANDM$<="2"THENLFBELSE]
FFLCBANDRE> "/ "ANDWE" " THENLTE
117 IFW$=", "THENPRINTW$; WLE=WNLX+1:GOTOLVS
126 IFW$=". "ANDWD=BTHENWD=1:GOTO17éE
123 IF(W$="-"0Rk$="+" YANDWS=BANDMLX=8THENWS=1 . GOTO1 7@
125 IFW$CHR$CEI THENLSBELSETFWLA=8THENLI1BEL SEPRINTCHR$ (24 ); | IFFLOBTHENLIZ3ELSEIF
PEEK{16418)=44THENL1 48
1326 IFPEEK(1e4183=4cTHENWD=8: GOTOLZSELSEIFPEEK (16418 =4Z0RPEEK (16418 =45THENWS=6
135 IN$=LEFTH{IN& LENCINS D10
148 WLE=bLZA-1:POKELIE448, 136 GOTOL1E
158 IFW$=CHR$ (24> THENPRINTSTRING (WL, CHR$(Z2455; 1 GOTO168
155 IFW$CCHRECIZITHENLLBEL SEPRINTSTRINGECARS (FL O —MLE, 220
168 PRINTCHR$(15); (WH=23:NEXT :RETURN
178 PRINTWE; : IN$=IN$+W$  WLH=WLE+L
175 IFABSCFLM=1THEN16BELSELLE
168 ONERRORGOTOS598G: GPEN"R". 2, "GLMASTER (1" PRINTE45E, "READING ACCOUNTS. .. ":ki=18&
a
185 FIELDZ: €ZAS AFCE). 63AS AFCLY, 63ARS AF(2). 63RS A$E)
156 FIELDZ. 2RS B$(B), c1ASY$. 2RSS BH(1). SLASYS 2RSS BH(2). c1ASY$. 2AS BF(3D
153 FORI=ATO25:GET2. I:J=0I-10kd+1
260 FORK=GTOZ:B=CVI{BF{K:): IFB=BTHENKI=J+K-1 K=2: I=25: 6070218
285 MIDEIGLECTHD, 4, 630=AF K PRINTES22, "ACCOUNT : "B
218 HEXTK. I:0PEM"R", 1. "CTRL":GET1.1
212 FIELDY. 4RS [E% Z0AS C2F 127AS MFF. 2AS WP 2AS NRE DTE=STR$F(CYSCDEE )
215 DTH=RIGHT#< "600aG0" +RIGHT$CDTH, LENCDT$)-10, &2 . DT$=LEFTS(DTE, 20+ /" +MIDFDTE =
P23 AHRIGHT$(DT#, 20
217 DEF FHRED#(A#I=1D-2+INT (A#+1DZ+5D-15
218 TH="#4. ##4, H4 #4-"
220 N=8:L=66 H$="ASSETS" :G$="R" B1#=0.B2#=0 B3#=0.5%="" (#=8:POKE1lcd24. 67 FOKElG
425, 1. E$=BL$ F=@
221 CL5:PRINTTHECLEIC2F  GOSUBZE PRINTTAECLEI "DATE: "DT¥
2 PRINT®E256: CHR$C(E15; TABC(S3 "{S>IHGLE PAGE BALANCE SHEET
"TABCS"CTHW0 PAGE ASSETS & LIABILITIES
"TRBCSO L@ TO EXIT

"THECSO"> ENTER SELECTION: ™
224 FL=1:G05UB166: IFIN$=""THENZZeELSEONL+INSTRO " STEY, INSGOTOZ22E, 2258, 225, 528
226 PRINTCHR#(S:; (GOTO22
228 FL=1:60T0238° SINGLE PAGE
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FL=8" THO PAGE
GOSUBZEEE : IF INg="@" THENZZBELSEGDSUBZ860 : GOSUBESELE
FORI=1TOK1 MID$CES L 6Z=GLE(I
IFMIDFCES 25, 13 GFTHENZZE
IFL>cBTHENGOSURSA1A
IF5$=""THENGOSUB4EEE
B#=CWDiMIDECES 26, 803
IFINKEY$="8"THENGOSURZ2SGE : GOTOZ24
LPRINTCYICLEFTHCES 233" i MID$FCES, 3, 260 TRE(SEIUSINGTS: B#
IFGF="A"THENEL#=E14#+E#
IFG$="L"THENEZH#=E24#+E#
L=lL+1:CH#=C#+B3
HEXT 1
IFL>EBTHENGOSUBSE1E
LPRINT® ":LPRINT"TOTAL "+H¥: TRECSEIUSINGTH: FHRDECH
LPRINT™ ":LPRINT" *
IFGH="L"THENVEBELSEIFGE="C"THEN 18
GOSUBSEEE  He="LIABILITIES" :G¥="L" 5¢="" C#=0.60T0=246
IFAESCABSCB1#-ABS{EZH) ). BASTHENSES
FRINT"#4 QUT OF BALANCE #=+" LPRINT" ":LPRINT"## OGUT OF EALANCE #s
LFRINTCHRE$ (122
FRINTES4E, CHRFCZLH"BALANCE SHEET COMPLETE. " GOSUB4G:GOTOZZE
CLOSE : RURN™GL"
GF="C" H$="CAPITAL" :C#=0:GOTO=46
IFL>cBTHENGOSUBSE1G
BE#=CH#+BE2#
LFRINT"
LPRINT"TOTAL LIARBILITIES & CAPITAL™; TABCSEOUSINGTS: FNREDH#{BZ#:
GOTO Saea
PRINTESTE, CHR$:Z1 :PRINT" PRINTING BALANCE SHEET. .

2818 PRINT" (HOLD DOWN @7 KEY TGO STOP PRINTINGY

PRINTESYE, 5 (RETURN
LPRINTSTRING$(2, 1380 (LPRINT "## PRINTING STOPPED s+

2518 PRINTCHR#CZL "4k PRINTING STOPPED #+":GOSUB4E: RETURN

IpB8 IFPEEK (142123 128THENRETURN

2018 PRINTESTE, CHR$C 31 "4+ PRINTER HNOT RERDY ="

3920 PRINT"> PRESS “ENTERS WHEN READY. OR ‘87 TO AEORT": :FL=1

38z6 GOSUBLGE : IF IH$="E"THENRETURNELSEZGAG

46808 IFL>cOTHENGOSUBSEE0

4010 L=L+Z:5%=0GF  LPRINTTAB(ZBSTRINGE(LENCHS). "+ 3 . LPRINTTABCZEHS | LPRINTTAE(Z8)

STRINGECLENCHE, "+" ) RETURN
FEM "TOF"

Se@5 IFFL=1THENRETURN
5010 H=H+1:L=16: IFF=1THENLPRINTCHR${12)

F=1:LPRINTSTRING${5@, "-") LPRINT" *

5020 LPRINTSTRING$:76, Z2)"PAGE"N: LPRINTTRBC2EICES

5825 LPRINTTABC 285 "BALANCE SHEET" :LPRINTTAB(28,"DATE: "DT#

5826 LPRINT" ":LPRINT"ACCT DESCRIPTION": TABCS) "AMOUNT" LPRINTSTRINGSCEE, "=")
5848 RETURN

9500 RESUME






IMPORTANT NOTICE

ALL RADIO SHACK COMPUTER PROGRAMS ARE DISTRIBUTED ON AN
“AS IS BASIS WITHOUT WARRANTY

Radio Shack shall have no liability or responsibility to customer or any other
person or entity with respect to any liability, loss or damage caused or alleged to
be caused directly or indirectly by computer equipment or programs sold by

Radio Shack, including but not limited to any interruption of service, loss of
buisness or anticipatory profits or consequential damages resulting from the use
or operation of such computer or computer programs.

NOTE: Good data processing procedure dictates that the user test the program,
run and test sample sets of data, and run the system in parallel with the
system previously in use for a period of time adequate to insure that
results of operation of the computer or program are satisfactory.

RADIO SHACK gA DIVISION OF TANDY CORPORATION

U.S.A.: FORT WORTH, TEXAS 76102
CANADA: BARRIE, ONTARIO L4M 4W5

TANDY CORPORATION

AUSTRALIA BELGIUM U. K.
280-316 VICTORIA ROAD PARC INDUSTRIEL DE NANINNE BILSTON ROAD WEDNESBURY
RYDALMERE, N.SW. 2116 5140 NANINNE WEST MIDLANDS WS10 7JN

PRINTED IN U.S.A.
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