




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

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

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

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

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

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

APPLICATIONS SOFTWARE 
VERSION LOG 

OP. SYSTEM 
VERSION LOG 





Read 
Carefully 

In order for us to notify you of modifications or updates to this program you MUST 
complet, this card and return it immediately. This card gets you information only and 
is NOT a warranty registration. Register one software package per card only. The 
registration card Is postage paid-it costs you nothing to mail. 
Two change of address cards have been included so that you may continue to re-­
ceive information In the event that you move. Copy all address information from the 
Registration Card onto them prior to sending the RegL~tration Card. They must show 
yoor "old address" exactly as you originally registered tt with us. 
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Accounts Receivable, Cat. No. 26-1541 

Important Note to Model III Owners 
This package contains the Model 4 Accounts Receivable diskettes. 
Model III diskettes are available from Radio Shack at no additional 
cost. To get your Model III Accounts Receivable diskettes for use with 
either floppy systems or hard disk, order catalog number 700-2240 
from your local Radio Shack store or dealer .. 





TERMS AND CONDITIONS OF SALE AND LICENSE OF TANDY COMPUTER EQUIPMENT AND SOFTWARE 
PURCHASED FROM RADIO SHACK COMPANY-OWNED COMPUTER CENTERS. RETAIL STORES AND 

RADIO SHACK FRANCHISEES OR DEALERS AT THEIR AUTHORIZED LOCATIONS 

LIMITED WARRANTY 
I. CUSTOMER OBLIGATIONS 

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

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

II. LIMITED WARRANTIES ANO CONDITIONS OF SALE 

A For a period of ninety (90) calendar days from the date ol the Radio Shack sales document received upon ourchase of the Equipment. 
RADIO SHACK warrants to the original CUSTOMER that the Equipment and the medium upon which the Sottware is stored is free from 
manulacturing defects. This warranty is only applicable to purchases of Tandy Equipment by the original customer from Radio Shack 
com~any-owned computer centers, relail stores, and Radio Shack franchisees and dealers al their authorized locations. The warranty 
,s void if the Equipment's case or cabinet has been opened. or 11 the Equipment or Software has been suo1ected to improper or abnormal 
use. 11 a manulactunng detect is discovered durmg the stated wmantJ penod. the defective Equipment must be returned to a Rad1_0 Shack 
Computer Center, a Radio Shack retail store. a participating Radio Shack franchisee or a part1c1patmg Radio Shack dealer for repair. along 
with 'a copy of the sales document or lease agreement The original CUSTOMER ·s sole and exclusive remedy in the event of a defect 1s 
i,m,ted to the correction of the detect by repair, replacement, or relund o1 the purchase pnce, at RADIO SHACK'S election and sole 
expense RADIO SHACK has no obligation to replace or repair expendable items 

8. RADIO SHACK makes no warranty as to the design, capability, capacity, or suitability ior use of !he Software, except as provided in this 
paragraph. Soltware is licensed_ on an "AS IS" basis, withoutwarranty The original CUSTOMER'S exclusive remedy, in the evecit o1 a 
Soltware manufacturing detect, ,s ,ts repair or replacement within thirty (30) calendar days oi the date o1 the Radio Shack sales document 
received upon license of rne Software. The defective Software shall be returned to a Radio Shack Computer Center, a Radio Shack retail 
store, a participating Radio Shack franchisee or Radio Shack dealer along with the sales document 

C Except as provided herein no employee. agent. franchisee. dealer or other person is authorized to give any warranties of any nature on 
behel1 of RADIO SHACK. 

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

E. Some states do not ai!ow limitations on how long an implied warranty lasts, so the above l!rnitation(s) may not apply to CUSTOMER. 

Ill. LIMITATION OF LIABILITY 

A EXCEPT AS PROVIDED HEREIN. RADIO SHACK SHALL HAVE NO LIABILITY OR RESPONSIBILITY TO CUSTOMER OR ANY OTHER 
PERSON OR ENTITY WITH RESPECT TO ANY LIABILITY. LOSS OR DAMAGE CAUSED OR ALLEGED TO BE CAUSED DIRECTLY OR 
INDIRECTLY BY "EQUIPMENT" OR "SOFTWARE" SOLO, LEASED, LICENSED OR FURNISHED BY RADIO SHACK, INCLUDING, BUT NOT 
LIMITED TO, ANY INTERRUPTION Of SERVICE, LOSS OF BUSINESS OR ANTfCIPATORY PROFITS OR CONSEQUENTIAL DAMAGES 
RESULTING FROM THE USE OR OPERATION OF THE "EQUIPMENT" OR "SOFTWARE." IN NO EVENT SHALL RADIO SHACK BE LIABLE 
FOR LOSS OF PROFITS, OR ANY INDIRECT, SPECIAL, OR CONSEQUENTIAL DAMAGES ARISING OUT OF ANY BREACH Of THIS 
WARRANTY OR IN ANY MANNER ARISING OUT Of OR CONNECTED WITH THE SALE, LEASE, LICENSE, USE OR AIITICIPATED USE OF 
THE "EQUIPMENT" OR "SOFTWARE." 
NOlW!THSTANDING THE ABOVE LIMITATIONS AND WARRANTIES, RADIO SHACK'S LIABILITY HEREUNDER FOR DAMAGES INCURRED 
BY CUSTOMER DR OTHERS SHALL NOT EXCEED THE AMOUNT PAID BY CUSTOMER FOR THE PARTICULAR "EQUIPMENT" OR 
"SOFTWARE" INVOLVED. 

B. RADIO_ SHACK shall not be Hable for any damages caused by delay in delivering or lurnishing Eouiprnent andior Software. 
C. No action ansmg out _ot any claimed breach ol t11is Warranty or transactions under th,s Warran~/ may be brought more than two (2) years 

after the cause ol action has accrued or more Than four (4) years after the date of the Rad,o S'lack sales documem :or the Equipment 01 
Software, whichever first occurs. 

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

IV. SOFTWARE LICENSE 

RADIO SHACK grants to CUSTOMER a non-exclusive, paid-up license to use the TANDY Software on one computer, subiect to the io!iowing 
provisions: 
A. Except as otherwise provided in this Software License, applicable copyright laws shail apply to the Sottware 
8. Title to the medium on wh,ch the Software ,s recorded (cassette and!or d,skette) or stored (ROM) ;s transferred to CUSTOMER, but not 

title to the Soltware. 
C. CUSTOMER may use Software on one host computer and access that Software through one or mere terminals i! the Sottware permits this 

!unction. 
D. CUSTOMER shall not use, make. manufacture. or reproduce copies of Sottware except for use on one computer and as is spcc,ficai!y 

provided ,n this Software License. Customer is expressly prohibited from disassembling the Software. 
E. CUSTOMER is permitted to make addilional copies o1 the Sottware only for backup or archival purposes or il additional copies are requ!red 

in the operation oi one computer with the Software, bu_t only to the extent the Software allows a backup copy to be_ made However, for 
TRSDOS Software, CUSTOMER is permitted to make a l1m,ted number ol additional copies for CUSTOMER'S own use 

F. CUSTOMER may rese!i or distribute unmodified copies ol the Software provided CUSTOMER has purchasad one copy ol the Software for 
each one so!d or distributed. The prov;sions of this Software License shall also be applicable to third parties receiving copies of the 
Sottware from CUSTOMER 

G. All copyright notices shail be retained on all copies of me Software. 

V. APPLICABILITY OF WARRANTY 

A The terms and conditions of this Warranty are appiic.able as between RADIO SHACK and CUSTOMER to Hither a sa!e of 1he Eqw;Jment andi 
or Sottware License to CUSTOMER or 10 a transaction whereby Radio Shack sells or conveys such Equipment lo a t!,ird party for iaasa t<i 
CUSTOMER. 

B. The limitattor.s of 1iabi11ty and Warranty provlsions herein shall inure to the benefit of RADlO SHACK trie author, ovmer and or licensor of 
the Software and any rnanuiacturer of tile Equ;pment sold by Radio Shack. 

VI. STATE LAW RIGHTS 

The warranties granted herein give the original CUSTOMER spocilic legal rights. and the orlginal CUSTOr,1rn may l,avs o\her iirJhts which vary 
trom state to state. 
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HOW TO USE 
THIS MANUAL 

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

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

About the Sections 

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

Sample Session - is designed to help you become comfortable 
with setting up and running AIR. 

Conversion - explains how to transfer your present accounts 
receivable records to the computerized AIR package. 

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

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

1 



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

An index to the manual follows the appendices. 

Conventions Used 
in this Manual 

When instructed to "enter" information, type the information on 
the computer keyboard and then press the (ENTER) key. 

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

Accounts Receivable provides rapid and accurate monitoring of 
sales and incoming funds and offers many features: 

• A "balance forward" system 

• Optional use with General Ledger, Cat. # 26-1540 (all AIR 
transactions automatically posted to General Ledger) 

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

• Up to 2000 transactions a month 

• Up to 150 customers on file 

• Financial reports available upon demand: 

• Unposted transactions 

• Posted transactions 

• Customer list 

• Credit Limit Report 

• General Ledger account list 

• Aging report on selected customer accounts 

• Optional late charge processing (compounding option also 
available) 

• Optional use of minimum payment amount on statements 

• Mailing labels (on demand) 

• At end of period, printing of: 

• Statements 

7 



I 
• Aged Trial Balance for audit purposes 

• General Ledger report 

Interfacing 
Software 

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

To satisfy all your accounting needs, check at a Radio Shack store 
for the other two packages which complete the Model 4 
Accounting System: Accounts Payable (Cat. No. 26-1542) and 
Payroll (Cat. No. 26-1543). 

Application 
Capacities 

Accounts Receivable can process a maximum of: 

• 150 customer accounts 

• 2000 transactions per accounting period 

Note: Hard Disk will greatly enhance the capacities of AIR 
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Equipment 

To use AIR as a stand-alone package, you need: 

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

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

• A DMP200 or LP VIII (optional) for using the "condense print" 
feature 

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

Note: Hard Disk users need: 

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

Before 
You Start 

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

This section is designed to assist you in becoming comfortable with 
the AIR System. 

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

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

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

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

When running NR use the arrow keys (CD, CD, 8, and 8) to 
correct errors when entering data. Move the cursor to the error and 
type the correct information. 

Enter today's date in the format displayed on the screen. For 
example, for July 1, 1983, type 07/01/83 CEJIT.EID. At "time," press 
(IfflID. 

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

A C C U U N 'l' S i~ C C E f v' A B L E 

St'.'.TUI:' MEN:J 
2, CUS'!.'UM£R ,'1/,;.,I'.sl'I'~':NA.NCt-
J, 't'R.AN3AC·T'J"ur~ E~Vi."K'.t 
4. 'rRM./:;AC'i.'l(,N P0STl NG 
5. KE:PGtU'3 MENU 
6. END Gt" WO PR0CGiJl.JR!:~S 
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To print all the transactions that have already been "added" on 
your sample data diskette, press ffi for REYORTS M E~HJ. The 
screen shows: 

,_ 1.. ,J N "i' f"': e. C 

i. 1.i~iPOS'l'f,;;-:, '[';1):.f\:S.a.C1':'.0NS 
c,, f~'OS"L'ED 

Posted 
Transactions 

V A H 

Press (2) for POSTED TR.A.NS/1.CTWf\lS. The screen shows: 

POS 1::t• TH. SAC IONS 
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II 
Make sure your printer is ready and press CD for ALL 
TRANSt1CTIONS. 

PRINTER READY? Yif~ 

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

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

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

Customer 
List 

Next, you should print a list of all customers contained on the 
sample data diskette. 
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At the Reports Menu, press CI) for CUSTOMEP. L!ST/Ll\f3ELS. 
The question, PRif1.!TER RE/,DY? appears. Press CYJ if your 
printer is ready. The screen shows: 

MAJ:r,rNCt LllBBLS 

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

The prompt, I-\LF'H/1,BETJC1\L OR NUMt:RlCl\L ORDER? AIN, appears 
at the bottom of the screen. Press (!) to get an Alphabetical listing 
(you won't be able to specify a numeric range). 

Pressing CID prints a list by customer number. 
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Your screen shows: 

9 0 D~d . [IA f~MJCES 
3 , 6-!J CJA Y fl.ALANCF.:~} 
4. 50 DtV[ 3ALANCE:; 

COR:.P.gN'!' ftAJ.,1\t-lC~S 
6., IN/1.('.'l'lVP. ;.;;,1:_ft'1JM~F$ 

r::r.EDi:T ;,l.MJ.'J 

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

When the printing is complete, you are returned to the Reports 
Menu. 
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G/L 
Account List 

All of the required GIL Accounts, and some optional accounts have 
been entered on your sample data diskette. To see a printout of 
that list, press@ for GIL A.CCOU NT LIST at the Reports Menu. The 
screen shows: 

DO YOU WISH TO CONTlNUF? Y/1\i 

Press CY) to continue the report. 

PRINTER READY? YIN 

When you are sure your printer is ready, press CY). 

If you can't get the printer ready, press 00. You are then 
returned to the Reports Menu. 

The message, GENERAL LEDGER Accourn UST rn PROGRESS, 
appears briefly on the screen while the list is being printed. 

After the list is printed, you are returned to the Reports Menu. 
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II 
Now you have a list of all transactions previously entered, a list of 
all customers, and a list of General Ledger accounts (both required 
and optional) for AAA Hardware. 

To better familiarize you with the AIR System, follow the 
instructions to enter some sales transactions for AAA Hardware. 
Press (Il) to return to the Main Menu. 

At the Main Menu, press CI) for ·1 RANSAC,!01\J ENTF:Y. Your 
screen shows: 
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You are going to enter a sales transaction, so press CD for SALES 
ENTRY. The screen shows: 

C\JS'l'G%C.:.P: i 
CVS'I~)~,F:11 
"1~F<A.fi-S!-,-Cl.' £\.H~ ·t •• , 
J.N ;,·Jr1 .... 1t.,, ••. 

'J't-.;<"'.' 
•-••·- -·· 0 -Li1fi? "\:i'I.A/'\S,f\Cl.':::{;ri A::.lDf:.i) .. - ·· · 

Press 00 to Add the sales entry to your transactions. 

CUSTOMEF< # 

Type 100 CEJilm). 

CUSTOMER NAME 

The name of the customer identified by Account # 100 is 
displayed. If it is not XYZ Construction, you typed the wrong 
number. Press CEl) and type the correct number. 

TRt1NSACT!ON # 

Since you are in the Add mode, the transaction number is 
automatically displayed. The transaction number should be 
00009. 

INVOICE. # 

Enter Invoice # 00109. 
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DATE 

Type 03/03/83 (ENTER). 

lf\iVOICE TOTl\l 

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

GIL I\CCOUNT 

Type 4110 (ENTER), (ENTERl. 

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

/\MOUNT 

Type 150.65 ~ for the amount of the sale. 

TAX 

Type 7.53 ~ for the tax amount. 

AMY CHA!IJGES? YIN 

Check the information you entered. If it is correct, press OD. 
If the information is not correct, press CY) and change the 
information where needed. 
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XYZ Construction bought some paint in addition to the hardware 
items listed on the invoice. To credit the paint to the proper G/L 
account number, follow the instructions below: 

The sales entry screen now shows: 

CiJS'i\)M.E~ ii, •.. , ./_1):) 

(:1}S'f'OM:3K Nt,J"'t};., "A .. " 
'l'Rt,N;,J,C'i'IGN ¾,,. 1j()Ql.i.J 

G/L 

'fhl... • ... '"" ,. •,. 
·--·---w-l,P.S'? ·f.'t/A.)!S;;t'·l:'tC)N i-\C:D~>J-, 

10[) oc 005' !)C 1(;3 4 l HI·" l. "'.,O, (i·:''.< 7, 1:;} 

lNVOlCE # 

Press ~ to keep the same invoice number. 

DATE 

Press (ENTER) again for the date to remain the same. 

lNVOlC:: TCHAL 

The total displayed is 158.13. 

G/L ACCOUNT 

Type 4120 (Efllfl), (Efllfl). 

AMOU ~JT 

Type 105.87 m.ml for the amount of the sale. 
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TAX 

Type 5.29 ~ for the tax amount. 

ANY CHANGES? \'ir~ 

Check the information you entered. If it is correct, press CID. 
If the information is not correct, press CO and change the 
information where needed. 

At the bottom of the screen you will see the transaction listed 
under LAST TRANSA.Cr!ON ADDED. The information should look 
like this: 

______ ., _________ - LAST TRANSACTION .1\DDED---- ------------··---------
100 00010 00Hl9 03/€'13/83 4120- 105.87 5.29 

Another sale needs to be added to the transactions. This time, JMJ 
Geophysical Company bought some items to use in an excavation 
contract they recently signed. The sale amounted to $675.24 with 
$33.76 added for sales tax. 

Press (1:1) to enter a new customer number. 

Enter the following information: 

CUSTOMER# 

400 (ENTER). 

CUSTOMER NAME 

The customer name should show as JMJ Geophysical. If that 
is not the name shown, press (1:1) and reenter the number. 

Tfi.Ai\JSt,CTlON # 

The transaction number shown should be 00011. 

JNVOJCE # 

Type 00110 ~-
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DATE 

Type 03/03/83 CEBIIID. 

nJVOiCE TOTAL 

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

G:L ,t,.CCOUNT 

Type 4130 (ENTER) CENTER). 

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

..",MOUNT 

Type 675.24 CEJfl1B). 

'fype 33.76 CEN'IIID. 

l•.NV CHANGES? Y/N 

Check the information you entered. If it is correct, press OD. 
If the information is not correct, press CY) and change the 
information where needed. 

The information under LAST TRANSACTION ADDED looks like this: 

·------··-··---··----------· LAST T RA r,,1 S ACTION ADDED --------··---------------···-
400 0i:HH1 00110 03/03/83 4130- 675.24 33.76 

Press CE]) until you return to the Transaction Entry screen. 
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Adjustment 
Entry 

Jupiter Oil Company returned a defective part to AAA Hardware 
and requested that it be credited to their account. At the 
Transaction Entry Menu, press ffi for USTiV!Ei\JT ENTRY. The 
screen shows: 

CUS'f1)1.m:..: £ •• , • , • 

Cl .. i"ST0M£R. t'fA,'."t~; _ 
1'RA:\1S.A1,;'f'IO~./ t .. _ 
(N'i/Ol.CE # •• ,, ••• 
OA'f'::C:. 
JN\..101,.-,::ro: 'f'tYT.\td .... , 

(C/L ACC(,mn_. 
AM{HJNT ••• ,,, 
'l',~X, • • • • , , , • 

-•---·-----·--· .•.. --u,,S'I ri:.:hM-Stic·n >!•I /';DDE\)-·-------····--··--••------

Press 00 to Add an adjustment entry to your list of transactions. 

CUSTOiV!FR ,¥ 

Type 200 (ENTER). 

CUSTOMER N/\ME 

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

TR/\NSACTlON il 

The transaction number shown should be 0t')0l 2. 

INVOICE# 

Type 00102 (ENTER). 
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DATE 

Type 03/03/83 (ENTER). 

HJVOlCE TOTAL 

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

GIL ACCOUNT 

Type 4110 (ENTER) (ENTER) 

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

AMOUfH 

Type 39.54- (ENTER) for the adjustment amount. 

TAX 

Type 1.98- (ENTER) for the tax amount. 

ANY CHANGES 7 vm 

Check the information you entered. If it is correct, press (ID. 
If the information is not correct, press CY) and change the 
information where needed. 

The bottom of the screen shows: 

··---·---···-·-·-····--····· LAST TRAN SACT!O N ADD ED------··-----------······ ·• 
200 00012 00102 03/03/83 4110- 39.54- 1.98-

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

Press (E1) to enter a new customer number. 

CUSTOMER# 

Type 300 CEJJim). 
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II 
The name shown should be Percy's Interior Designs. If that is 
not the name displayed, press Cf]) and enter the correct 
account number. 

rRANSACTION # 

The transaction number shown should be 00013. 

JN\/O{CF -ii-' 

Type 00108 (EJfill[). 

DATE 

Type 03/03/83 (ENTER). 

INVOICE TOTAL 

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

C/L 1\CCOUNT 

Type 4110 (ENTER) (ENTER). 

The GIL Account description appears next to the account 
number. 

AMOUNT 

Type 7.50 for the adjustment amount. 

TAX 

Press (ENTER), since the tax does not need adjusting . 

. A.NY CH/1.NGES? YIN 

If the data shown is not correct, press (Y) and make the 
necessary changes. If the data is correct, press 00. 

The bottom of the screen now shows: 
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--·····-·----- ·-··· -------·· Lt,ST l RANSACTION /\DDED-------·-·--------·····------
00108 03/03/!33 4110· 7.50 .00 

Press (fj) until the Transaction Entry Menu appears. 

Payment 
Entry 

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

At the Transaction Entry Menu, press Cl) for f·'A,Y'Mf:NT ENTHY. 
The screen shows: 

CdS'; JMP:i-: 1. , , ,, •• 
1:,-:1.~ST(Jt'/.atr<~ NilM.B •• , 

CB},:~:r, # •• , ..• , ••• 
Or\'!"'1-:.,.,,, • • . / I 

Press CA) to Add a payment transaction. 

CUST0l\,1ER # 

Type 300 (ENTER). 

C STOMER !\JAME 

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

TRANSACTION # 

Since you are in the "Add" mode, the number is automatically 
shown. The number should be 0flH'll4. 

CHECI<# 

TypeCASHCEmB). 

D.ATE 

Type 03/03/83 (ENTER). 

AMOUNT 

Type 25.00 (ENTER). 

DISCOUNT 

Press CEm8) (there is no discount). 

ANY CHMGES 7 YIN 

Press OD if the data is correct. 

Press CY) if you need to make changes to the data shown. 

The bottom of the screen now shows: 

---------------"·--------- LAST TRANS A CT lO N ADDED ---------------------------
300 00014 CASH 03/03/83 25.00 .00 

Press (ff) to enter a new customer number. 

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

CUSTOMER# 

Type 500 cmEID. 
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CUSTOMER N.AME 

The name shown should be Lanier Surveying. If this is not 
the displayed name, press Ci:I) and enter the correct number. 

TRI\NSACT!ON # 

The number shown should be 00015. 

CHECK# 

Type 00145 (ENTER). 

Dl\TE 

Type 03/03/83 CEffllID. 

l\~✓10U NT 

Type 4412.50 (E'ff[EID. 

DiSCOUNT 

Type 220.63 (ENTER). 

/::..f\J·y CHANGES? .,(/N 

Press 00 if the data is correct. 

Press (YJ if you need to make changes to the data shown. 

The bottom of the screen shows: 

500 00015 

Press Ci:I) until you return to the Main Menu. 

Unposted 
Transactions 

You need to print an Unposted Transactions report to compare with 
the Account Posting Report you will get at closing. 
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At the Main Menu, select Option 5 for REPORTS 1v'1EN U. The screen 
shows: 

ACCUi.,N'i'S H CEf\JAHi. 

L 
4. 

Press (D for UN POSTED TRMJSACTWNS. The screen shows: 
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PRINTER READY? Y'iN 

Make sure your printer is ready and press CY). If the printer 
is not ready, press 00. When the printing is complete, you 
are returned to the Reports Menu. 

Transaction 
Posting 

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

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

Press (fl) until the Main Menu appears. Select Option 4, for 
Rf\NSACTlON POSTING. Your screen shows: 

'r K -:: I>, C T l I) N P O 3 f f r-! G 

ARE YOU SURE VOU ARE READY TO POST? YIN 

This question gives you the option of continuing or returning 
to the Main Menu to select another option. Press CY) to 
continue. 
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E.NTEr~ POSTING DATE ... xx1:<XlXX 

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

!S DATE CORFH:CT? 

Press CY). 

Ht\VE YOU Bt~Ci<ED UP YOUR FILES? 

This question appears on the screen to remind you of the 
necessity of backing up your files. Since this is sample data, 
press rn. 

PRINTER RE/\DY? YIN 

Make sure your printer is ready, then press CY). 

POST TF<_ANS/:tCTIONS It~ PROG!?.ESS 

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

TRANS1'-ICnONS POSTED 

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

POST TRMS,i\CTWNS COMPLETE 

When this message appears, you know that the posting is 
complete. You receive a printout of the Account Posting 
Report and a GIL Recap Report. 

Posted 
Transactions 

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

;,.'. E [ .,' A B L P. 

M E N ,J 

'JtvF\}~Yi.'81) 'L'R.r~MSA.C-1' tGNS 
Z. ~)S'!'SD 'i'!·U\tF1i1C'rtONS 

:., f. :~/''P 1.,Al:i~~,:~ 

Press C2J for POSH:D TfV\NSt\CTJONS. The screen shows: 

Press CD to print all transactions. 
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II 
PRINTER REt,DY? Y/1\! 

Press CY) when your printer is ready. 

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

Press (El) to return to the Main Menu. 

End Of Period 
Procedures 

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

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

CC'.)UNT Ef.:CE1VAP3Lf';' 

Ut" PERl'O F '.)'2f'~(.!,_~HBS 

Tl<IAL 8.1:,LA.!llCi•'. 
PH.UO::;. S1'hTEMEN'r i?RLNT 
Pf.Cs'.!:OD CI.O:JlMG 

D1S'I'l>l.(ll1'f'lON REP-DR'l' 
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Trial Balance 

Press CD for TRIAL 8!\LMJ CE from the End Of Period Procedures 
Menu. The screen shows: 

First, print a Trial Balance with no update. At the Trial Balance 
screen, press CD for TRI.AL RlHl. 

BEGINNlNG CUSTOiv1ER #: 

Press ~ to begin the Trial Balance run with the first 
account on your list. 

HAVE YOU BACl<ED UP YOUR FILES? Y/N 

If this was your own business, you would need to back up 
your files before proceeding. Since this is just a sample run, 
press CO. 

PRINTER READY? Y/N 

Make sure your printer is ready and press CO. 
If you press CID, you are returned to the End Of Period 
Procedures menu. 
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The Trial Balance with no update is then printed. This "trial run" 
feature provides a method to review your account balances without 
affecting your final period closing. 

Press OJ at the End Of Period Procedures menu to return to the 
Trial Balance screen. 

You are now ready to age and update the accounts. At the Trial 
Balance screen, press 00 for FIN AL RU N. This option ages, applies 
late charges (if any) and updates your customer accounts. 

\'v1UST CLOSE PERfOD AFTER Flf\JA,L RUN CONTIN F? Y/f\J 

Press CYJ to continue the final run. 

If you press 00, you are returned to the End of Period 
Procedures menu. 

CLEAR. YEAR·TO··Dl\TE Si\LES TOT!\L? Y/f\i 

Press 00. If you press CYJ, the Year-To-Date sales total clears 
to a zero balance. 

Type 03/31/83 (ENTER). 

(LAST 1-\GE XX/XX/)(X) 

The last date of a Final Run is shown here. 

HAVE YOU BACKED UP YOUF; FlLES7 YIN 

Press CYJ to continue the report. 

PRINTER READY? YIN 

Make sure your printer is ready and press CYJ. If your printer 
is not ready, press 00. You are returned to the End Of Period 
Procedures menu. 

When the printing is complete, your accounts are aged and 
updated. You are returned to the End Of Period Procedures 
menu. 
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If you were performing these procedures for your own company, you 
would print the statements next, before completing the 
end-of-period processing. 

Period Closing 

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

At the End Of Period Procedures Menu, press CI) for PER! 0 D 
CLOS rn G. The screen shows: 

i'Sf<IOD Ct, SIN 

HAVE YOU BACKED UP YOUR FILES? YIN 

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

Press (Y) if you have backed up your files. 

DO YOU W!SH TO CONTI!\lUE CLOSHJG? '1/N 

Press (Y) to continue the closing process. 

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

G/L Distribution 
Report 

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

Press@ for GIL D!.STRlBUTlON REPORT from the End Of Period 
Procedures Menu. Your screen shows: 

DO YOU WISH TO CONTlNUE? Y/N 

Press CO to continue the report. 

PrdNTER READY? YIN 

Make sure your printer is ready and press CO. Press 00 if 
your printer is not ready. You are then returned to the End 
Of Period Procedures menu. 

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

When you are through "Running AIR," press Ci:I) until you return 
to TPSDOS 

When you are ready to start your own company's AIR system, use 
new backups of the AIR program and data diskettes. Do not try to 
use the same diskettes you used in the Sample Session. 

Sample reports are provided in Appendix D to compare with the 
printouts you made during "Running AIR." 
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HOW TO USE THE 
CONVERSION SECTION 

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

The conversion section is divided into three sub-sections: 

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

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

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

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

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

Date of 
Conversion 

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

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

Interfacing 

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

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

Payment 
Options 

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

Late Charge 
Option 

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

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

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

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

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

Statement 
Printing 

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

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

The statements are automatically numbered for you; however, you 
can change the beginning number if you care to do so. Record your 
decision on the System Definition form. 

G/L Accounts 

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

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

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

Creating A 
Customer File 

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

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

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

The next few pages explain how to organize the information needed 
to set up AIR, enter the information into the computer, and then 
verify the entered information. 

To make sure that conversion from your present system of 
record-keeping to AIR is smooth and accurate, follow the 
instructions in this section carefully. 

Make sure you have the following items: 

• Current customer list, count, and balances 

• Trial Balance prepared as of the date of conversion 

• Copies of the conversion forms provided in this section 

Fill Out 
Conversion Forms 

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

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

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

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

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

2. Select Option 1, SETUP 1\/1 Er~ U from the Main Menu. 

3. Select Option 1, COMPANY .!fllFORM/\HON, from the Setup 
Menu. 

4. Press([). 

5. Enter the company information as instructed in the Reference 
Section. 

J3. Press CE]) until the Setup Menu appears. 

7. Select Option 2, SYSTEM DEFlN!TlONS, from the Setup 
Menu. 

8. Press([). 

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

10. Press CE]) until the Setup Menu appears. 

11. If you are running AIR as a stand-alone program, select 
Option 3, G/L J'\CCOLJNT M/l-.lNTENA~JCE, from the Setup 
Menu. (If AIR is interfaced with GIL, this option is not 
available.) 

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

13. Press CE]) until the Setup Menu appears. 

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

15. Identify each account (required and optional sales) to be used 
in the AIR system as instructed in the Reference Section. 
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16. Press (fl) until the Main Menu appears. 

17. Select Option 2, CUSTOMER M/.1Ir\l EN/\NCE, from the Main 
Menu. 

18. Enter all customer information as instructed in the Reference 
Section. 

19. Press (fl) untilthe Main Menu appears. 

Check Entered 
Information 

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

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

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

4. From the "Reports Menu," print the GIL Account List. 

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

6. Keep the customer list, GIL account list, and conversion forms 
for future reference. 

Conversion 
Period 

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

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

Instructions 
for Interfacing 

Run GIL independent of AIR and continue to use your previous 
method of record-keeping until you're sure both programs are 
running smoothly and accurately. Then you can interface the 
programs, following the instructions below: 

1. At the Main Menu, select Option 1 for SETUP M [ N U . 

2. At the Setup Menu, select Option 1 for COMPANY 
! FORIVIA.TlON. 

3. At the Company Information screen, press CY) for Yes at the 
question, INTERFACE TO GEN[R/\L LEDGEF/.? YIN. Be sure 
your GIL Data diskette is in a disk drive before you answer 
this question. 

4. At the Setup Menu, Select Option 4, for G/L ACCOUNT 
DEF!NlT!ON. 

5. Enter the required and optional accounts, making sure that 
the numbers for the accounts match with the numbers in the 
General Ledger system. 
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Notes on 
Interfacing 

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

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

When using AIR interfaced with GIL you must have the GIL disk in 
the expansion disk drive at all times. 

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

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

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

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

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

System Definitions 

Minimum Payment Option (Y /N) .............................. D 

Minimum Payment Percent . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 0 0 

Minimum Payment Amount ......................... D D D D D 

Late Charge Apply Option? (YIN) .............................. 0 

Compound Late Charges? (Y/N) ................................ D 

Late Charge Method (P/F) ..................................... 0 

Late Charge Percentage Break Amount . . . . . . . . . . . . . . D D D D D 

Late Charge Percent (Over Break Amount) ................ 0.0 0 

Late Charge Percent (Under Break Amount) ............... 0.0 D 

Late Charge Flat Amount . . . . . . . . . . . . . . . . . . . . . . . . . . . D O O D 0 

Minimum Overdue For Late Charge . . . . . . . . . . . . . . . . . D D D D D 

Beginning Statement Number ....................... DD DD D 

Print Zero Balance Statements? (Y/N) .......................... D 
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System 
Definitions 

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

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

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

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

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

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

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

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

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

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

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

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

Print Zero Balance Statements - Used to print statements for 
customer accounts that have a zero balance as of the end of the 
current accounting period. 

54 



Accounts Receivable 
Conversion Form # 2 

G/L Account Form 

Required 

Acct# 
(XXXX-XX) 

-

-

-

-
-

-

-

Optional 

Acct# 
(XXXX-XX) 

-

-

-

-

-

-
-

-

-

-

Description 

Accounts Receivable 

Cash in Bank 

Sales Tax 

Freight Charges 

Late Charges 

Discounts 

Sales 

Description 
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Definitions for 
Conversion Form # 2 

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

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

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

Name - (30 characters maximum) Statements or customer lists can be 
printed alphabetically or numerically, so you may want to enter the 
customer's last name first. 

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

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

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

Taxable? (YIN) - Enter a CY) for Yes or CID for No in the appropriate 
column on the conversion form. 

Discounts? (YIN) - Enter a CY) for Yes or CID for No in the 
appropriate column on the conversion form. 

Late Charge? (YIN)- Enter a CY) for Yes or CID for No in the 
appropriate column on the conversion form. 

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

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

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

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

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

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

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

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

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

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

Entering Sales, Payments 
or Adjustments 

1. Before entering transactions into the computer, organize them 
into three categories: Sales, Payments, and Adjustments. 
Transactions with negative amounts must be entered as 
adjustments. 

2. Each category must be entered through the appropriate 
selection in the Transaction Entry Menu. (Sales, selection 1; 
Adjustments, selection 2; Payments, selection 3) 

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

Printing an Unposted 
Transactions Report 

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

2. Compare this report with the documentation used in entering 
transactions. 

3. Make any necessary changes to the transactions through the 
appropriate transaction entry selection. 

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

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

Posting 
Transactions 

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

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

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

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

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

Adding and Changing Customer 
Account Information 

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

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

Deleting 
Customers 

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

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

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

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

Adding, Replacing, or Deleting 
G/L Defined Accounts 

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

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

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

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

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

3. Return to the G/L Maintenance function (found in AIR if not 
interfaced, in G/L if interfaced) and delete the old accounts no 
longer in use. You cannot delete any account still defined in 
G/L Definitions. 

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

Changing System 
Functions 

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

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

You may print the following reports whenever needed and as often 
as you like: 

Report Name 

UnPosted Transactions 
(Reports Menu, 
selection 1) 

Posted Transactions 
(Reports Menu, 
selection 2) 

Customer Lists (Reports 
Menu, selection 3) 

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

Mailing Labels (Reports 
Menu, selection 3) 

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

Statement Reprinting 
(End of Period 
Procedures, selection 2) 

'---"'"--~~ 

Uses and Hints 

This report lets you check all 
entered transactions before posting. 

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

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

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

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

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

(See the End of Period Procedures 
section for statement printing at the 
close of a period.) 
--~ 
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Period GIL Report (End 
of Period Procedures, 
selection 4) 

If you print a statement in 
mid-month using your working AIR 
diskette, the statement includes 
aged balances from the close of the 
last period and only the current 
month's activity. The current total 
includes last month's current 
balance plus all posted transactions 
for this month. The "as of' date on 
the statement is the last aging date. 

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

This report shows the status of GIL 
accounts as of the last period 
closing. 
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END OF PERIOD 
PROCEDURES 

Closing 
the Period 

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

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

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

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

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

Back up diskettes, using the pre-posting backups. If 
interfaced with General Ledger, back up the G/L data 
diskette. (See Appendix A, "Backup Procedures.") 

Post the adjustment transactions by selecting Option 4 on the 
Main Menu. If you are interfaced to General Ledger, insert 
the G/L data diskette in Drive 2 before posting. 

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

5. Make your End of Period backup of your data diskette as 
described in the instructions for making a backup library. 
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6. Print a FINAL Trial Balance with Update to update all 

customer accounts and to post late charges. DO NOT CLEAR 
YEAR-TO-DATE SALES TOTALS UNLESS YOU ARE 
ALSO CLOSING THE YEAR. 

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

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

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

9. Print a Period GIL Report (End of Period Procedures, 
selection 4). All AIR activity is reflected in the GIL account 
balances which were updated during Period Closing. 

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

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

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

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

Final Trial Balance run with update. 

Period GIL Report for the current period. 

End of Period backup of your AIR and GIL data. 

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

13. Print a list of all customers who were within 10 percent of 
their credit limit at the close of the last period (Customer 
List, selection 7). 
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Closing 
the Year 

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

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

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

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

System 
Startup 

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

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

Loading AIR 

To use AIR, insert the AIR program diskette into Drive 0 and the 
data diskette into Drive 1. If you are interfacing with G/L, place 
the G/L diskette in the expansion drive (Drive 2). Press the reset 
button and enter the date and time. When Tl~SD0.5 Reildy appears, 
type: 

AR4 (IffllD 

The AIR Main Menu appears. To choose a selection, press the 
number that appears before the selection. 

Exiting A/R 

When you are finished using the program, press (ff) until TR S 
Ready appears. Remove the diskettes and turn off the computer 
system. 
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Correcting 
Errors 

To correct an error in an entry screen before all data has been 
entered, use CI), CD, 8, and 8 to move the cursor to the error. 
Type the correct character(s). Move the cursor to the space after the 
last character in the line. Press (ENTER). 

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

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

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

If you choose the wrong selection, press (£1) and choose the correct 
selection. 

To erase all the data on an entry screen before reaching the bottom 
of the screen, press (£1). 

If you press ~ (on any screen in the AIR program), the cursor 
automatically moves to the bottom of the screen and the message, 
td~Y CHl\i\iGES'? Y/f\l, is shown. If you answer CY), the cursor moves 
to the top of the screen. Answering OD automatically updates the 
file. 

73 

V 



V 
MAIN MENU 

Use 

Use the Main Menu to access each AR function. 

Instructions 

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

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

2. rRSOOS r~eady 

Type AR4 (ENTER). 
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Your screen shows: 

MiWi:i 
2. CUS'h.JM.\":R ,v[;,,..·; '.n'£:l~~NCE 

TR!\NSAC"l'I(,;s; 
t,, ·1•;;:;;.;N:'.tt,.Cl"l f.\N PO~.;TJ. NG 

Rl:':}1 0,~·: '.~ ~f<:Nl" 
h. eNn Pf;l'I 1 (,;:; F-li0(.'.2lltJRE-:::· 

To use AIR, press the number that appears before the selection you 
wish to use. 

To return to Ti~SDOS press Cf.I). 
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V 
SETUP 
MENU 

Use 

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

Instructions 

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

CO/ti',PAN'.t f:>iFORMA'I'l()~~ 
/.. DEF'LNI'I'i,Gt•n; 
] • MAI~Tt:NANCE 
4 ~ DEr'HH'r !J)N 

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

To return to the Main Menu, press (EI). 
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COMPANY 
INFORMATION 

Use 

Use this option to: 

• Record your company's 
name and address 

• Inquire about or change 
company information 

• Make the decision to 
interface AIR with G/L 
or run AIR as a "stand 
alone" program 

Notes 

• Find out how many 
customer accounts 
AIR is storing 

• Find out how many 
posted and unposted 
transactions AIR is 
storing 

• Condense the print on 
reports (with a DMP200 
or a LP VIII) 

Complete Company Information before assigning account numbers 
to the G/L "required" and optional accounts, and to your AIR 
customer accounts. 

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

You can convert from "stand alone" to "interface," but never from 
"interface" to "stand alone." 
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vi 
Instructions 

At the Setup Menu, press aJ for COMPANY NFORMAT!mt Your 
screen shows: 

CtiMf'AtH INF'UKM.l\..Tf.ON, 
NAM.I-:, •••• , •• , ••• 
AtJ,>n.,~;.•d •• 
(;I'I''t--[Vi:'A'l'f; .. z I P .• 

C!JfW;_<;NSf PHU.rt o;,.; "'EPOHTS? 
:PH r Nf COMfJMN'l NAl-lE/,'\DDRPSf) 

I'RA.NSA•2T{,)~S •• ,., .• 

1. ENTER SELECTION 

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

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

2. NAME 

Type your company's name as you want it to appear on the 
top of all AIR reports and customer statements. (30 characters 
maximum) 

3. ADDRESS 

Enter your company's street address. (30 characters 
maximum) 
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4. C!TY-ST.b.TE-ZIP 

5. 

6. 

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

CONDENSE PRINT ON REPORTS? YIN 

Press CY) if you want to condense the print on reports to fit 
80 column paper. (You must use this option if you are using a 
DMP 200 or a LP VIII.) 

If you press 00 you will receive a report on 132 column 
paper. 

PfHf'JT CO!V1F'MJY N/\IViE/.t.\DDRESS ON STA.TEMENTS 7 YiN 

Press CY) if you want to print your company's name on the 
statements. 

Press 00 if you do not want the company name to print on 
the statements. 

7. lf'HEHFACE T() E ERAL LEOGEf<? Y/flJ 

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

Press 00 to run AIR as a "stand alone" system. 

LAST f-)Ef'.HOD CLOSING 

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

CUSTOMERS 

Displays the number of customers currently recorded in the 
system. 

UNPOSTE.D Tl~M,SJ\CTlONS 

Displays the number of unposted transactions currently being 
stored that were entered through the AIR Transaction Entry 
Screen. 
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POSTl:D RJ.\NS!-,CT!CJN:3 

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

Use 

Use the Accounts Receivable System Definitions option to: 

• Define the methods of 
payment you want to use 
for your customer accounts 

• Define the "Beginning 
Statement Number" 

Notes 

• Activate an auto­
matic "late charge" 
feature for your 
customer accounts 
that will appear on 
their monthly state­
ments. 

Each feature on the screen has been assigned a default value. In 
most cases, a feature may be activated by changing 00 to CD. You 
may choose those features which will better serve your business. 

The Late Charge Apply option is not accessible in the Customer 
Maintenance section if you choose 00 as the response during setup 
procedures. 

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

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

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

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

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

If you specify a minimum payment percent and a minimum 
payment amount, the system uses the greater amount when 
statements are printed. 

Instructions 

At the Setup Menu, select Option 2 for SYSTEM Dl:'FJ!\llTUJ!JS. 
Your screen shows: 

f'J.NIT(0Nf, 

MlN!Y..UM PAlii;iUl'C O~"l'}(.,/.~ t:fc'~/),.",. 
M.1N!.MiJf>f !'.<\.l''MEm: ?t::H.CtN'!'_,., ••• , 
11! NJ:M:::u, J:?'l'!.Yl.ilEN·r A.Ml.J:rnT •• , ••• , • , , , • 

Lf~Tt..: G!~HCE Mi~'l'HOD 
L,A'S'E ('.?{{~R:(;E P>:RCe,N,•roG 
LA.'l'E Cl1A.RGE l1 £!:?.C!'.';;,n: 
i.,!-1:TB CHAHGE; P~f.CEr·fi' ~ Ln;\H~~R BHE4.K _;,M;~\lJWi , • , ..• , • , 
1..1\TB ('.tli\HGE f'LA.' 1' ,t\.!-J.OU~'T',, ",., •• , •• , ••••. 
~1N';:i.t0M ()Vf':l-i.r1i,.;:>: ?'f.)fi GA'i"'S CHA.\'f.Gl::~ •..•• , , • 

STA'.l'E:M£NT ¼UMciH~c e.' •• "' ".' ••••• C >. ,. <, 

1. ENTER SELECTION 

Press aJ to enter the System Definitions information or to 
change the information previously entered. 
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Press CI) to display, but not change, information that was 
previously entered. 

2. i\iHrJiMUM P,i,V!ViENT OPHON (Y/N) 

Press CY) to specify a minimum payment. 

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

3. MINIMUM PAYMENT PEPCENT 

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

4. M!MlMUM PAYME\\IT AMOUNT 

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

5. LPdE CHAr~GE ,"IPPL·i OPTlON (Y/i✓) 

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

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

6. COMPOUf\iD LATE CH,11.RGES? (Y/N) 

Press CY) to activate this option. 

Press CID if you do not wish to use this option. 

7. LAT~. CHARGE ~,1ETHOD (P/F') 

Press Cl) to calculate late charges by percentage. 

Press CD to calculate late charges as a flat rate (specified on 
the next page). Go to Step 11. 
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8. LATE CHARGE PERCENTAGE BRE/\K AMOU~l 

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

9. LATE CHARGE P RCENT (OVER BREAK AMOUNT) 

Enter the monthly percentage rate used to calculate late 
charges for amounts equal to or in excess of the break amount 
specified above. Use 1 digit before the decimal and 2 digits 
after. 

10. L1TE CH1\RGE PERCEiJT (UNDER Bf?EAK 1\iVIOUNTl 

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

11. LATE CHARGE FU\1 l'd\/iOUNT 

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

12. Ml.N!MUM OVERDUE FOR LATE CHt,RGE 

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

13. BEG!NNl.f\iG STATEMEI\IT NUMlkR 

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

14. PRiNT ZERO BALM!CE STATEMENTS? (Y/Nl 

Press CY) to print statements with a balance of zero. 

If you do not want to print statements with a balance of zero, 
press (JD. 
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Press CY) if you want to change the System Definitions 
information. Go to Step 2. 

Press CJD if the System Defintions information is correct. 
Go to Step 1. 

Press (fl) to return to the Setup Menu. 
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G/LACCOUNT 
MAINTENANCE 

Use 

If your AIR system is not interfaced to GIL, use the GIL Account 
Maintenance option to: 

• Record account numbers and 
descriptions when first 
setting up AIR 

• Change account 
description 

Notes 

• Add new accounts 

• Inquire about accounts 

• Delete accounts which 
have been removed from 
GIL Account Definition 

This function is not available when the AIR system is 
"interfaced" to the GIL system. 

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

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

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

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

At the Setup Menu, select Option 3 for G!L.. ACCOUNT 
MtJf\JTEN/,NCE. The following screen appears: 

1. ENTER SELECTION 

Press (A) to add an account. 

Press © to change account description. 

Press OD to delete an account. 

Press CI) to inquire about an account. 

Press CE1) to return to the Setup Menu. 

2. GIL ACCOUNT NUMBER 

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

To change an account description, enter the account number. 

To delete an account, type in the number of the account and 
press (ENTER). Go to Step 4. 
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3. 

4. 

To inquire about an account, enter the account number. Go to 
Step 5. 

Press Cf]) to enter a different selection. 

DESCl~J PTJOf\l 

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

DELETE THIS PECClrW? Y/f,J 

Press CY) if this is the record you want to delete. 

Press OD if this is not the record you want to delete. Go to 
Step 2. 

5. DISPLAY f·JEXT RECORD7 

Press CY) to display the next account number and description. 

Press OD if you do not want the next record displayed. Go to 
Step 1. 
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G/LACCOUNT 
DEFINITION 

Use 

Use the GIL Account Definition function to: 

• Identify each account to 
be used in the system. 

Notes 

• Define optional sales 
or adjustment accounts 
as needed in your 
business (sales returns 
and allowances, etc.) 

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

All optional accounts function as sales accounts. 

You must complete the GIL Account Definition function before any 
activity can occur on the AIR system. 

All account numbers entered for "required" or optional accounts 
must have been previously entered through GIL Account 
Maintenance (on the AIR System, if not interfaced, or the GIL 
System, if interfaced). 

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

89 

V 



Instructions 

At the Setup Menu, select Option 4 for GIL /\[.'.COUNT DEf,NFWN. 
Your screen shows: 

(, / ;, N'i' 1)(\f.'J.;,JITl:U:-l 
'I'\') ')f,;F r~;I:'.> i\(f_"'l.'. ~ 

CJ\,f,d t•,: iiHt\'f\,, ••• .,.,,.,, •• , 

LP.'Tfi; 1.:'H.fl.::?G~•:, 
G1 S(~l)il,",i'l";.> ••• ,. • • • , •• , , • , 
S,'f\!,8:S O::>f?!\\JL'T; 

1. E~JTER SFLECT!Oi\J 

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

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

Press (II) to return t-0 the Setup Menu. 

2. ACCT .. 

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

3. /.;,\iY CHAI\JGES7 Y/f'J 

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

Press 00 if the Account Definition information is correct. 
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CUSTOMER 
MAINTENANCE 

Use 

Use the Customer Maintenance function to: 

• Enter customer account 
information when first 
setting up AIR 

• Enter customer balances 
during Setup 

• Assign account numbers 
to customers 

Notes 

• Activate a "Late 
Charge" feature for 
your customer accounts 

• Inquire about 
customer accounts 

• Delete customer 
accounts 

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

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

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

Amounts entered should reflect the account status as of the end of 
the last period closed. Each amount uses two decimal places with 
the maximum entry for each amount being 9,999,999.99. 
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If you answer "No" to the question, TA.X,I\BLE? (Y/Nl, the system 
does not prompt you to enter a tax amount. If you answer "No" to 
the question, D l SC OU f\iT S '? ( Y mi, the system does not prompt you to 
enter a discount amount. 

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

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

The Period Activity and Net AIR features are display only and 
cannot be changed o.n the screen. 

When you add customer accounts, the screen displays the account 
number, customer name, city, state, and zip code of the last account 
entered. 

Instructions 

Select Option 2, CUSTOMEf~ Mt,.Jf\JTU~/i,NCE, from the Main Menu. 
Your screen shows: 

C U S 'l' iJ ,'\ MA.J.NTEf,;ANCE 

C\JS'(\J"!EP r-mMGE!"i •.. 
N1\Mf; •••• ,, •• , •••• , 
ADDR.ES~J ••• , , , • , , 
AODR.ESS. 

FHONS NUMiJ!rn •..••• 

'l'AXABLE'/ ( Y;'t-:i f.. " 
LA'.l'F: i.>fG? •:Y/NJ •. 

FE,HUG AC'l'l \!: 'f"'i. ••• 
NET A./R, , •••• , ••.•• , 

1. Ei\lTER SELECTION 

OISCOU~1'S? (f/N). 
Cl~E:Ul.'t' i.J\~1':'l'. 

30 f:,At. ••• , 
9(;: £, GVEK. 
Y'l'D SA.LEf. 
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Press 00 to add an account. 

Press © to change account information. 

Press (]J to delete an account. 

Press CI) to inquire about an account. 

Press (TI) to return to the Setup Menu. 

2. CUSTO!'Jl R !\!Uf\ll!JE.F~ 

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

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

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

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

3. 1~1-\ME 

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

4. ADDRESS 

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

5. ADDRESS 

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

6. ClTY-STAT E-ZlP 

Enter city, state, and zip code, using up to 20 characters for 
the city, 2 characters for the state and 10 characters for the 
zip code. 
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7. FHC)NE NUl'ViBEFi! 

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

8. TAXM3LE? (YIN) 

Press (YJ if you want to apply tax to this customer account. 

Press CID if you do not want to apply tax to this customer 
account. 

9. DISCOUNTS? {Y/N} 

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

Press CID if you do not want to apply discount amounts to this 
customer account. 

10. U\TE HG? (Yif\:) 

Press (YJ if you want this customer to have automatic late 
charges applied each month during end of period processing 
for past due balances. 

Press CID if you do not want the customer to have automatic 
late charges. 

11. CREDIT LliVlIT 

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

12. CURfH:.NT 

Enter the portion of the customer's balance that is the result 
of the last 30 days activity. You may use up to 7 digits before 
the decimal and 2 digits after. You may also change the "+" 
to a " - " if the amount is negative. 

13. 30 DAY 

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

94 



14. D.~Y 

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

15. 90 DAY & OVEFI 

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

16. LATE. CHARGES 

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

17. YTD Sl•LFS 

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

18. PEFilOD Acnvrry 

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

19. NFT MR 

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

20. /:,0JY CHt1~JGES 7 Y1N 

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

Press CID if there are no changes to the current information. 
Go to Step 2. 

!_/\ST CUSTOIV![R .ADDED: 

This feature automatically shows the account number, 
customer name, city, state, and zip code of the last account 
you entered (in the "Add" mode). 
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21. DELETE THlS RECURD'1 YIN 

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

Press 00 if you want the customer account to remain in your 
records. Go to Step 2. 

Press (IT) to enter another selection. Go to Step 1. 

Press (Y) to display the next account (in numerical order). 

Press 00 if you do not want to see the next account. Go to 
Step 1. 

Press (IT) to return to the Main Menu. 
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TRANSACTION 
ENTRY 

Use 

Use Transaction Entry to: 

• Record a sales transaction • Adjust prior entries 

• Enter payments made to 
your customer accounts 

Notes 

No more than 100 transactions can be entered before posting. 

When you are adding a transaction, AIR automatically assigns and 
displays a "system" transaction number. 

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

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

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

You must enter a valid date for all transaction entries. 

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

97 

V 



V 
Instructions 

At the Main Menu, select Option 3 for TRMiS!,CTlGi\J f: NTRV. The 
screen shows: 

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

Press Ctil to return to the Main Menu. 
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Sales 
Entry 

Use 

Use the Sales Entry function to: 

• Enter all sales transactions 
to be posted to your customer 
accounts 

• Delete sales transactions 

• Enter freight charges that 
are billed to your customers 

Notes 

• Change sales 
transaction 
information 

• Inquire about sales 
transactions 

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

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

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

You must enter a valid date for all sales transactions. 

No more than 100 transactions can be entered before posting. 

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

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

Instructions 

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

(:Uf:I'OMEH it.½ , • , • 

01','.l'L •• , • • • • • • • • I 
lN'✓OlCL 'l\)'\~l;L, .. , 

/\C\JJiJl\l'J' ••• 
i'i..?-¾)\-1N'r •••.• , •• 
TAX ••• " •• ,. 

-·- - - -- - - - - - • -·-- - ·LA.S'P 'J'iU:NS,:-.C'!' t<iN t\.D[H!'.D-- ·- - -· -· ·• - ·· -· · 

1. rnTER SELECTION 

Press (A) to add a sales transaction. 

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

Press C[) to delete the information entered in a sales 
transaction. 

Press CD to inquire about a sales transaction. 

Press (fl) to return to the Transaction Entry Menu. 

2. CUSTOMER# 

Enter the customer account number. 
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3. CU TOMER NAME 

After you enter the customer number in Step 2, AIR displays 
the customer name for verification. 

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

If you entered the wrong account number, press (E1) and go to 
Step 2. 

4. ·rn,'le.f,iSACTIO:,J # 

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

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

If you are in the "delete" mode, you must enter the 
transaction number to recall the information. Then go to 
Step 11. 

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

5. H-JVOICE # 

Entt:!r the invoice or reference # that refers to this sale 
(numeric or alphanumeric). (5 characters maximum) 

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

6. D;'.\TE 

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

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

INVOICE TOT/\1.. 

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

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

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

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

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

Press (ENTEB) if you do not Want to enter a tax amount. 

If you answered CJD for No at the question TAXABLE? ( Y1 I\J , 

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

Li\ST TRANSI\CTlON ADDED 

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

10. Al\lY CHANGE$? Yif1,J 

If the information is not correct, press CY). Go to Step 5. 

Press CJD to add the record to the system files. Go to Step 5. 

11. DE ETE T H!S RECORD? Y/1\i 

Press CY) to delete the displayed transaction. 

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

12. DISPLAY NEXT RECORD 7 YiM 

Press CY) to display the next transaction. 

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

Use 

Use the Adjustment Entry function to: 

• Make any adjustments to 
your customer accounts 

• Delete adjustments made 
to your customer accounts 

Notes 

• Change adjustments made 
to your customer accounts 

• View adjustments that 
have been made to your 
customer accounts 

You may enter negative amounts when using this function. 

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

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

You must enter a valid date for all adjustment transactions. 

The items shown under "Last Transaction Added" appear in the 
same order as entered. This feature is only shown on the screen in 
the "Add" mode. 

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

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

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

Select Option 2, ,'.\ DJ U STM EN r E f\l H:Y, from the Transaction Entry 
Menu. Your screen shows: 

i2ti[)'r:JMP:R 1-. , , . , 
'.:SJ"')'{1)i{t'.R 1\Ar,n.::,", 
't·HA}~Si\CT WN ~.", 
I NVGIC!:'. i,., . 

t.HC1UNT • •••• , 

1. ENTER SELE.CHON 

Press CA) to add an adjustment transaction. 

Press a] to change the information entered in an adjustment 
transaction. 

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

Press CD to inquire about an adjustment transaction. 

Press (fl) to return to the Transaction Entry screen. 

2. CUSTOMER# 

Enter the customer account number. 

3. CUSTOM ER N1'.IM E 

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

4. TRANSACTION # 

If you are in the "add" mode, AIR automatically shows the 
transaction number. 

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

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

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

5. INVOICE# 

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

6. DATE 

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

rnvoICE TOTAL 

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

7. G/L ACCOU f\lT 

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

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

8. AMOUNT 

Enter the adjustment amount (not including the tax amount). 
Use up to seven digits before the decimal and two digits after 
the decimal. 
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V 
9. TAX 

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

Press ~ if you do not want to enter a tax amount. 

L/1,ST Tr~t\NSACTION t\DDED 

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

10. MJY CHJ\f~GES? YIN 

Press CY) to change the adjustment information. Go to Step 5. 

Press CJD to add the record to the system files. Go to Step 5. 

11. DELETE THlS RECORD? V/[\J 

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

Press CJD if the displayed transaction is not the one you want 
to delete. Go to Sten 2. 

12. D1SPLAY NEXT RECORD? '{IN 

Press CY) to display the next transaction. 

Press CJD if you do not want to display the next transaction. 
Go to Step 1. 

If you answered CJD for No at the question TAXABLE":' (Y/NJ 
when you set up the customer account, you are not prompted 
to enter a tax amount. 
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Payment 
Entry 

Use 

Use the Payment Entry function to: 

• Enter all payments to 
your customer accounts 

• Delete payments previously 
entered to your customer 
accounts 

Notes 

• Change payments 
previously entered to 
your customer accounts 

• View payments entered 
to your customer accounts 

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

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

This option does not accept a negative amount. 

You must enter a valid date for all payment transactions. 

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

Select Option 3, PAY M ENT E r•J TRY, from the Transaction Entry 
Menu. Your screen shows: 

DA't':<: •.••• , •• 
AMOUNT., ••••• , 
DISC,'.)'Jr,rJ.', , •• , • 

1. ENTER SELECTION 

Press (A) to add a payment transaction. 

Press © to change the information entered in a payment 
transaction. 

Press OD to delete the information entered in a payment 
transaction. 

Press CD to inquire about a payment transaction. 

Press CE]) to return to the Transaction Entry screen. 

2. CUSTOMER# 

Enter the customer account number. 

3. CUSTOMER r~AME 

After entering the customer number in Step 2, the customer 
name is shown for verification. 
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4. TR!\f1JS1\CT!ON # 

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

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

If you are in the "delete" mode, you must enter the 
transaction number to recall the information. Then go to 
Step 10. 

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

5. CHECK off. 

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

You may enter "CASH", etc., if that was the form of payment 
received. 

6. TE 

Enter the month, day and year for the transaction. 

7. ,cqjj()LJ 

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

8. DlSCOUfl!T 

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

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

If you answered CID for No at the question D!SCOLrn s·: (YIN) 
when you set up the customer account, you are not prompted 
to enter a discount amount. 
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LAST TR/1.NSACTlON ADDED 

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

9. ANY CHANGES? Y/N 

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

Press 00 to add the record to the system files. Go to Step 5. 

10. DELETE THIS RECORD? YIN 

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

Press 00 if the displayed transaction is not the one you want 
to delete. Go to Step 2. 

11. DlSPL!\V NEXT RECORD? Y/N 

Press CY) to display the next transaction. 

Press 00 if you do not want to display the next transaction. 
Go to Step 1. 
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TRANSACTION 
POSTING 

Use 

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

Notes 

Back up your diskettes before using this option. 

You must post after you have entered 100 transactions. 

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

You must enter a valid posting date to post transactions. 

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

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

At the Main Menu, select Option 4, TFUH✓ Si\CTlON POST!:'~G. Your 
screen shows: 

1. /\RE YO SU C: YOU J'\f/E. P TO POST? Y/N 

Press CY) if you are ready to post transactions. 

Press CJD if you are not ready to post transactions. You can 
then select a new option from the Main Menu. 

2. ENTER POSTING DATE,,JOUXX/X)( 

If you want the system date (displayed) to be the account 
posting date, press (ENTER). 

If you want your records to show a different posting date, 
enter the new date. 

ENTER POSTING ERtoD 

(This message shows on the screen only if AIR is interfaced 
with G/L.) 

Enter the current or next period in the G/L System (1 - 12). 
The current period is displayed. 
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3. D1\TE COt<RECT! 

4. 

Press CY) if the posting date is correct. 

Press GD if the posting date is incorrect. Go to Step 2. 

Ht\VE YOU BACKED UP '"/OUR FJL::s Y/f✓ 

If you backed up your AIR data diskette after entering the 
last transaction, press CY). 

If you have not backed up your diskette, press Cf[). 

At the Main Menu, press (IT) to return to TRSDOS F/eady. 
Make a backup, following the instructions in Appendix A -
"Backup Procedures." 

Make sure your printer is ready and press CY). (If you p,ress 
CY) and your printer is not ready, the program will lock and 
you must exit the system.) 

If the printer is not ready, prepare it for printing, then press 
CY). 

Press Cf[) if your printer is not ready. You are then returned 
to the Main Menu. 

POST TR/\f\/SA.CTIONS 1N F'ROGF~:ESS 

This message appears on the screen to let you know that the 
transactions are in the process of posting. 

TRANS/l.CTIONS POST ED 

The number of transactions appears beside this message as 
they are posted. 

POST TR1\NS/\CTlON!3 COMPLETE 

This message appears on the screen to let you know the 
posting is complete. You then receive a printout of the 
Account Posting Report and a G/L Recap Report. 
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V 
REPORTS 
MENU 

Use 

Use the Reports Menu to: 

• Confirm that you 
entered account 
information correctly 
when you set up AIR 
(G/L Account List) 

• Print a list of 
unposted transactions 
currently being stored 
(Unposted Transactions 
Report) 

• Print mailing labels 
for customers 
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• Print a list of 
posted transactions 
for the current period 
(Posted Transactions 
Report) 

• Print a complete or 
partial list of 
customers (Customer 
List) 

• Confirm that all 
transactions are 
posted 



Instructions 

Select Option 5, F<EPORTS MENU, from the Main Menu. Your 
screen shows: 

1.,, (JN?:'.)S'!'Ki) 'ti ,\~S/1,C'f' I' ONS 
2. PfrS'l'BO TiU\NSAC'1' u_·;11tS 
3. t.:U-J'i' UH.t~:ts 
4. 

1. ENTER SELECTION 

Press (]J to print an Unposted Transactions Report. 

Press CZ) to print a Posted Transactions Report. 

Press (3J to print a Customer List and/or Mailing Labels. 

Press @ to print a G/L Account List. 

Press CE]) to return to the Main Menu. 

115 

V 



V 
Unposted 
Transactions 

Use 

Use the Unpasted Transactions function to: 

• Print a report of all 
transactions currently 
entered through the 
Transaction Entry screens 
that have not been posted 

Instructions 

• Verify transaction 
input before the 
actual processing 
takes place 

Select Option 1, Uhl POSTED TRANS/\CT!0!1JS from the Reports 
Menu. The screen shows: 

PR I )'.JTE'.R REA.DY? Y , N 
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Make sure your printer is ready and press CY). (If you press 
CD and your printer is not ready, the program will lock and 
you must exit the system.) 

If the printer is not ready, prepare it for printing, then press 
CD. 

If you can't get the printer ready, press CID. You then return 
to the Reports Menu. 

UN~'OSTC:D TF~/\!\lS/\CTJQ\\JS L.I~)T iN PHOt~R:ES 

This message appears on the screen to let you know the 
Unposted Transactions list is in the process of printing. When 
the printout is complete, you return to the Reports Menu. 

You can press cm while printing to cancel the report. 

117 

V 



V 
Posted 
Transactions 

Use 

Use the Posted Transactions Report option to print all transactions 
that have been posted in the AIR system for the current period. 
You can print all transactions or only sales, adjustments, or 
payments. 

Print this report just prior to running the Trial Balance, Final Run, 
at the end of the period. 

Instructions 

Select Option 2, POSTED TRAi'JSACT!ONS, from the Reports Menu. 
The screen shows: 

118 



1. ENTER SEl.ECT!ON 

2. 

Press CD to print a list of all transactions. 

Press 00 to print a list of sales transactions. 

Press CID to print a list of adjustment transactions. 

Press CA) to print a list of payment transactions. 

Press (f]) to return to the Reports Menu. 

PRINTER READY? YIN 

If your printer is ready, press CY). If you press CY) and your 
printer is not ready, the program will lock and you must exit 
the system. 

If the printer is not ready, prepare it for printing. Then press 
CY). 

If you can't get the printer ready, press 00. You are then 
returned to the Reports Menu. 

Press (f]) to cancel the report while printing. 

TRAMSP.CTlONS UST COMP ETE 

This message appears on the screen to inform you that the 
printing process is complete for the chosen list of transactions. 
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Customer 
List/Labels 

Use 

Use the Customer List/Labels function to: 

• Make sure the correct 
customer numbers are 
assigned to transactions 
before entering through the 
transaction entry displays 

• Print customers with no 
current period activity 

• Print customers who are 
within 10 percent of their 
credit limit as of last 
closing 

Notes 

• Print all customers 
or a selected range 
of customers 

• Print only accounts 
that have a current, 
30 day, 60 day, or 
90 and over aged 
balance as of last 
closing 

• Print labels for 
mailing 

If you choose to print a numeric customer list, you must enter a 
valid beginning customer number. If you enter a number that is too 
high the message, l i\i V ,:l, Ll D FV.\ fll E, is displayed. The cursor then 
returns to BEGli'J NG ST,)MFR ii, and you can enter a valid 
customer number. 

120 



Instructions 

Select Option 3, CUSTOMER USTiLt\BELS, from the Reports Menu. 
The question, Pf,'.lf,JTEi~ REA.DY 7 Y.'['>l appears. Press CD if your 
printer is ready. The screen shows: 

1. ENTER. SELECTIOi\l 

To print a list of customers, press (]). Go to Step 2. 

To print mailing labels, press m. Go to Step 6. 

CUSTOMER L!ST 

2. iU.PH.ABETlC/\.L OR NUMERlCAL ORDER? .A./M 

Press 00 for a list of customers in alphabetical order. Go to 
Step 3. 

Press 00 for a list of customers by account number. Go to 
Step 3. 

3. ENTtR SELEC'TTON 

Press m to print a list of all customer accounts. 
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4. 

Press m to print a list of customer accounts with a balance 
aged 90 days or more. 

Press m to print a list of customer accounts with a balance 
aged 60 days. 

Press (!) to print a list of customer accounts with a balance 
aged 30 days. 

Press m to print a list of customers with a current balance. 

Press C6:) to print a list of inactive customer accounts. 

Press (jJ to print a list of customer accounts that are within 
10 percent of their credit limit. 

If you asked for an alphabetical listing, the printer begins as 
soon as you enter your selection. If you chose a numerical 
listing, go to Step 4. 

To begin the report with the first customer on: your account 
list, press wrt:m). 

To begin the report with another customer, enter the 
customer number. 

5. rnD!fliG CUSTOMER # 

To end the report with the last customer on your account list, 
press~. 

To end the report with another customer, enter the customer 
number. 

6. DO YOU WlSH TO 1\UGl\l THE L1\BELS? Ym 

Press CY) to align the labels for mailing. 

Press OD if you do not want to align the labels. 
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7. ENTER SELECT!r.)N 

Press OJ to print mailing labels for all customer accounts. Go 
to Step 4. 

Press CI) to print mailing labels for customer accounts with a 
balance aged 90 days. Go to Step 4. 

Press m to print mailing labels for customer accounts with a 
balance aged 60 days. Go to Step 4. 

Press Cl) to print mailing labels for customer accounts with a 
balance aged 30 days. Go to Step 4. 

Press m to print mailing labels for customer accounts with a 
current balance. Go to Step 4. 

Press CID to print mailing labels for customer accounts that 
are inactive. Go to Step 4. 

Press Cl) to print mailing labels for customer accounts that 
are within 10 percent of their credit limit. Go to Step 4. 
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V 
G/L Account 
List 

Use 

Prints all GIL accounts and their descriptions that were entered 
through the GIL Account Maintenance setup display in the AIR 
system. 

This report helps you define your GIL accounts on the GIL Accc,unt 
Definition display for a "stand alone" AIR system. 

Notes 

This report is not used with an "interfaced" system. 
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Instructions 

Select Option 4, C,L /\CCOicJl\•l Li.:;T, from the Reports Menu. The 
screen shows: 

; : l.' ,.,; t>i '_<_' i,, ~" 'l' 

Press CY) if you want to print a G/L account list. 

Press CJD if you do not want to print a G/L account list. You 
are then returned to the Reports Menu. 

Press CY) if your printer is ready. If you press CY) and your 
printer is not ready, the program will lock and you must exit 
the system. 

If the printer is not ready, prepare it for printing, then press 
CY). 

If you can't get the printer ready, press CJD. You are then 
returned to the Reports Menu. 
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END OF PERIOD 
PROCEDURES 

Use 

Use the End Of Period Procedures to: 

• Generate a Trial Balance 
so you can review all 
transaction entries that 
were posted to each 
customer for the current 
period 

• Print a G/L Distribution 
Report at the end 
of the period 

Notes 

• Print customer 
statements at the 
end of a period 

• Close the program's 
records at the end of 
an accounting period 

The Trial Balance, Trial Run, can be run at any time. 

For proper end of period processing, print a Trial Balance, Trial 
Run, enter adjustments, and print the Trial Balance, Final Run, 
before printing statements and closing the period. 

The GIL Report generated through this menu replaces your 
Accounts Receivable journal. Print it at the end of every period and 
keep it. 

Print customer statements at the end of each period. 

To run Period Closing, there must be at least one posted 
transaction. 
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During Period Closing, AIR is readied for the next period. Current 
posted transactions are deleted and ending balances are printed on 
the G/L Distribution Report. 

See the Summary of Tasks section for guidelines on end of period 
record keeping and beginning a new period. 

Instructions 

Select Option 6, END OF PERIOD PROCEDURES, at the Main Menu. 
The screen shows: 

A C C Ci N T S R C E 1 1i J>. B l, E 

l 'I'IH AL F~i\1,Al'iCE 
L. PBR 10D STA7'£MEti'! l?RI N'l' 
J. PBIUQD CLOSll.iiG 
4. G/t, Dl£i'PRIBU'!'I0N REPO!.-U· 

Press the number that appears before the selection you wish to use. 
To return to the Main Menu, press (!I). 
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V 
Trial 
Balance 

Use 

Use the Trial Balance option to: 

• Print all or part of your 
customer accounts for 
audit purposes before 
actually updating your 
customers 

• Age customer accounts 

Notes 

• Apply late charges and 
update each customer 
account 

• Begin actual period 
closing procedures 

You can run the Trial Balance, Trial Run, at any time. Late 
charges are applied if the late charge feature is in use. The 
customer accounts are not actually updated. 

After Trial Balance, Final Run, has been processed, you must print 
statements and perform period closing. You are unable to access 
other Main Menu options until these functions are completed. 

The system asks for beginning and ending customer numbers on 
Option 1, Trial Run, only. 

If you do not want a numerical range of customers for Selection 
ffi, press (ENTER). All customers are then printed. 

If there are no posted transactions, you cannot activate the final 
run. You must enter at least one transaction and post it before the 
final run. 

The "as of' date on the Trial Balance, Trial Run defaults to the last 
posting date. 
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You must enter a valid "as of' date for the end of period. (The date 
must be greater than the last period closing.) 

Instructions 

Select Option 1, Ti~ I/i. i.. Bft,. I ... M,I CE, from the End of Period 
Procedures Menu. The screen shows: 

1. Ei\JT[R S LECTlD'.\i 

Press CD to print all or part of your customer accounts. 

Press Cl) to age, apply late charges and update your customer 
accounts. Go to Step 5. 

To begin the Trial Balance run with the first customer 
account on your list, press (ENTER). 

To begin the Trial Balance run with another customer, enter 
the account number. 
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V 
3. HAVE tOU BACl<ED UP YOUR FlLES 7 Y/N 

4. 

If you have backed up your data diskettes, press CD. 

If you have not backed up your diskette, press CID. 

At the Main Menu, press (ff) to return to TRSDOS Ready. 
Make a backup, following the instructions in Appendix A -
"Backup Procedures." 

PRINTER RE!\DY7 Y/N 

If your printer is ready, press CO. If you press CO and your 
printer is not ready, the program will lock and you must exit 
the system. 

If the printer is not ready, prepare it for printing, then press 
co. 
If you can't get the printer ready, press OD. You are then 
returned to the End Of Period Procedures Menu. 

5. MUST CLOSE PERIOD A.FTER FlNAL RUN. CONTINUE? YIN 

Press CO to continue the final run. 

Press CID if you do not want to continue. You will be returned 
to the End Of Period Procedures menu. 

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

Press CO if you want to clear the Year-To-Date Sales Total to 
a zero balance. 

Press CID if you do not want to clear the Year-To Date Sales 
Total. 

7. /l,S OF DATE 

Enter the end of period date. Go to Step 3. 

(LAST AGE / / 

The last date of a Final Run is shown here. 
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Period Statement 
Print 

Use 

Use the Period Statement Print function to print your end of period 
statements. 

Notes 

An alignment routine is provided so you can properly align 
statements before printing. 

Enter a valid end of period date. 

Statements should be printed only after the Trial Balance (Final 
Run) has been run for the current period. 
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V 
Instructions 

Select Option 2, PI: Fif OD 3 T /1 TE Mi:: NT P rd~.: T, at the End of Period 
Procedures Menu. The screen shows: 

1. !J.S OF Di\1 E 

Enter the end of period date. 

2. DO YOl! WlSH TO /\UGN FORMS'.' Y1f✓ 

Press CO to align the forms for your statements. 

Press 00 if you do not want to align the forms. 

3. CH.ANGE 8EGl/,li\J NG STMt.lV!ENT !'IJU!V:BEFP 

Press CO if you want to change the beginning statement 
number. 

Press 00 if you want to use the displayed statement number. 
Go to Step 5. 

4. NEW ST/HElVIEl\!T # 

Enter the new beginning statement number (if you answered 
"Y" to CH/, N G E BEG f N N 1 N G ST AT E M E N T N U fv18 E P 7J. 
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5. 

6. 

7. 

BECI N.j G C 

To begin printing the statements with the first customer 
account, press ~-

To begin printing the statements with another account, enter 
the account number. 

F!\ID!NCi C i"O!\AFR ;II 

To end the statements with the last customer on your list, 
press (ENTER). 

To end the statements with another customer, enter the 
account number. 

PRli\JTEf,: REc",,DY 1 Yli\1 

If your printer is ready, press CY). If you press CY) and your 
printer is not ready, the program will lock and you must exit 
the system. 

If the printer is not ready, prepare it for printing, then press 
co. 
If you can't get the printer ready, press 00. You are then 
returned to the End Of Period Procedures Menu. 
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V 
Period 
Closing 

Use 

Use the Period Closing function to complete the end of period 
processing. 

Notes 

The system reads all posted transactions and accumulates total 
debits and credits by G/L account number so the GIL Distribution 
Report can be produced next. 

When the period closing is complete, all posted transactions for the 
current period are purged from the system (this does not include 
unposted transactions). 

After aging customer accounts (Trial Balance, Final Run), Period 
Closing must be run before any other Main Menu options can be 
accessed. 
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Instructions 

Select Option 3, Pf":RIOD CLOSING, from the End of Period 
Procedures Menu. The screen shows: 

1. HAVE YOU BACKED UP YOUR FILES? YIN 

If you have backed up your data diskettes, press CT). 

If you have not backed up your diskette, press 00. At the 
Main Menu, press (tl) to return to ·r RS DOS Ready. Make 
backups, following the instructions in Appendix A, "Backup 
Procedures." 

2, DO YOU WlSH TO CO~JTINUE CLOSING? Y/!\i 

Press CD to continue the closing process. 

Press 00 if you want to stop the posting process. You are 
then returned to the End of Period Procedures Menu. 
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V 
G/L Distribution 
Report 

Use 

Use the G/L Distribution Report function to review all General 
Ledger activity during the previous period for the A/R system. 

Notes 

The amounts shown on the report represent the total debit and 
credit amounts that were posted to your customers during the 
previous period for each active G/L account number in the AIR 
system. 

You must run the Close Period function at least once before 
printing this report. 

You can run this report at any time, but it reflects the status of 
each G/L account as of the "last period closing" only. 
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Instructions 

Select Option 4, G/L Dl~;TRIBUT!Ofli REPORT, from the End Of 
Period Procedures Menu. The screen shows: 

1. DO YOU \/'JISH TO CONTINUE? Y1N 

Press CTJ to continue with the G/L Distribution Report. 

Press 00 if you do not want to continue with the G/L 
Distribution Report. You are then returned to the End of 
Period Procedures Menu. 

2. PRiNTER READY? V/N 

If your printer is ready, press (YJ. If you press CTJ and your 
printer is not ready, the system will lock and you must exit 
the system. 

If the printer is not ready, prepare it for printing, then press 
CD 

If you can't get the printer ready, press OD. You are then 
returned to the End Of Period Procedures Menu. 

137 

V 





BACKUP 
PROCEDURES 

Creating and Maintaining 
a Backup Library 

When you use AIR, you accumulate and store data on diskettes. 
Any damage or loss of this data due to equipment malfunctions, 
power failures, or misplacement of printed reports can cause your 
company serious problems. 

To make sure that you can retrieve most of your data in case of a 
mishap, create and maintain a "backup library." A backup library 
is a group of diskettes that contain all Accounts Receivable data 
entered (and General Ledger data, if the two packages are 
interfaced). The following instructions explain one method of 
creating a backup library. You may find another method more 
suited to your needs, but it is essential that you have some kind of 
backup library to protect your data against accidental loss. Start 
your backup library the first day that you enter information into 
AIR. 

L At the end of each day that you enter data into AIR, back up 
your data diskette following the instructions in this appendix. 
Label the diskette with the day of the week it was made. For 
example, back up all work done on Tuesday onto a diskette 
labeled "Tuesday." Store these backups and continue running 
AIR with your working copies. 

After using AIR for one week, back up onto the previous 
week's set of backups for that day. For example, on Monday of 
the second week, back up your working data diskette onto the 
diskette already labeled "Monday." By doing this, you always 
have a record of current data for one week. 

2. Each time you prepare to post transactions (no matter how 
often or seldom you post), first make a separate backup of 
your data diskette. Label this diskette "Pre-Posting." Reuse 
this diskette every time you prepare to post, copying over the 
previous data on the diskette. By keeping this data diskette, 
you always have data current to your last posting session. If 
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A 

3. 

4. 

data is lost during posting, it is easy to recover. (See 
"Recovering Lost Data" in this appendix.) 

If you are using NR with the General Ledger package, you 
should also make a backup of the GIL data diskette before 
posting and label this diskette "Pre-Posting." 

At the end of each accounting period, after posting 
transactions and before closing the period, make a new 
backup of your data diskette. Label it with the name of the 
period (for example, "June, 1983"), and store it in a safe 
place. 

At the end of the fiscal year, after you have posted 
transactions, and closed the final period, make one more 
backup, labeling it with the year. Store the backups in a safe 
place. 

Save the backup library as long as your business needs dictate. No 
matter how long you save it, be sure to start a new backup library 
at the beginning of each fiscal year. 

The following chart is a summary of the different sets of backups 
kept in a library similar to the example above: 
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A 
Backing Up 
Program Diskettes 

To back up your AIR program diskette (to use in running the 
Sample Session or to make a working copy for your company), use 
this procedure EXACTLY: 

1. Turn on.your system as instructed in the Introduction to Your 
Disk System manual. 

2. Insert a new blank diskette in Drive 1 and close the drive 
door. If you prefer, you can reuse an old diskette. 

3. Insert the program diskette in Drive 0, and close the door. 

4. Press the reset button. 

5. The screen shows: 

D/-\TE: !'h!Vl!DD/YY? 

Enter the date. For example, for January 1, 1983, type 
01/01/83 (ENTER). 

6. When TRSDOS F~eady appears, type FORMAT :1 (Q=N) 
(ENTER). 

7. If you are reusing an old diskette, the following question 
might appear: 

Diskette conta\ns data -·- Name 
you sure you want to format it? 

If the question appears, type Y (ENTER). 

8. When the formatting process is complete, the screen should 
show: 

Formatting complete 
TRSDOS Ready 

Type BACKUP :0 TO :1 (ENTER). 

142 



9. After the copyright notice appears, the screen shows: 

Destination disk l D is different: Name= NAME Date"" M M!DD/Y'{ 
Are you sure you want to back up to it <. Y,. r~ >? 

Type Y CERIEID. When the backup is complete, the screen 
shows: 

Backup 
rRSDOS Ready 

Check if the backup procedure was successful: 

1. Remove the original program diskette from Drive 0. 

2. Take the backup program diskette out of Drive 1. Place it in 
Drive 0 and close the drive door. 

3. Press the reset button. If the screen shows: 
TRSDOS Ready, your backup was successful. 

When you remove the backup program diskette from Drive 0, write 
the diskette name on the label, using a felt-tip pen. 

Formatting and 
Backing Up 
Data Diskettes 

To back up your AIR data diskette, the Sample AIR data diskette, 
or the G/L data diskette, follow these steps EXACTLY: 

1. Insert your program diskette in Drive 0 and close the drive 
door. 

2. Insert a new, blank diskette in Drive I and close the drive 
door. If you prefer, you can reuse an old diskette. 

3. At TRSDOS Ready, type FORMAT :1 (Q=N) (ENTER). 
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A 
4. 

5. 

6. 

If you are reusing an old diskette, the following question 
might appear: 

Diskette contEdns data-·-·~· Narne = r~1\rv1 f: Date ~~ !Vt D/YY 
/id··\~ you st.we you vvant to format lf? 

Type Y (ENTER). 

When the formatting process is complete, the following 
message appears: 

Formatting 
TRSDOS Ready 

Remove the formatted diskette from Drive 1. (This diskette 
will now be referred to as the "destination disk.") Type 
BACKUP :1 TO :1 can:ERJ. 

7. When i.nse!'t SOURCE disk (ENTEfl) appears, insert the data 
diskette you wish to back up in Drive 1 and close the drive 
door. Press (ENTER). 

8. When Insert DESTINATlOl'J disk (ENTER) appears, remove the 
source disk from Drive 1. Insert the destination disk in Drive 
1 and press (ENTER). 

9. The following message appears: 

Destination 1D is different: Name 0 ~ NA.1\/!E. Oate = fVifVl/DD/YY. 
Are you sure you 'Nant to backup to it Y/1\J > 7 

Type Y (ENTER). 

10. Continue to insert diskettes as prompted by the computer. 
When the backup procedure is complete, the following 
message appears: 

cornpiete 
TRSDOS Ready 

Write the diskette name on the label of the new backup 
diskette, using a felt-tip pen. 
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Recovering 
Lost Data 

If your entered data is ever lost, or if the working copy of your 
program or data diskette is damaged, use the diskettes in your 
backup library to recover the lost data. If you maintain your 
backup library as described in the Introduction Section, you can 
recover all data entered up to either your last posting session or the 
end of the previous day (whichever is most recent). 

Recovery Using the Pre-Posting Diskettes. To recover all 
data entered before the last posting session, make a copy of the 
"Pre-Posting" set of diskettes in your library. (Also, make a backup 
of the GIL "Pre-Posting" data diskette, if you are using AIR with 
the General Ledger package.) These diskettes become your new 
working copies for day-to-day use. 

Post any unpasted transactions stored on the new working 
diskettes. Then, enter any transactions that have occurred since the 
posting. You can now continue running AIR normally with your 
new working copies. 

Recovery Using the Previous Day's Diskettes. To recover 
all data entered up to the end of the previous day, make a backup 
of each of yesterday's diskettes from the backup library. These 
diskettes become your new working copies for day-to-day use. 

Using the new working copies, enter any transactions that have 
occurred since the beginning of the day. You can now continue 
running AIR normally. 

Reprinting Reports. If a report is misplaced, you can easily 
print the report again. In your backup library, find the set of 
backups for the period from which you need the report. Use these 
backups to print a copy of the missing report. When you have 
finished printing, return the backup set to the library, and continue 
using your current working copies to run AIR. 
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IN CASE OF 
DIFFICULTY 

If AIR does not seem to be working properly, first make sure 
that your disk system is properly connected and turned on. 
Be certain that you turned on all peripheral devices before 
turning on the computer. 

If you answer CY), for Yes, to the message "Printer Ready? YIN," 
and the printer is not ready, the program will lock. You must then 
exit the system and restart the program. 

If you press (EJ) too many times, a flashing cursor appears in the 
upper left corner of a blank screen. You can press (ENTER) to return 
to TRSDOS Ready and reload the AIR program. 

At times, an error message may appear on the screen. There are 
three types of error messages: 

• TRSDOS errors, such as ·"* Errnr 33"*. Refer to your Model 
4 Owner's Manual. 

• AIR errors, such as CO~JTROL M.ASTER NOT FOUrJD. See 
"AIR Error Messages" in this appendix. These messages are 
listed in alphabetical order. 

• COBOL errors, such as • •ERROR 23 RECORD NOT FOU D 
ON FILE DATA/Xu See "COBOL Error Messages" in this 
appendix. These messages are listed in numerical order. 

AIR Error 
Messages 

In this section, error messages are in ALL CAPITALS and are 
flush left. Possible causes are also flush left. Corresponding 
solutions are indented. 
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B 
t\CCOUNT DEFINED H,t GIL .ACCOUNT DEFINITIONS. ACCOUNT GJOT 
DELETED. 

You tried to delete an account that is used in G/L ACCOUNT 
DEFINITIONS. 

Run GIL ACCOUNT DEFINITIONS and change the account 
number for the account you want to delete. Then return to 
GIL ACCOUNT MAINTENANCE and delete the account. 
(See the Reference section for more information regarding 
changes to GIL accounts.) 

.AGING COl\ilPLETED. CLOSE PERIOD BEFORE CONTlNU.IMG. 

After aging and updating customer accounts, you tried to select a 
Main Menu option other than END OF PERIOD PROCEDURES 
before you properly closed the period. 

Return to END OF PERIOD PROCEDURES and run 
PERIOD CLOSING. 

/,GHJG HAS BEEN RUN FOR THIS PERIOD 

You tried to age customer accounts twice in the same period. 

Return to END OF PERIOD PROCEDURES and run 
PERIOD CLOSING before trying to age customer accounts 
again. 

;\GING Ht,S NOT SEEN fWN 

You tried to run PERIOD CLOSING before aging and updating 
customer accounts. 

Run the AGE & UPDATE option of TRIAL BALANCE before 
closing the period. 
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The AIR data diskette is damaged. 

Use your backup and then continue. See Appendix A for 
Recovery of Lost Data. 

END OF PERIOD POSTING H/\S NOT BEE:f\l RU~J 

You tried to print the PERIOD G/L REPORT before closing the 
first period using the AIR package. 

Run PERIOD CLOSING before selecting this function. 

G/L /1CC0U!H NOT DEf!NED 

During TRANSACTION ENTRY, you tried to enter a G/L account 
number that is not named in GIL ACCOUNT DEFINITIONS. 

Enter the correct account number, or return to G/L 
ACCOUNT DEFINITIONS and define the account. 

G/L DEF1f\llTJONS CONT/:df\lS INVALID CODES 

After setting up the GIL accounts incorrectly, you tried to select an 
option (other than SETUP MENU) from the Main Menu. G/L 
ACCOUNT DEFINITIONS contains either duplicate account 
numbers or account numbers that have not been created in GIL 
ACCOUNT MAINTENANCE. 

Run GIL ACCOUNT DEFINITIONS and change the 
appropriate account numbers. 

GENEf~,b,L LEDGER DIS!< NOT FOUND PRESS ENTER TO COf'HlNUE 

You did not insert the proper General Ledger diskette while 
interfaced to that package. 

If you did not insert the General Ledger data diskette, do so 
now. 

149 

B 



B 
lNVM .. lD Rf,.NGE 

When choosing to print a numeric range of customers (CUSTOMER 
LIST/LABELS), you entered a beginning customer number that 
was too high. 

Enter a customer number that is in the correct numeric 
range. 

LEDGER SYSTEM !S OUT OF BALMJCE 

With an interfaced system, you tried to post to General Ledger 
while it was not in balance. 

Run General Ledger and make necessary changes to put the 
G/L system into balance. Then, post the AIR transactions. 

M.AX!MUM NUMBER OF RECORDS ALREADY ADDED 

You tried to create more than 30 GIL accounts. 

Delete unnecessary GIL accounts and then add the needed 
accounts. 

NEGATIVE LAH CHARGE 8AL/"NCE NOT ALLOWED 

In an ADJUSTMENT ENTRY, you tried to credit a customer's late 
charges with an amount greater than the late charges outstanding. 

The amount displayed next to the AMOUNT line following 
the error message is the amount of late charges outstanding. 
You may credit the customer's late charges up to this amount. 
Any amount over this displayed amount should be credited 
through one of the customer's sales accounts using the 
ADJUSTMENT ENTRY option of TRANSACTION ENTRY. 
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NO CUSTOMERS ENTERED AT THlS TIME 

You selected the CUSTOMER LIST/ LABELS option from the 
REPORTS MENU before adding customers. 

Add customers using CUSTOMER MAINTENANCE before 
selecting this option. 

[1JO DETAIL TO BE POSTED AT THIS TIME 

There are no unposted transactions to post. 

Enter the transactions you want to post using 
TRANSACTION ENTRY. 

NO END OF MONTH DET/l,lL 

You tried to close a period in. which there was no activity. 

Resume normal processing. 

NO MORE TRA.NSACT!ONS CAN BE ADDED .. PLU\SE POST 

You tried to add more unposted transactions while at least 100 
unposted transactions already exist. 

Run TRANSACTION POSTING and then continue entering 
transactions. 

NO TRANS.ACTIOMS AT THIS T!ME 

You tried to print a POSTED TRANSACTIONS REPORT when no 
transactions are posted. 

Post transactions using TRANSACTION POSTING before 
selecting this option from the REPORTS MENU. 
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You tried to print an UNPOSTED TRANSACTIONS report when 
none exist. 

Enter transactions using TRANSACTION ENTRY before 
selecting this option from the REPORT MENU. 

NON-ZERO 8/'.\U\NCE. CUSTOMEF: CM•H,OT BE DELE!'ED 

You tried to delete a customer account with an outstanding 
amount. 

A customer account must have a balance of zero before it can 
be deleted. 

RECORD ,\LJ-1EADY EXISTS 

You tried to add a customer with a number that has already been 
used. 

Use a different customer number. 

RECORD NOT FOUND 

You tried to access a G/L account or customer account that does not 
exist. 

Add the new customer using CUSTOMER MAINTENANCE 
or enter the correct customer number. 

Add the account using GIL ACCOUNT DEFINITIONS and/or 
GIL ACCOUNT MAINTENANCE or enter the correct account 
number, 

STATEMENT DATE DOES NOT MATCH .AGE DATE 

You tried to print statements using a date different from the date 
you aged customer accounts. (Trial Balance, Final Run). 

Change the statement date to correspond to the age date. 
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THERE lV{E f\JO 1\C"HVE C STOMERS /~T P!lS TIME 

You tried to select a Main Menu option (other than the SETUP 
MENU or CUSTOMER MAINTENANCE). 

Run CUSTOMER MAINTENANCE and add necessary 
customers. 

THIS FUNCTION ~JOT t\V/\!U\BLE 

You tried to select GIL ACCOUNTS MAINTENANCE from the 
SETUP MENU after answering "yes" to the "INTERFACE TO 
GENERAL LEDGER?" question in COMPANY INFORMATION. 

With an interfaced system, run G/L ACCOUNT 
MAINTENANCE using the General Ledger package. 

You tried to print a GIL ACCOUNT LIST using the AIR package 
when interfaced to· G/L. 

Print the GIL ACCOUNT LIST using the General Ledger 
package. 

TRANSACTlONS [:XIST. CHANGE NOT AU .. Cl'NED. 

You tried to change G/L account numbers after entering 
transactions for the current period. 

If transactions have not been posted, you can delete them 
using TRANSACTION ENTRY and then change the G/L 
account numbers. Otherwise, you must close the period before 
changing any G/L account numbers. 
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B 
COBOL 
System Errors 

When the system encounters a serious problem, a COBOL Error 
occurs. The following information and reference table will assist 
you in determining the cause of the problem and instruct you as to 
what action to take. The Reference Table is only a guideline. It 
does not include all causes and solutions but simply the most 
common. If you continue receiving the error code after taking 
corrective action, call your local Radio Shack Computer Center for 
assistance. 

Some error conditions cannot be corrected, but methods to recover 
your data may be available. For your information, the most 
common recovery method is explained in this section: 

* "Go To Backups" corrects approximately 80% of the errors 
encountered. 

Error Messages 

The system can no longer function when a serious problem is 
encountered. The system displays a COBOL error message, and the 
program returns to RS DOS COBOL errors appear in various 
formats. This is the format in which they generally appear: 

''ERROR## description ON 1=tLE fiie name. Where: 

description 

file name 

indicates the error number. 

identifies the error. 

identifies the file in which the error occurred. 

It is very important that you write down the exact message and 
any other information you see at the bottom of the screen. For 
example, the file name may be needed to restore the program. You 
should also note the exact circumstances which led to the error. 
This information may be helpful in determining the cause of the 
problem. 
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Errors may be caused by hardware, program, or procedural 
problems. The following pages explain procedures you may need to 
use to regain system operation. At the end of this section is a 
reference table, listing probable causes and solutions to error 
messages. 

Hardware Problems 

Hardware problems are often difficult to detect and can cause 
unpredictable results. Solutions vary considerably depending on the 
type of hardware problem you encounter. There are three 
classifications of hardware problems: 

1. System - A malfunction of the computer itself, which 
requires repair by a qualified technician. 

2. Media - A malfunction caused by a dirty, full, or defective 
disk (floppy diskette or hard disk). 

3. Environmental - A malfunction possibly caused by one of 
the following conditions: 

a. storm 

b. brown out 

c. electrical surge 

d. diskette storage 

e. physical location of computer 

f. magnetic field in vicinity (something as simple as a 
magnetic paper clip holder next to a diskette). 

Go To Backups 

If the solution listed in the Reference Table is "go to backups," 
follow the instructions below: 

1. Format a blank new diskette. (Appendix A of this manual 
contains Format procedures.) If your backup program and 
data are on separate diskettes, format two diskettes. 
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2. Make a copy of your most current backup diskette, using the 

BACKUP command. (Appendix A of this manual contains 
Backup procedures.) 

3. The copy(s) you made in Step 2 is your new working diskette 
(set). Label and date the new working diskette (set). 

4. Use the working diskette (set) to restart the system. Enter all 
the information that was entered since the last time the 
backup diskette (set) was updated. 

5. Proceed with full system operation using the new working 
diskette (set). 

Note: We recommend that you update the backup diskette (set) at 
the end of each day. Updating means to copy from a working 
diskette to the backup diskette, using the BACKUP 
command. (Appendix A in this manual contains the Backup 
procedures.) 

If the backup program and data are on separate diskettes, 
update both diskettes. Updating the backup(s) on a daily 
basis will save you lots of time and work. In the event of a 
COBOL error, you only lose the data that was entered that 
day. 

COBOL Error Reference Table 

DELETED TRSDOS 
COMMAI\I 

22 DUPLICATE WRITE 

Probable Causes/Solutions 

The program contains a minimal 
operating system which includes only 
BACKUP and FORMAT. 

Probable Causes/Solutions 

Program: 

Some programs automatically generate 
ISAM keys when new records are 
added. This creates a multi-record 
situation which sometimes causes the 
program to inadvertently add a record 
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2.3 HECO!W i\JOT FOUf·JD 

to a file twice. The system does not 
allow this and generates an Error 22. 
Go to backups. 

Procedural: 

(a) Error 22 also results when the 
system has been exited improperly. Go 
to backups. 

Note: Do not remove diskettes from 
drives or turn the system off unless 
TRSDOS is displayed. Press the 
(fl) key continuously to return to 
TRSDOS remove all diskettes 
from drives, then turn the system off. 

(b) Error 22 may also appear as a 
result of Error 24. If you fail to go to 
backups after receiving an Error 24, an 
Error 22 occurs. You must follow the 
go to backups routine. 

Probable Causes/Solutions 

Program: 

The program added a record to a file 
with an incorrect ISAM key and is 
trying to recall the record with the 
incorrect ISAM key. Go to backups. 

Procedural: 

Error 23 can also appear as a result of 
receiving an Error 24 and failing to go 
to backups. When a file has overflowed, 
there's a good chance that the "index" 
for the file is rendered useless. Even 
though the record is present in the file, 
the "pointer" in the index does not 
exist. Go to backups. 
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24 DlSI< IS FULL 

30 HARDWARE l/0 
ERROR 

94 FILE NOT FOU D 

Probable Cause/Solution 

Hardware (Media): 

There is no more room on the diskette. 
This error also appears if you try to 
enter more then 65,500 records into a 
file. Some programs allow the 
expansion of disk drives to increase the 
system's data storage capacity. 

Probable Causes/Solutions 

Procedural: 

Error 30 can occur if your diskette is 
write protected. Remove the piece of 
gummed foil on the diskette. 

Hardware: 

Generally related to disk controller, 
disk drive, memory, or media problems. 
Call a service technician. After the 
repairs, go to backups. 

Probable Causes/Solutions 

Procedural: 

(a) Wrong diskette mounted in the 
drive (most common). The program 
diskette must be in Drive 0 and the 
data diskette must be in Drive 1. Also, 
make sure both drive doors are closed. 
After making the appropriate 
adjustment, you may proceed with 
running the program. 

(b) A program has been abnormally 
terminated without closing the file. 
The next program to access the file 
prompted Error 94. If no records were 
added or deleted prior to receiving 
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Error 94, you may restart the program. 
If you added or deleted records prior to 
receiving the error, go to backups. 

Note: If you restart the program and 
receive another error message, check 
out the remaining causes to see if you 
can pinpoint the problem. If not, go to 
backups. 

Hardware (Environmental): 

Check the environmental conditions. 
Correct the situation if possible, then 
go to backups. 

Hardware (Media): 

(a) Directory on diskette is bad. Go to 
backups. 

(b) Diskette is bad. Indentations, worn 
tracks, scratches on the film surface, 
and wear around the disk core are 
some of the characteristics of a bad 
diskette. Go to backups. 

Hardware (System): 

You may have a bad disk controller, 
disk drive, or defective drive door. 
Have the system checked by a service 
technician. After repairs, go to 
backups. 

Important Note: Hardware problems 
are very difficult to detect. If you 
continue to receive Error 94, let·a 
service technician check out your 
system. 
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98 INDEX ERROR Probable Causes/Solutions 

Program: 

Error 98 is a "catch all" error for any 
type of error associated with accessing 
the index of an ISAM file. The safest 
recovery in any case is to go to 
backups. 

Hardware (Media): 

(a) Bad diskette media (most common). 
You can confirm this cause by LISTing 
the file (TRSDOS command). If Error 4 
or 5 is encountered, the diskette, disk 
drive, or disk controller is in error. The 
most common cause of Error 4 or 5 is 
dirty media (diskette problem). Go to 
backups; and if you still receive Error 
98, do another LISTing. If you 
encounter Error 4 or 5 again, the 
problem may be with your drive or 
disk controller. Have repairs made, 
then go to backups. 

(b) Disk related hardware failure can 
cause garbage in the ISAM index. Go 
to backups. 

Procedural: 

(a) If you remove a diskette from the 
drive during the process of adding or 
deleting, the index will be destroyed. 
Go to backups. 

(b) Error 98 may also appear as the 
result of Error 24 (exceeding the data 
capacity). Go to backups. 
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99 UNK.NOWN ERROR Probable Cause/Solution 

Error 99 is a "catch all" error code, 
which may result from an internal file 
handling problem or an environmental 
hardware condition. If you suspect a 
hardware problem, let a service 
technician make the repairs, then go to 
backups. 
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GLOSSARY 

Accounts Receivable - The debts owed by customers as a 
result of the sale of merchandise or services on credit. 

Adjustment Entry - An entry made to correct or change 
previously posted transactions. Press [3J at the Main Menu 
and then press (}). 

Aging Report - A status report of accounts. Each account is 
classified according to the number of days the balances have 
been aged. Press (I) at the Main Menu, and then press CD. 

Audit Trail - A means of verifying transactions. Used to trace a 
transaction from source documents to transaction entry to 
posting. Examples: purchase order, invoice, check, and 
reference numbers. 

Backup - A duplicate copy of a diskette. 

Backup Library - A set of backup program and data diskettes 
that contain all AIR data entered. These diskettes may be 
used to retrieve lost data. A typical backup library consists of 
end-of-day, pre-posting, end-of-period, and end-of-year 
diskettes. 

Balance Forward - A system whereby open items are 
consolidated monthly and aged at the end of each month. 

Company Information - A setup function used to define basic 
company information and options necessary to begin actual 
use of the AIR package. Later can be used to review current 
record count and current balance. Press CD at the Main 
Menu and then CD at the Setup Menu. 

Conversion - The process of going from the current accounting 
system to the Model 4 computer accounting system. 

Conversion Forms - The forms to be manually filled in prior 
to entering and storing data on disk. Used to expedite the 
conversion process. 

Current Period - The accounting period for which you are 
entering transactions. 
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C 
Customer Maintenance - A Main Menu function used to 

define basic information on customers. May also be used to 
review the aged balances of customers. Maximum: 150 
customer accounts. Press ffi at the Main Menu. 

End of Period - A Main Menu function used to close the 
current period's activity for each GIL account and customer 
account and to prepare for the next period's processing. Lets 
you print a Trial Balance for audit purposes, update customer 
accounts, print statements, and print a GIL distribution 
report for the current period. Press CID at the Main Menu. 

General Ledger -The collection of all asset, liability, and 
capital accounts that appear on the balance sheet. 

G/L Account Definition - A setup function used to define 
account numbers for all active GIL accounts. Maximum: 17 
accounts. Press CD at the Main Menu and then press @ at 
the Setup Menu. 

GIL Account Maintenance - A setup function used to assign 
GIL accounts for AIR. Cannot be accessed when interfaced 
with the General Ledger package. Maximum: 30 accounts. 
Press CD at the Main Menu and then press (JJ at the Setup 
Menu. 

G/L Distribution Report - A report listing all activity posted 
to each GIL account. The totals are "as of" the most recent 
period closing. Press CID at the Main Menu and then press 
@. 

Interfacing - Using the AIR program with the GIL program. 

Offsetting Transaction - A type of adjustment entry used to 
correct or completely cancel a posted transaction. 

Payment Entry - A transaction for recording monies received 
against a customer account. Press CID at the Main Menu and 
then press (ID again. 

Posted Transactions - The transactions which have been 
transferred from the unposted transactions file to the posted 
transactions file. The amount is debited or credited to the 
proper GIL and customer account. 
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Posted Transactions Report - A printout of all transactions 
that have been posted in the AIR system for the current 
period. 

Reports Menu - A Main Menu function which lets you print an 
unposted transactions report, a posted transactions report, a 
selection of customer lists, mailing labels, and a G/L account 
list. Press ffi at the Main Menu. 

Sales Entry - A transaction for recording sales invoices to a 
customer's account. Press (~ at the Main Menu and then 
press CD. 

System Definitions A setup function used to select additional 
options to customize the AIR package to a particular company 
before actual use of AIR. Available options: minimum 
payment, late charges, and monthly statement printing 
options. Press CD at the Mc1in Menu and then press C2) at 
the Setup Menu. 

Transaction Entry A Main Menu function which lets you 
add, change, delete and inquire about transactions. Three 
transaction types: sales, adjustments and payments. 
Maximum: 100 unposted transactions can be entered before 
posting to customer accounts. 2000 transactions can be posted 
to customer accounts per accounting period. Press C3J at the 
Main Menu. 

Transaction Posting - A Main Menu function used to post all 
unposted transactions. Debits and credits are transferred to 
the proper G/L account and to customer accounts. 
Transactions may not be changed or deleted after posting. 
(See "Adjustment Entry.") Prints Account Posting report for 
auditing purposes. Press @ at the Main Menu. 

Unposted Transactions Report - A report listing all 
transactions which have been entered but not posted 
(transferred) to the posted transactions file. Used to check 
transactions before posting. Unposted transactions may be 
changed or deleted. Press ffi at the Main Menu and then 
press CD. 
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SAMPLE 
REPORTS 

AIR generates the following reports and statements: 

• Customer List 
• GIL Account List 
• Unposted Transactions 
• Posted Transactions 
• Account Posting .Report 
• G/L Recap Report 
• Trial Balance, Trial Run 
• Trial Balance, Final Run 
• Period Statements 
• GIL Distribution Report 

This appendix contains a 8ample of each report and statement. It 
also lists features, common uses, and purposes of each report. The 
reports and statement are discussed in the order in which they are 
available within the program (as above). 

Customer List 

The Customer List printout shows all customer accounts in 
alphabetical order or numerical order. Use the Customer List 
printout to: 

• Make sure the correct customer numbers are assigned to 
transactions before entering through the Transaction Entry 
screens. 

• Print customers with no current period activity. 

• Print customers who are within 10 percent of their credit 
limit as of last closing. 

• Print all customers or a selected range of customers. 
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,._. 
en 
ct:) 

DATE" I 0 19/06/83 
RANGE I 000-000 

NAME 
ADDRE"SS 

CUST _, CITY/STATE/ZIP 

100 XYZ CONSTRUCTION 
~~0~ TALKINGTON TRAIL 
OGl.E'THOPPE GA ~820'11 

:200 JUPITER OTL CO. 
6005 PRICE PARKWAY 
ATt.ANTA GA 98109 

300 PERCY'S INTERIOR De:S?GNS 
5201.!1 CLEVELAND BL.VD 
P.(l, BOX 6200 

HACON 

400 JMJ GEO PHYS I CAL 

GA 90410 

111101 UPP··NEEOHAN EXPRESSWAY 
ZEBULON GA 98108 

S00 LAN I E"R SVRVEY I NG 
405 JA(;k:$•'.>N DRIVE 
ATLANTA 

TOTAL CUSTOHERS: 

***ill•****END OF REPORT 

GA 98204 

AAA HARDWARE 
ACCOUNTS RFCEIVASLE 
CUSTOMER L JST ALL 

PHONE TAXABl E? DISCOUNTS? 

i.04-269-13::-1'+ YES Yf:.S 

404-·555-1 ,~ 78 YES YES 

404-5'55-2"'!25 YES YES 

404-55!'.i-6363 YFS YFS 

40lf-"'i5'5-9191 YES YES 

FJNANCl; 

CHARGE? 

VE5 

YE$ 

Yl:S 

Yf:.5 

YES 

YTD CP.E:DlT 
SALES LIMIT 

j,745.89 5,000.1?10 

'?b, 601. 73 10,000.00 

911.215 :>c.10.00 

13,54.?.23 :.-~,000.00 

19,'•'26.54 20,000.00 

G~AND T()TAL 

PAGF: 

CUSTnMER 
BALANCE 

668 •• ?8 

6,245.65 

131.49 

3,060.96 

7,?19. 41 

17,333.79 

~ ~ ;;3 
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General Ledger 
Account List 

The General Ledger Account List shows all GIL accounts (including 
descriptions) that were entered through the G/L Account 
Maintenance setup display. 

To print a General Ledger Account List, choose Main Menu 
Selection 5, "Reports Menu." Then choose Reports Menu Selection 
4, G/L Account List. Use the General Ledger Account List to help 
you define the GIL accounts on the G/L Account Definition display 
for a "stand alone" AIR system. 
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'""' -J 
0 

DA"f'E: 0C?/06/93 

G/L ACCT~ 

1110 
1120 
2120 
4110 
41212! 
4130 
4210 
42:20 
42'+0 

*********ENO OF RFPORi 

AAA HARDWARE 
ACCOUNTS RECF::!VAeLE 
GENERAL LF.OGF.R ACCOUNT LIST 

OESCRIPTtON 

CASH 
ACC1lUNTS RECE!VA!:~,LE 
SALES TAX COLU!CTED 
SALES-HARDWARE 
SALES-PAINT 
SAU!S-APPL l ANC£S 
FRCIGHT INC1)ME 
LATE CHARGE INCOME 
SALES DISCOUNTS 

PAGE": 



Unposted 
Transactions Report 

The Unposted Transactions Report lists all transactions that have 
been entered through the Transaction Entry screen, but not yet 
posted to accounts. To print an Unposted Transactions Report, 
choose Main Menu Selection 5, "Reports Menu." Then choose 
Reports Menu Selection 1, "Unposted Transactions." 

Use the Unposted Transactions Report to: 

• Print a report of all transactions currently entered through 
the Transaction Entry SLTeens that have not been posted. 

• Verify transaction input before the actual processing takes 
place. 
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..... 
-.;: 
N) 

DATE~ 09/06/83 

CUSTit 

100 

300 

NAME 

XYZ CONSTRUCTION 

PERCY'S INTERIOR DESIGNS 

******->i-4-J!.END OF REPORT 

AAA HAHf>WARF 
ACCOUNTS Rt::CEIVABLE 
UNPOSTED TRANSACTIONS 

INVOI<:E 
T~AN#' < CHEO{t+) DATE 

Ci/L 

ACCOUNT 

00006 
00007 

00008 

1'1)5 

105 

3584 

03/0?/83 4\10 
03/02/83 41\0 

0.1/0b/83 1110 

GRAND TOTALS 

AMOUNT 

199.95 
20.00-

179.95 

75.00·-

75.00-

TAX 

10.00 
1.00-

9.~0 

.00 

DISCOUNI 

.111111 

.3.75-

3. 75-

------ ---- - -- ---·------·-·-- - - -- - - --- ----
104.95 9.00 3.75-

PAGE! 

TOTAL TYPE 

.209-95 SLS 
21.00- AD,r 

-- - -
188.9'5 

78.75- PMT 
··---- -
78. 75-

1 ua.20 



Posted 
Transactions Report 

The Posted Transactions Report lists transactions posted during the 
current period for each customer. You can print all posted 
transactions or only sales, payments, or adjustments. To print a 
Posted Transactions Report, choose Main Menu Selection 5, 
"Reports Menu." Then choose Reports Menu Selection 2, "Posted 
Transactions." 

Use the Posted Transactions Report to provide a record of each 
posted transaction currently being stored. A Posted Transactions 
Report printed immediately prior to closing a period provides a 
permanent record of all transactions posted during that period. 

173 

D 



I--' 
...:i 
~ 

DATE: 09/06/93 

CUST* 

200 

~00 

400 

511!0 

NAME 

JUP!Tf_R OIL CO. 

PERcv·s INTERIOR DESIGNS 

JMJ GEOPHYSICAL 

LANIER SURVEYING 

*****il***ENO OF REPORT 

TRAN# 

00002 

00003 
00004 

00001 

000~5 

AAA HARDWARE 
ACCOUNTS RFCEIVARI...E 
POSTED TRANSACTIONS -

INVOICE GIL. 
<CHECt<#l DATE ACCOUNT 

1.02 03/02/t•~ 1+130 

103 03/02/83 4110 
103 03/02/83 4120 

101 03/-0:2/83 4110 

104 03/02/83 4110 

GRAND TOTALS 

ALL. TRANSACTH"iNS 

AMOUNT 

39.54 

39.54 

:20.41 
61.BS 

82.26 

1:24.84 

124.84 

912.52 

91:2.52 

1,159.16 

TAS 

1,98 

1.99 

1.02 
3.09 

4. 11 

6.24 

6.24 

45. 13 

45.13 

57.46 

DISCOUNT 

.00 

.00 

.00 

.00 

.00 

PAGE1 

iOTAL 

41.52 

41..52 

21.43 
64.94 

86.37 

131.08 

131.08 

9'37.65 

95"7.-65 

1,:216.62 

TYPE 

SU3 

SLS 
SLS 

SLS 

SLS 



Account Posting 
Report 

The Account Posting Report lists each transaction as it is posted. It 
is automatically printed as transactions are posted, through Main 
Menu Selection 4, "Transaction Posting." 

Use the Account Posting Report as you would use a manual 
journal. It provides a permanent record of each posted transaction 
and can be used as an audit trail for future reference. 
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DATE~ 09/06/83 AAA HARDWARF PAGE? 
POSTED: 09/06/83 ACCOUNTS RECEIVABLE 

ACCOUNi POSTING RE.PORT 

INVOICE GIL 
cusnt NAME TRAN:Mi (CHECK#) DATE ACCOUNT AMOUNT TAX DISCOUNT TOTAL TYPE 

100 XYZ CONSTRUCTION 00006 105 03/Q\2/83 4110 1.9c-,,. 95 10.00 209.95 SLS 
00007 105 03/02/83 4110 211l. 00- 1.00-· 21.00- ADJ 

1--' I ---- ---- -------·------·------,---- ----- ------------- -

-:i 179.95 9.00 .00 188.95 

O'l 
300 PERCY'S INTERIOR DESIGNS 00009 3584 03/1216/82: 111.0 77.00- 3.75- 78.75- PMT 

------ -- - -- --- - . -- ------- ------ --------·-·---------·- -·- ---
75.0121-- ·""' 3. 75-· 78. 75-

GRAND TOTALS 104.95 9.00 3. 75- 110. ·20 

****4****END OF REPORT 



G/L Recap 
Report 

The GIL Recap Report summarizes all active G/L accounts by total 
debit and credit amounts. It is provided at the end of the posting 
report. 

This report provides an audit trail for later reference during 
monthly GIL processing. 
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1--' 
-:i 
00 

DATE: 0q/06/83 
P()STEO: 09/06/93 

G/L ACCOUNT .. 

1120 
1110 
2120 
1+240 
4110 

••****•Jl.*END OF REPORT 

DESCAIPT!ON 

ACCOUNTS RF.:CEIVASLE 
CASH 
SALf.:S TAX COLLECTED 
SAL~S DISCOUNTS 
SALES-HARDWARE 

COMPANY TOTALS 

AAA HARDWARE 
ACCOUNTS f~ECEtVABLE 

GENERAL LEDGFR RECAP RFPORT 

Dl7fl.TT 

:.?09.95 
75.00 

t.Q\0 

3.75 
~Pl. 17!0 

.:1;1ltt;I. 70 

CREDIT 

99.75 

·"'' 10.00 
.00 

199.'95 

309.70 

PA'1t.: 



Trial Balance, 
Trial Run 

The Trial Balance, Trial Run Report provides a summary of all 
transactions affecting Accounts Receivable with preliminary aging 
of customer account balances. The current Accounts Receivable 
total is shown at the end of the report. To print a Trial Balance, 
Trial Run Report, choose Main Menu Selection 6, "End of Period 
Procedures." Then choose End of Period Procedures Selection 1, 
"Trial Balance." Next, choose Trial Balance Selection 1, "Age & No 
Update - (Trial Run)." 
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...... 
r::,:, 
0 

DATF::! 1219/06/83 AAA HARDWARE 
AC:COUNTti RECEIVABLE 
TRIAL BAL.ANCF: 

NO lJPDATE AS OF Qlt;>/06/83 

CVST# 

000 

100 

200 

300 

NAME LATE CHARGE 

MISCELLANEOUS ACCTS. REC. .00 

.00 

XYZ CONSTRUCTION .00 

- ---8 A L A N C t 
CURRENT 30 DAY 

.00 

.00 

421,IIB 

.00 

.00 

2.1+7.2.5 

-- - -- - -- -- -- -- - - - ----------------------------CURRENT DETAIL-----·· 
INV4UCHK .. TRAN# DATE GIL ACCnt AMOUNi" TAX DISCOUNT 

105 
1G'la"5 

100 

00006 03/1?12/83 i1 t 10 
00007 03/02/83 4110 
t1!0009 09.'0-6/83 4220 

r,v~RENT TOTALS 

JUPtTER OIL CO. 

1'?9.95 
20.00-
10. 21 

1.90.16 

UiL21 

.... 
--------·- · ---CURRENT 

lNV#/CHKfi. TRAN# OATF G/1... ACCT# 

102 
200 

00002 03/02/83 4130 
00010 09/06/83 42'20 

CURRENT ·roTAL.5 

PERCY'S INTERIOR: OE"SIGNS 

AMOUNT 

39.S4 
93,Sh 

133.10 

93.56 

.00 

10.00 
1.00-
.00 

9.00 

:?09.95 

6,204.13 

TAX 

1.9B 
.00 

t. 99 

41. 5:? 

45. L-:-

.00 

4·?1. 03 

.00 

OISC<"iUNT 

.00 

6,204.13 

.00 

--------- --cUfrnENT DETAIL---- -

INV#tCHt\# TRANtt DATE GIL. ACCT# AMOUNT TAX DISCOUNT 

103 00003 03/02/93 4110 20.41 1.02 

h0 DAY 

.00 

.00 

.00 

T(lTAI" 

209. 95 
21..00--

10.:n 

199. 16 

2?b. ?5 

.00 

Tt'"1TAL 

41.52 
93.'51-;, 

13"L08 

.00 

.00 

TOTAL 

21.43 

q0 PLUS 

.00 

.00 

.00 

TYPE: 

SU3 
ADJ 
LAT 

.00 

.00 

TYPE. 

SLS 
LAT 

.00 

.00 

TYPE 

SLS 

PA6E: 

A ccn•000--000 

CUST1'1MER 
BALANCE 

.00 

.00 

&68. 28 

967.44 *4** 

6,204.13 

o,33q_21 

45.12 



1--' 
00 
1--' 

DATE! 09/06/83 

NO UPDATE 

C1../ST'it NAME 

INV4t/CHKtt 'fRANtii OATE GIL ACCT* 

103 00004 0310?/83 4120 
3581t 00008 03/06/83 1110 

CURRENT TOTALS 

. .,., JMJ GE•PHYS I CAL 

INV-,/CHK* TRANt!! DATE GIL ACCTft 

101 00001 03/02/83 41 Ui'! 
400 00011 0q1061e~ 4220 

CURRENT TOTALS 

500 LANIER SURVEYING 

AAA HARDWARE: 
ACCOUNTS RECEIVABLE 
TRIAL BALANCE 
AS OF ~9/06/83 

------- - --C A L A N C E 
LA TE CHARGE. CURRf"NT 30 DAV 

--------CURRENT DETAIL··--------------- -
AMOUNT 

61. 85 
7':'l. 00-

7. 26 

.00 

... 
- ------ CURRENT 

AMt)UNT 

12.4.84 
44.'37 

TAX 

3.09 

4. 11 

!';2. 74 

?, 100. 48 

TAX 

6.·24 ... 

DISCOUNT 

3. 7'.'i-

.00 

637 •. ?5 

015COUNT 

60 PAV 

T<)TN_ 

6.4, 94 

7S. 73-

... 
. .=-cee, is 

"T\)~AL 

1,JL08 
!,4, '37 

169. 41 

44.57 

b."24 . 00 17'3, 6';; 

131.08 2,100.48 63'7. :25 

... 5t 200. 74 102.. 45 954.. 21 

--- ·-·- -- -- -- - ---- ---- ------------·-·--· ·--CURRENT 
AM!)I/NT lNVit-/CHKtt TRAN• DATE G/1... ACCT# 

104 
~00 

0000'5 03/02183 41 t0 
00012 09/06/83 1,220 

CURRENT TOTALS 

GRAND TOTALS 

*****IHHU,£ND OF REPORT 

912.52 
94.l,3 

1,006.9"1 

94.43 

24:;.r; 

TAX DISCOUNT 

.'+~-13 ... 
45. 13 ... 

~57. 65 "l, :·0121. 7,, 

l.,392. ~,. t 3, 92t:.,. 30 

,·,,:Al 

9'57. n:"> 
94. 43 

l, 0'5/4. 09 

10·2. ,.., 

965. <;f"'\ 

~g P\...l'S 

T'fFf. 

~G 

·"" 

-"'~ 
TY?!;" 

L?.T 

700. t~, 

4.~ls 

TYl'f: 

3(.S 
LA.,,.. 

958.57 

1, 1"38. 72 

PAGE~ 

ACCT#-000·-·000 

C';J'STOM£.R 
5',A<.-AfiCE 

~1'. 74 -t<-ll"-lil-* 

2,9'37.?8 

J:, 11::1.s:,; *•-,...io 

tn?bt.76 

7,31"3.8"1- **""* 

17,Q96.76 



D 
Trial Balance, 
Final Run 

The Trial Balance, Final Run Report provides a summary of all 
transactions affecting Accounts Receivable and ages customer 
accounts. Late charges are applied and each customer account is 
updated. To print a Trial Balance, Final Run Report, choose Main 
Menu Selection 6, "End of Period Procedures." Then choose End of 
Period Procedures Selection 1, "Trial Balance." Next, choose Trial 
Balance Selection 2, "Age & Update - (Final Run)." 

Use the Trial Balance, Final Run Report to begin actual period 
closing procedures. 

182 



I-' 
Cl) 
C;.j 

OATEt 0'9/06/83 AAA HARDWARE 
ACCOUNTS RECEIVABLE 
TRIAL BALANCE 

UPDATE 

CUSTtt 

000 

,..,. 

200 

300 

NAME 

MISCELLANEOUS ACCTS, REC. 

XYZ CONSTRUCTION 

AS OF 09/06/83 

LATE CHARGE 

.00 

.00 

·"" 

--- -·~----B A L A N C E'. 
CURRENT 30 OAY 

.00 

.00 

421.03 

.00 

·""' 

247 .·.z-s 

--- -------- ----------CURRENT DETAIL---· - -·-
INV1t/CHK4t TRANtt- DATE GIL ACCT4t AMQIJNT TAX OISC•)UNl 

105 00006 03/02/83 4110 199.9~ 10.00 
10~ 00007 03/02/83 4110 :20. 00- 1.00-
100 00009 0'9 /0b/83 4220 10.21 .00 

------------·---- ----- ----- --- - --- -
CURRENT TOTALS 190.16 9.00 

10.21 209. 95 

JUPITER OIL CO. .00 61 204. 13 

----- - · • - ·· ·- - -- -- -- -- • --- - -----------·---CURRENT DETATL · 
lNV*ICHK4t TRANlt" DATE G/L ACCT1t 

102 
200 

00002 03/02/83 4130 
0001.0 0'1/06/83 4220 

CURRENT TOTALS 

PERCY'S INTERIOR DESIGNS 

INV#"/CHt< .. TRAN8 OATE. G/l. ACCT8 

1143 00003 03/02/83 4110 

AMOUNT 

39-.54 
93.56 

133.1.0 

93,'36 

.00 

TAX 

1..98 
.00 

1. 98 

41.52: 

45.12 

----CURRENT DETAIL- -
AM(,UNT 

20,4-l 

TAX 

t.02 

·"" 
421.03 

.00 

DTSCOUNT 

.00 

61 204. 13 

.00 

DISCOUNT 

.;:;C DAY 

.00 

..... 

.00 

9ft PLtJS 

·"" 
.00 

·"" 
TOTAL TYP£. 

2M, 9'.':i St.S 
·.::1.00·- AOJ 
H!l.21. LAT 

199.16 

226-Z", 

.00 

TOTM. 

41.52 
93,56 

135.08 

.00 

.00 

TOTAL 

:21. 4~ 

.... 
·"" 

TYPE 

SL$ 
tAT 

.00 

.00 

TYPC 

SLS 

f'AGEi 

ACCTit000-000 

CUSTOMER 
9ALANCE 

.... 
·"" 

-6b8.28 

867. 44 **** 

6,2.04.13 

6,33'i.21 

45. l.2 



..... 
00 
,j:>. 

DATE I 0~/06/83 

UPDATE 

CVSH-tt 

... 

500 

NAME 

INV""/CHt(# TRAN-4t DATE GIL ACCT1t-

103 0000'• 03/02/83 41:20 
3'584 00008 03/06/93 1110 

CURRFNT TOTALS 

JMJ GEO PHYS I CAL 

INV*/CHKtt TRAN* DATE: Gil. ACCT.-

101 

••• 
00001 03J02/83 4 l 10 
00011 09106/83 42£0 

CURRENT TOTALS 

LANIER SURVF.:YING 

INV*/CHK• TRAN1t- OAT£ GIL ACCT1t-

104 
500 

0000'5 03/02193 4110 
00012 (,!jq,/06/83 4220 

CURRE:NT TOTALS 

GRANO TOTALS 

***•*****END OF REPl)RT 

AAA HARDWARE 
ACCOUNTS RE\F.'IVABLE 
TRIAL BALANCE: 
AS or 0<;>/06.-'83 

A N (" E 
LATE CHARGE 30 nAY 

- --- - --CURRENT DETAIL-··,.--. 
AMOUNT 

ht.95 
7'3.00-

7.26 

.00 

-•• 

124. 84 
44. 57 

169. 41 

44.'i7 

-•• 

_3_0c;, 

4. 11 

52. 74 

?, 100. 48 

DFTA!L­
TAX 

6. ;;4 ... 
6. 24 

131.00 

5,200.74 

-------CURRENT DFTA!L--
Af10liNT 

912. 52 
9.-.. 43 

l,006.9~ 

94. 43 

242. 77 

TAX 

45.13 

-·· 
45.13 

9'37, oS 

1,3<;'2.94 

Ol!'ll'f;UNT 

]. 7~-

3. 75-· 

637. 25 

PJSCOUNT 

.00 

2, l!a0. 48 

102,4~ 

DJSCOUNT 

.I/.!(>\ 

5,200.74 

13,926,:Jfl 

60 DAV 

64. 94 
78 • .,..,_ 

7. 62 

-•• 

2o'l0.15 

TOTAL 

131.08 
44, 57 

175.65 

637. 25 

<?-54.:21 

T•)TAL 

957. 65 
94. 43 

1 ,0'32, 08 

107:. 45 

9b5. 95 

9l,'I Pl U'"i 

Sl.S 
PMT 

-•• 

-•• 
TYPE. 

SLS 
l_AT 

200.1'5 

4.36 

TYPE 

SLS 
LAT 

958.57 

1, t58. 72. 

ACCT#000··~00 

CUSTOMER 
BALANCF 

52. 74 "'*** 

2,,;,37,139 

3111"1.5~ ,. ••• 

6,261.76 

7,313.84 **** 

i 7,686.76 



G/L Distribution 
Report 

The G/L Distribution Report shows the status of G/L accounts as of 
the last period closing. The amounts shown on the report represent 
the total debit and credit amounts that were posted to your 
customers during the previous period for each active G/L account 
numher in the AIR systmn. 

To print a GIL Distribution Report, choose Main Menu Selection 6, 
"End of Period Procedures." Then choose End of Period Procedures 
Selection 4, "G!L Distribution :Report" 

Use the GIL Distribution Report to mview all General Ledger 
activity th1.i previous period of the AIR system. 
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I-' 
Cl) 
O') 

DATEt 09/06/83 

G/L ACCOUNT DESCRIPTION 

1110 
1120 
2120 
4110 
4120 
4130 
1+210 
4220 
4240 

CASH 
ACCOUNTS RECEIVABLE 
SALES TAX COLLECTED 
SALES-HARDWARE 
SALES-·PAINT 
SALES-APPLIANCEf: 
FREIGHT INCOME 
LATE CHARGE INCOME 
SALES DISCOUNTS 

T1)TAL 

TOTAL AIR AMOUNT 
*********END OF REPORT 

Dr.::'.BIT 

7'5.00 
1,66~.34 

1.00-
20.00-

.001 
.00, 
.00 
.00, 

3.75 

AAA HARDWl,RE 
At:C<)Ut&rs RE<":FI'JABLt=: 
G/L nrsnne.uT!ON REP()RT 

PERIOD ENDING: !119/01,/83 

CREDIT 

.00 
57. 75 
67.46 

1,257.72 
61.85 
39.54 

.00 
242.77 

.00 

-----------------
l, 727.09 1.,727.09 

t,611.5(? 

PAGE"i 



Period 
Statements 

Use the Period Statement Print function to print your end of period 
statements. 

If you print a statement in mid-month using your working A/R 
diskette, the statement includes aged balances from the close of the 
last period and only the current month's activity. The current total 
includes last month's cun·ent balance plus all posted transactions 
for this month. 

To print Period Statements, choose Main Menu Selection 6, "End of 
Period Procedures." Then choose End of Period Procedures Selection 
2, "Period Statement Print." 
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INDEX 

A 

AAA Hardware, 18 
customer list, 14 
G/L Account list, 17 
sales entry, 19-2::1 
adjustment entry, 24-26 
payment entry, 27-29 
unposted transactions, 29<:l1 
transaction posting, 31-:32 
posted transactions, 32-84 
end of period procedures, 34 
Trial Balance, 35-37 
period closing, 37-38 
G/L Distribution Report, 38-39 
Sample Reports, 167 

account categories, 44 
see also General Ledger 
conversion, 44 
interfacing, 50 
form and definitions, 52, 55-56 
adding, replacing, deleting GIL accounts, 63 
account maintenance, 86-88 
account definition, 89-91 

account numbers, 45 
G/L accounts, 44, 55-56, 86, 87 
customer, 45, 57-58, 94 
interfacing, 50 

accountant 
conversion, 43 

accounting packages, 8 

accounting procedures 
see Summary of' Tasks 
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account(s) 
see customer 
see account categories 

Accounts Receivable 
definition of, 163 
running, 12 
loading, 72 
exiting, 72 
interfacing software, 8 
capacities, 8 
equipment needed, 9 
conversion, 42-58 

accuracy 
accurate records, 1 
in conversion, 41 

adjustment 
entry, 24, 60, 103-106, 163 

aging 
report, 163 

appendices 
explanation of, 2 

arrow keys 
use of, 12 

audit trail, 111, 128, 163 
reports, 59 

B 

backup/back up, 9, 11, 39, 163 
library, 139, 163 
chart, 141 
daily, 61 
procedures, 139-144 
backing up program diskettes, 142 
backing up data diskettes, 143 
backup diskettes, 2 
working copy, 139 
definition, 163 
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creating and maintaining, 139 
recovering lost data, 144 
tasks, 139 
pre-posting, 139 
end of period, 67 
end of fiscal year, 140 

balance(s), 43, 46, 58, 68, 92, 120, 127, 163 
end of period, 127 
changing, 62, 64 
trial balance: trial run; final run, 128-130 
year to date, 58, 95 
current year, 58, 95 

benefits 
of AIR, 7 

C 

capacities, 1 
application, 8 

company information, 77-80, 163 
conversion, 43, 47 
entering, 47, 78 
changing, 77-78 
inquiring, 78 
screen, 78 

comparative statements, 14 
sample session reports, 167 
conversion, 44, 48 

computer 
TRS-80 Model III, 8-9 
see also, equipment 

conversion, 41-58 
explanation of, 1, 163 
decisions, 41, 42 
procedures, 41, 46 
interfacing, 41, 42, 50 
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date of, 42 
forms, 46, 52-58 
period, 48 

current period, 44, 92, 93, 95, 163 
closing of, 67, 126 

customer 

D 

data 

amount of, 7, 8 
list, 14, 46, 65, 120 
file, 45 
adding, 62, 92 
changing, 62, 92 
deleting, 63, 92 
maintenance, 92-96, 164 
labels, 120 
late charges, 43 
statement printing, 44 
conversion form, 57, 58 

recovering, 139-140, 144, 145 
entering, 139 
storing, 139-140 

disk drives 
see equipment 

diskette 
library of, 2, 61, 67, 139-140, 144 
program, 9, 12, 72, 74,142 
data, 11, 12, 14, 31,139,143 
backup, 9, 61,67, 135,142 
see also backup/back up 
storage, 144 
care, 144 
labeling, 143 
working copy, 9, 144 
pre-posting, 67, 139, 145 
damaged, 9, 139 
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E 

end of period, 34, 59, 164 
procedures, 66, H8, 126 
closing period, 37, 59, 67, l:34 
closing year, 59, 69 
conversion, 42 
see also tasks 
see also end of period procedurc11 sacen 
trial balance, 128 

entries 
see transactions 

equipment 
malfunction, 147 
required, 9 

error(s) 
correcting, 12, 73 
messages, NR, 147-153 
messages, COBOL, 154-162 

exiting NR, 72 

F 

features 
of NR, 7 

format 
instructions, 142-144 

G 

General Ledger, 164 
period report, 37 
accounts; adding, replacing, deleting, 63-64 
account form; definitions, 55-56 
account maintenance, 86-88, 164 
account definition, 89-91, 164 
account list, 124-125 
Distribution Report, 38, 136, 137, 164 
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glossary, 163-165 

H 

hard disk 

I 

capacity, 8 
equipment, 8 

interfacing, 41, 42, 164 
software, 8 
instructions, 50 
notes on, 50 

L 

labels, 120-123 
mailing, 7 

late charge, 43 
changing, 64 
system definitions, 53-54 

loading AIR, 72 

M 

Main Menu, 74-75 
use, 74 
instructions, 7 4 

memory 
see equipment, 9 

0 

offsetting transaction, 164 
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p 

payment 
entry, 27-29, 107-110, 164 

period closing, 134-135 

posting 
transactions, 31-32, 118-119, 164 

power failures 
see backup/back up 

printer, 147 
equipment, 9 

procedures 
daily, 60 

R 

on-demand, 62, 65-66 
end of period, 67-69, 126 
see also tasks 

Reference, 71-137 
explanation of, l 

reports 
on demand, 65-66 
sample, 167-188 
account list, 120, 124 
posted transactions, 118, 165 
unposted transactions, 116 
Reports Menu, 13, 114, 165 
keeping, 59, 60,62 
tasks, 59 

required accounts 
conversion, 44-45 
numbers, 55-56 
deleting, 63-64 
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s 

sales 
entry, 19, 99-102, 165 

Sample Session, 1, 11-39 
running AIR, 12 
posted transactions, 13 
customer list, 14 
G/L account list, 1 7 
adjustment entry, 24 
payment entry, 27 
unposted transactions, 29 
transaction posting, 31 
posted transactions, 32 
end of period procedures, 34 
trial balance, 35 
period closing, 37 
G/L Distribution Report, 38 

setting up AIR 
see conversion 

Setup Menu, 76 

statement(s) 
printing, 7, 44 
period print, 65, 131-133 

Summary of Tasks, 59-69, 165 
explanation of, 1 
daily procedures, 60 
on demand procedures, 62 
on demand reports, 65 
end of period procedures, 67 

System Definitions, 81 
form, 53-54 
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T 

tasks 
daily, 60 
end of period, 67 
end of year, 69 

transaction 
posted, 62, 165 
entry, 97-119, 165 
unposted, 60 
printing, 60 
posting, 11 l, 165 
offsetting, 164 
reports, 114, 170-174 
numbers, 97 
changing, 97 
adding, 97 
inquiring, 97 
deleting, 97 
see also post 

trial balance, 128 
trial run, 128-129 
final run, 128-129 

TRSDOS 
Ready, 72, 142 

u 

Unposted Transactions Report 
see reports 

w 

working copy 
see backup/back up 
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CONTINUOUS FORMS FROM TRINITY FORMS 
NUMBER ONE FORMS DRIVE 
CARROLLTON, TEXAS 75006 
(214) 242-2123 LOCAL 
(800) 527,0625 NATIONAL 
(800) 492•5232 IN TEXAS 

FOR YOUR ACCOUNTS RECEIVABLE SOFTWARE 
NUMBER 26-1541 

::,000 ,.. 
5i;,,,0-,e 

;.~JPPl;:0 VfA 

P.D, # 

1.'50 
24.01.'! .,. 

l'HEEL PLATE 3,000.00 
!'!ODS 2,40lll.0ill 
4J4 {>.(ll,T '5,0il0.00 

• INVOICE 
• STATEMENT 

THIS FORM IS AN EXCELLENT FORM FOR CUSTOM 
SOFTWARE. USES ARE AS FOLLOWS: 

• PURCHASE ORDER 
,. TRAVEL AGENCY !TINE.RARY 
• CREDIT MEMO 

NUMBER OF FORM 
PARTS NO. 

1 GPF1-1 

3 GPF1-3 

5 GPF1-5 

• DUN NOTICE 
• ACKNOWLEDGEMENT 
,. DUES NOTlCE 

GENERAL PURPOSE 
500 1.000 2.000 3,000 4,000 5,000 

60.50 105.00 195.00 261.25 303.61 346.49 

121.00 210.01 375.00 522,50 607.23 692.97 

176.00 304.52 545.04 731.49 848.74 967.47 

FORM !S 9Y1" ,,; 7'" !8'/i' ~ 7" WITHOUT 
M.6.RG!NSJ 

THE BASE PRICE FOR THIS FORM INCLUDES (A) 
UP TO F!\fE LINES Of TYPE !N THE HEADING 
llNO {SJ CONSECUTlVE ARABIC NUMBER 

CUSTOM LOGO, AVAILABLE AT ADOITIONA.L 
CHARGE. ALL IMPRINTING lN BLACK INK ONLY. 
YOU MUST FORWARD CAMERA READY ART­
WORK Of LOGO 

SOME PAINTfRS WILL NOT WORK W!TH 5 
flART FOAMS . 

• , PART NUMBER FIVE WAS DESIGNED 
$PECIFICALL'r FOR SOFTWARE NO. 26-4514. 

FEATURES ON PART NUM8EA FIVE fN• 
CLUDE 
• 8LOCKOUT TO OBSCURE INFORMATION 

IN AREA THAT NORMALLY CONTAINS 
PRICES SO !T MA't BE USEO AS A RECEIV 
ING REPORT 

• "SHiPPlf'ffi COPY" !S PAINTED IN RED !NI', 
TO ALL.OW USE AS A PACKiNG LIST. 

CAUTION: &LOCKOUT A.REA WtLL NOT 
---~----- WOAK W!TH SOF1WARE NO. 

2S•4504 UNLESS NO. 26-4514 IS 
USED TO ARRANGE OUTPUT 

~i~~'f:-~ ~z_;-~~-J:S.it3:'J 1::1 
---1 i...!~:-...... Ii 

I 

• PACKING LIST 
• PATIENT Bfll 
• SHOP ORDER 
• WORK ORDER 
,. SERVICE ORDER 
• DELIVERY RECEPT 

FORM 
USE THIS ENVELOPE 

~ . -- ---- --7 ~-----, I 

c=~~-==J 
DOUBLE WINDOW, NO INSIDE TINT 
SIZE: 3 7/8" x 8 7/8" 
CATALOG NO. ENV-5 

IMPORTANT NOTE: PRICES SUBJECT TO CHANGE WITHOUT NOTICE 

INSURE COMPATIBILITY OF FORMS AND SOFTWARE. BEFORE YOU ORDER, VERIFY THAT THE SOFTWARE NUMBER LISTED ABOVE IS 
THE SAME NUMBER AS THE RADIO SHACK SOFTWARE YOU ARE USING. 





RADIO SHACK, A DIVISION OF TANDY CORPORATION 

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

AUSTRALIA 

91 KURRAJONG AVENUE 
MOUNT DRUITT , N.S.W. 2770 

3/85-TM 

TANDY CORPORATION 
BELGIUM 

PARC INDUSTRIEL 
5140 NANINNE (NAMUR) 

BILSTON ROAD WEDNESBURY 
WEST MIDLANDS WS10 7JN 

Printed in U.S.A. 
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