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TRS-80 Microcomputer News for notices and instructions on these
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of the package. If so, you should obtain a copy of that version.
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ton whenever you change software.
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TERMS AND CONDITIONS OF SALE AND LICENSE OF RADIO SHACK COMPUTER EQUIPMENT AND SOFTWARE
PURCHASED FROM A RADIO SHACK COMPANY-OWNED COMPUTER CENTER, RETAIL STORE OR FROM A
RADIO SHACK FRANCHISEE OR DEALER AT ITS AUTHORIZED LOCATION

LIMITED WARRANTY
CUSTOMER OBLIGATIONS

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

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.

RADIO SHACK LIMITED WARRANTIES AND CONDITIONS OF SALE

A.  For a period of ninety (90) calendar days from the date of the Radio Shack sales document received upon purchase of the Equipment, RADIO

SHACK warrants to the original CUSTOMER that the Equipment and the medium upon which the Software is stored is free from manufacturing
defects. THIS WARRANTY IS ONLY APPLICABLE TO PURCHASES OF RADIO SHACK EQUIPMENT BY THE ORIGINAL CUSTOMER FROM
RADIO SHACK COMPANY-OWNED COMPUTER CENTERS, RETAIL STORES AND FROM RADIO SHACK FRANCHISEES AND DEALERS AT ITS
AUTHORIZED LOCATION. The warranty is void if the Equipment’s case or cabinet has been opened, or if the Equipment or Software has been
subjected to improper or abnormal use. If a manufacturing defect is discovered during the stated warranty period, the defective Equipment
must be returned to a Radio Shack Computer Center, a Radio Shack retail store, participating Radio Shack franchisee or Radio Shack dealer
for repair, along with a copy of the sales document or lease agreement. The original CUSTOMER'S sole and exclusive remedy in the event of
a defect is limited to the correction of the defect by repair, replacement, or refund of the purchase price, at RADIO SHACK'S election and sole
expense. RADIO SHACK has no obligation to replace or repair expendable items.
RADIO SHACK makes no warranty as to the design, capability, capacity, or suitability for use of the Software, except as provided in this
paragraph. Software is licensed on an "‘AS IS’ basis, without warranty. The original CUSTOMER'S exclusive remedy, in the event of a
Software manufacturing defect, is its repair or replacement within thirty (30) calendar days of the date of the Radio Shack sales document
received upon license of the Software. The defective Software shall be returned to a Radio Shack Computer Center, a Radio Shack retail store,
participating Radio Shack franchisee or Radio Shack dealer along with the sales document.

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

D.  Except as provided herein, RADIO SHACK MAKES NO WARRANTIES, INCLUDING WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A
PARTICULAR PURPOSE.

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

LIMITATION OF LIABILITY

A.  EXCEPT AS PROVIDED HEREIN, RADIO SHACK SHALL HAVE NO LIABILITY OR RESPONSIBILITY TO CUSTOMER OR ANY OTHER PERSON
OR ENTITY WITH RESPECT TO ANY LIABILITY, LOSS OR DAMAGE CAUSED OR ALLEGED TO BE CAUSED DIRECTLY OR INDIRECTLY BY
“EQUIPMENT" OR *'SOFTWARE" SOLD, LEASED, LICENSED OR FURNISHED BY RADIO SHACK, INCLUDING, BUT NOT LIMITED TO, ANY
INTERRUPTION OF SERVICE, LOSS OF BUSINESS OR ANTICIPATORY PROFITS OR CONSEQUENTIAL DAMAGES RESULTING FROM THE
USE OR OPERATION OF THE ""EQUIPMENT" OR *“SOFTWARE'". IN NO EVENT SHALL RADIO SHACK BE LIABLE FOR LOSS OF PROFITS, OR
ANY INDIRECT, SPECIAL, OR CONSEQUENTIAL DAMAGES ARISING OUT OF ANY BREACH OF THIS WARRANTY OR IN ANY MANNER
ARISING OUT OF OR CONNECTED WITH THE SALE, LEASE, LICENSE, USE OR ANTICIPATED USE OF THE “EQUIPMENT" OR “'SOFTWARE"'.

NOTWITHSTANDING THE ABOVE LIMITATIONS AND WARRANTIES, RADIO SHACK'S LIABILITY HEREUNDER FOR DAMAGES INCURRED BY
CUSOTOMER OR OTHERS SHALL NOT EXCEED THE AMOUNT PAID BY CUSTOMER FOR THE PARTICULAR "EQUIPMENT" OR "‘SOFTWARE"
INVOLVED. .
RADIO SHACK shall not be liable for any damages caused by delay in delivering or furnishing Equipment and/or Software.

No action arising out of any claimed breach of this Warranty or transactions under this Warranty may be brought more than two (2) years
after the cause of action has accrued or more than four (4) years after the date of the Radio Shack sales document for the Equipment or
Software, whichever first occurs.

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

RADIO SHACK SOFTWARE LICENSE

RADIO SHACK grants to CUSTOMER a non-exclusive, paid-up license to use the RADIO SHACK Software on one computer, subject to the following
provisions:
. Except as otherwise provided in this Software License, applicable copyright laws shall apply to the Software.

B.  Title to the medium on which the Software is recorded (cassette and/or diskette) or stored (ROM) is transferred to CUSTOMER, but not title to
the Software.

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

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

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

the operation of one computer with the Software, but only to the extent the Software allows a backup copy to be made. However, for
TRSDOS Software, CUSTOMER is permitted to make a limited number of additional copies for CUSTOMER'S own use.
CUSTOMER may resell or distribute unmodified copies of the Software provided CUSTOMER has purchased one copy of the Software for each
one sold or distributed. The provisions of this Software License shall also be applicable to third parties receiving copies of the Software from
CUSTOMER.

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

APPLICABILITY OF WARRANTY
A.  The terms and conditions of this Warranty are applicable as between RADIO SHACK and CUSTOMER to either a sale of the Equipment and/or
Software License to CUSTOMER or to a transaction whereby RADIO SHACK sells or conveys such Equipment to a third party for lease to

CUSTOMER.
The limitations of liability and Warranty provisions herein shall inure to the benefit of RADIO SHACK, the author, owner and/or licensor of the

Software and any manufacturer of the Equipment sold by RADIO SHACK.

STATE LAW RIGHTS

The warranties granted herein give the original CUSTOMER specific legal rights, and the original CUSTOMER may have other rights which vary
from state to state.
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Introduction

Introduction
Business Checkwriter is a check writing system designed for small businesses

that wish to establish a more efficient method of writing checks, balancing a
checking account, and monitoring expense and payee to-date figures.

Features

¢ Produces and prints checks with detailed stubs. Ideal for paying multiple
invoices or showing your discounts received from Payees.

¢ Check Stub information includes Invoice number and date, Expense code,
Expense description, and Invoice amount.

¢ Allows manual check writing and adjustments.

e Automatic calculation of check total or optional check amount entry.
¢ Produces an Expense Summary for each check-print cycle.

® Reconciles monthly bank account statement.

¢ Prints payee list and expense list.

® Maintains paid to-date and discounts-taken amounts to Payee.

e Easy to use check entry, simplified by entering predefined payees and
expenses.

¢ Prints a check register that lets you monitor all checks and deposits currently
in the system.

¢ Gives you the option of entering either a predefined payee code or entering an
alternate payee on each check.




Introduction (continued)

Overview

Business Checkwriter is designed to be used with a bank account. With this
program you can write checks, make deposits, and reconcile one bank account.

As you set up the system, you are preparing the necessary information that will
appear on reports and printed checks. Information is entered pertaining to your
company, bank, expenses, and payees.

After the system is set up, checks with their corresponding detail, and deposits
are entered and all checks are printed. Attached to each check, is a check stub.
This stub provides a record of invoice numbers, invoice dates, and distribution
amounts to expense categories. The Daily and Monthly Procedures section of
this manual outlines the order of normal operations.

You have the option of printing an expense summary immediately after the
checks are printed, or printing an expense summary on a monthly basis. When
an expense summary is printed, the system will update payee totals, delete check
detail, and zero expense totals in preparation for starting a new cycle.

To end a period (the time between bank statements), information from the bank
statement is entered into the system. All checks and deposits that have cleared
the bank are cleared in the system. A bank reconcilation is then run. Bank
reconcilation involves comparing the information from your latest bank
statement with the information you have entered into the system during the
current period. When both are in agreement, all cleared checks and deposits are
deleted from the system by closing the period.

Reports that are available at any time include a check register, payee list,
expense list, and a payee to-date summary. A check register shows all checks
and deposits currently in the system. A payee list shows all payees entered in
the system. An expense list shows all expense categories entered in the system.
A payee to-date summary shows each payee’s net and discount totals since the
beginning of the year.

There are two status screens which reflect information as it is entered into the
system. You may return to these status screens at any time to review the
number of payees, number of expense categories, beginning balance, last closing
date, and current system balance.




Introduction (continued)

System Capacities

Handles up to 100 expense code categories, including pre-defined codes @0 for
miscellaneous expenses and 99 for invoice discounts.

Stores 100 payee codes with full addresses.

Up to 375 checks/deposits can be processed per period.
Up to 10 detail lines per check can be printed.

Up to 3500 detail lines can be entered each check run.
Up to 50 alternate Payees can be entered.

Up to 9 deposits can be entered each day.

Required Equipment

TRS-80 Model III Desktop Business Computer, which includes 48K Memory
(minimum) and 2 Disk Drives.

Any Radio Shack 80 Column Line Printer (Tractor or Friction-Feed Printer).

Printer Cable

You will need to order pre-printed checks. A Check Order Form is provided at
the back of this manual.







System Conventions

Entering Data

When you are instructed to “‘enter’’ information, type the information and press
if you do not use the maximum number of characters. The cursor will
automatically move to the next line if you use the maximum number of
characters or digits for each line. When you are instructed to type the
information, type the information, but don’t press Enter. When changing data,
the first character of the field containing the cursor is not displayed.

Control Keys

The following Control Keys are used throughout the Business Checkwriter
program to activate certain functions. Consult each section of the manual to
determine the active keys in each section.

1. To return to a previous function, menu, or screen, press (SHIF T)(1)(2).
2. To move the cursor to the next line, press the (1) key.
3. Use the key for backspacing.

4. To move the cursor to the previous line, press (SHI F T)(1).

The Break Key

The Break Key should not be used during operation of Business Checkwriter. If
you accidentally press it, you will end the current function and return to
TRSDOS Ready. To reenter the program, type (B)(C)(W) and press (ENTER).
You will return to the Main Menu.







Preparing Your Disks

Preparing Your Disks

Before you begin using the Business Checkwriter program, make a backup copy
of the Program diskette using the Master that comes with the package. Be sure
to use a Backup to run the program.

If your business has multiple bank accounts, make a Backup for each bank
account.

You will also need to format a Data diskette for each bank account. For Format
and Backup instructions, see Appendices A and B (in the back of the manual).

After making a Backup of the Program diskette, put the original Program
diskette away in a safe place. Never use the original Program diskette to run
the program. The original Program diskette should only be used for making
Backups.

It is important that you make periodic Backups of both the Program and Data
diskettes. Making regular Backups will insure against losing data in the event of
a problem with equipment, damaged diskettes, or power failure.







Running the Program

Running the Program
Follow the steps below in exact order:

1. Turn on your computer and printer. Make sure your printer is On-Line or
ready to print.

2. Insert the Backup copy of your Program diskette in Drive 0 and close the
drive door.

3. Insert your Data diskette in Drive 1 and close the drive door.

4. Press the orange Reset button.

The screen will show: You type:
Enter Date (MM/DD/YY) Type today’s date and press

(ENTER). For example, to enter May
Enter Time 25, 1985, type (2J(5)(/)I(2)(5)(/(8I(5)
TRSDOS Ready and press (ENTER).

Press (ENTER).

(B)(COMW) and press
If your printer is not Ready (or On-Line), the screen will show:
Printer Not Ready!!! Press <ENTER> to Continue:

If this message appears, correct the problem (not On-Line, out of paper, loose

cable, etc.) and press to continue.
The Main Menu will be displayed.

Note: Never turn off the computer while the diskettes are in the drives or
remove the diskettes without first exiting the program. To exit the program,
press (SHIF T)(1)(Z) repeatedly until the screen shows:

COBOL STOP RUN AT: 00B8 IN CWMENU
TRSDOS Ready

After you exit the program, you can remove both of the diskettes and turn off
your system. Do not remove the diskettes until TRSDOS Ready appears and the
red light on the diskette drive is off.







Setup

System Definitions

The screen will show the Main Menu:

MATITN MENMNU

EF INITIONS

ENTER SELECTION..

The System Definitions Menu has four categories that let you set up company
information files, bank information, expense codes, and payee codes. You can
also change and review most of the information entered through the System
Definitions Menu. System Definitions must be entered before other facets of the
program are examined.

11
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At the Main Menu, press (1) for System Definitions.

The screen will show:

B Y B TEM: DEF TONT 1-d N8

1. YOUR COMPANY INFORMATION
P BANK DEFINITION

. EXPENSE DEFINITIONS
4. PAYEE DEFINITIONS

ENTER SELECTION. .

Selection 1 (YOUR COMPANY INFORMATION) lets you enter company name,
address, and telephone number.

Selection 2 (BANK DEFINITION) lets you enter the Bank account number and
Bank name.

An expense refers to a category of service or product for which you commonly
write checks. Selection 3 (EXPENSE DEFINITIONS) lets you assign code numbers

and descriptions for your regular expenses.

Selection 4 (PAYEE DEFINITIONS) lets you assign code numbers and addresses
for payees to whom you regularly send checks.




Setup (continued)

Your Company Information

The first step in defining your checkwriting system is to enter your company
information. At the System Definitions Menu, press (1) and the screen will
show:

This screen is used to change your company information and make inquiries
concerning the status of your company’s current checking system. The cursor
will be flashing at the bottom of the screen to the right of ENTER SELECTION.
You have two options, C for Change and | for Inquiry.

To begin entering your company information, press for Change.

The cursor will move to the company name line. Enter the company name (up to
30 characters) as it should appear on all reports.

After you enter the company name, press if necessary. The cursor
will move to the ADDRESS line. Enter the mailing or business address (up to 30
characters). Next, enter the CITY (up to 20 characters). Then, type the two-letter
abbreviation for STATE, and the cursor will automatically move to the ZIP CODE
line. Enter the zip code (up to ten digits). For PHONE NUMBER, type the area
code first, then type the seven digit phone number.

After you have entered the telephone number, the message, COMPANY
INFORMATION CHANGED, will appear at the bottom of the screen. The cursor
will be at ENTER SELECTION.

13
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Reviewing System Status

You do not manually enter or change information in the SYSTEM STATUS
section of this screen. The computer automatically updates this section from
entries you make in the other functions of the program. You can make inquiries
concerning System Status to review the number of payees, expense categories,
checks/deposits, and detail records.

A single detail record actually contains up to five detail lines. To compute the
approximate number of detail lines, multiply the number of detail records by
five.

By examining these numbers, you can determine if the system is near capacity.
The system will warn you if it has reached capacity in any of these categories.

Changing Company Information

To change your company information, press for Change. The cursor will
move to the COMPANY NAME line. Use the (1) key to move to the line you
wish to change. Make the change by reentering the line.

If there are more changes, press the (1) key to move to the line you need to

change. Enter the necessary changes. Press the key until the message,
COMPANY INFORMATION CHANGED, is displayed.

Making Inquiries
To review Company Information and System Status, press (1) for Inquiry.

Press (SHIF T)(1)(Z) to return to the System Definitions Menu.
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Bank Definition

Defining a Bank code is the second step in setting up Business Checkwriter.
Press (2) at the System Definitions Menu for Bank Definition.

The screen will show:

BANK DEFINITION

BANK NAME......
ACCOUNT NAME
ACCOUNT NUMBER.

LAST CHECK ID..
'BEGINNING BALAN
LAST CLOSING DA
CURRENT BALANCE

ENTER SELECTION. . (C=CHANGEs I=INQUIRY)

Enter information in this screen concerning one bank account.

The cursor will be positioned to the right of ENTER SELECTION. Your options
are Change and Inquiry.

To enter the new information, press for Change. The cursor will move to the
BANK NAME line. Enter the bank’s full name (up to 30 characters). Press
if you use less than 30 characters.

The cursor will move to the next line, ACCOUNT NAME. Enter the Account
Name (up to 30 characters).

For ACCOUNT NUMBER, enter the account number (up to 10 characters)
assigned to your company’s account by the bank. If no checks or deposits have
been entered, you will then be asked if the account has an existing balance.

If the account does not have an existing balance, press (N). If the account has
an existing balance, press (Y), then enter the ending balance recorded on the
bank statement for the last period. This number will also be displayed as the
current balance.

The maximum entry is 999,999.99. Do not enter commas or dollar signs when
entering dollar amounts. For $4,115.73, you would enter ()1 (DG I(T3D.
For a negative amount, enter a minus sign in front of the amount.

15
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Note: Qutstanding checks and deposits from the previous statement period will
be entered later.

After entering the last period’s ending balance, the cursor will move to LAST
CLOSING DATE. Type the Closing Date recorded on the last bank statement. For
example, October 16, 1985 is typed (1D(@)(1D(6)(8I(E). The program then
indicates the information has been processed by displaying the message,

ACCOUNT CHANGED, at the bottom of the screen.

The cursor will be at ENTER SELECTION.

Account Status

The Account Status section shows the current status of your bank account. This
information is updated automatically as you make entries in the other functions
of the program.

Account Status receives its information from the Check and Deposit Entry
functions. You can use Bank Definition at any time to inquire about the status
of the account.

Account Status will inform you of the last Check ID number the system
assigned. BEGINNING BALANCE (LAST CLOSING) will show the account’s
balance at the close of the previous statement period. The Beginning Balance is
computed by the system upon completing period closing. LAST CLOSING DATE
indicates the ending date of the previous statement period.

CURRENT BALANCE reflects all of the checks, deposits, and adjustments as
they are entered into the system.

Changing Bank Definition

Whenever you want to change Bank Definition information, press at the
Bank Definition screen. The cursor will move to the BANK NAME line. Use the
(D key to move to the line you need to change. After you have completed the
change or changes, press the (1) key until the message, INFORMATION
CHANGED, is displayed at the bottom of the screen.

Note: The beginning balance may be changed only when no checks or deposits
have been entered.

Making a Bank Definition Inquiry

At the Bank Definition screen, press (I) for Inquiry. The screen will show the
account status. Press to return to the System Definitions
Menu.




Setup (continued)

Expense Definitions

Defining expense codes is the third step in setting up your system. Expense
codes are used to distribute check amounts to specific expenses and accumulate
totals by expense type. Press (3) at the System Definitions Menu for Expense

Definitions.

The screen will show:

A 0 - DEEINTT T ONE

EXFENSE NUMBER.....

DEBCRIPTION. waessse

=¥PENSE ENTERED

ENTER SELECTION. . (A=ADDs C=CHANGE» D=DELETE, I=INQUIRY)

The first time this menu selection is chosen, the message, INITIALIZING
EXPENSE FILE, will be displayed.

Defining Expense Codes

Define a code number for each expense category (up to 98 expense codes). (It is
advisable to assign code numbers in numerical sequence i.e. 01, 02, 03, 04, ... 98.)
Code 0D is resérved for Miscellaneous expenses and Code 99 is reserved for
Discounts. These two codes, Miscellaneous and Discount, cannot be redefined.

During check entry, you will be asked to enter expense codes. If the expense

code you enter has been defined, the expense description will automatically
appear on the screen.

Adding Expense Codes
To begin entering expense codes, press (A) for Add.

At EXPENSE NUMBER, enter the number (8)(1). Enter the expense description
(e.g., UTILITIES). The description can be up to 20 characters.

17
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After you enter the expense category name, the message, EXPENSE ADDED, will
appear at the bottom of the screen. The cursor will return to the code number
line. The previously entered expense code will be displayed beneath LAST
EXPENSE ENTERED, at the center of the screen.

Note: If you enter an expense code number that has already been added, the
message, THIS EXPENSE ALREADY EXISTS, will be displayed. You will have to

use an available expense number.

Repeat this process until you have entered all applicable expense categories. You
can add more expense descriptions later.

Press (SHIF T)(1)(2) to exit the Add mode.

Changing Expense Codes

To change an expense code definition, press for Change. Enter the code
number you wish to change. The description will be displayed. Enter the new
expense description. The message, EXPENSE CHANGED, will appear at the
bottom of the screen. The cursor will return to the expense code number line.
Either enter another code, or press (SHIF T)(1)(Z) to exit the Change mode.

Deleting Expense Codes

To delete an expense code, press (D) at ENTER SELECTION. The cursor will
move to the expense code line. Enter the expense code you want to delete. The
description will be displayed.

You will be asked if this is the code number you want to delete. Press (N if you
do not want to delete the expense. Press and the expense displayed will be
deleted. The code number assigned to the deleted expense can now be reused.

You may not delete an expense that has an existing balance.

Press (SHIF T)(1(Z) to exit the Delete mode.

Making Expense Code Inquiries

To display your expense code definitions, press (1) for Inquiry at the Expense
Definitions screen. Enter the code number for a particular expense, or just press
to display the first expense on file. Press to see the next expense
definition, or press (N) to exit the Inquiry mode.

Press (SHIF T)(1)(Z) to return to the System Definitions Menu.
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Payee Definitions

The final step in setting up your system is defining payee codes. A payee is an
individual or business to whom you write checks. For example, you would
probably want to define payee codes for the electric company, gas company,
credit cards, etc. You identify payees by entering their names and addresses.
There is a provision for entering checks for payees that are not defined. This is
described in the Check Entry section.

Before you begin defining payee codes, compile the names and addresses of all
your regular payees. When you are ready to make the payee entries, press (4) at

the System Definitions Menu.

The screen will show:

RLEA OB EBHOREA R N T g BN

PAYEE NUMBER....

ENTER SELECTION. . (A=ADDy C=CHANGE: D=DELETE: I1=INQUIRY)

You may enter up to 100 payees with full addresses. The information entered on
this screen will be printed on the checks for mailing purposes. You can add,
change, delete, and make inquiries concerning payees at any time.

Payee codes must consist of two characters and may be letters, numbers, or a
combination of both. (If you want the Payee codes to be sorted numerically, you
must enter the leading zero before one-digit numbers. For example, 01, 02,...09.)
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Adding Payees
To begin defining payee codes, press for Add.

At Payee Number, enter the first code (up to two characters). Enter'the payee’s
name (up to 30 characters) as you want it to appear on the check. Enter the
payee’s address (up to 30 characters). Enter the city (up to 20 characters). Type
the state using the standard two-letter abbreviation. Enter the Zip Code (up to
10 digits).

If you have received discounts from the payee during the current year, enter the
total discount amount. The maximum figure is 9,999,999.99. If no discounts have
been taken, press the key or press to skip this line.

The cursor will move to the PAID TO-DATE line. Enter the total amount paid
after discounts to the payee for the current year. The maximum figure is
9,999,999.99.

The payee code will be added to the system. Continue by defining the next payee
code. When you have defined all payees, press (SHI F T)(1)(Z) to exit the Add
mode.

When entering checks, the payee’s name and address will automatically appear
on the screen after you enter the payee code.

Changing Payees

To change payee information, press for Change. At PAYEE NUMBER, enter
the two-character payee code. This code must be entered exactly as it has been
recorded. The payee information will be displayed. Use the key to move the
cursor to the line you wish to change. After entering the change, continue
pressing the (1) key until the message, PAYEE CHANGED, appears at the
bottom of the screen. (The discount and paid-to-date totals cannot be changed
after a check or deposit has been entered.)

Press (SHIF T)(1)(Z) to exit the Change mode.




Setup (continued)

Deleting Payees

To delete a payee, press (D) for Delete at the Payee Definitions screen. Enter the
two-character code for the payee you wish to delete. The payee information will
be displayed. You will be asked if this is the payee you wish to delete.

Press to delete the displayed payee, or press (N) if you do not wish to delete
the displayed payee. If is pressed, the code may be reused to define a new
payee. Press (SH I F T)(1)(Z) to exit the Delete mode.

Note: A payee with an existing balance cannot be deleted. To delete a payee
with a balance, you must first close the year to set payee totals to zero. (If no
checks or deposits have been entered, you may simply change the Discount and
Current Balance totals to zero, using the Change mode of Payee Definitions.) See
Payee To-Date Summary for instructions on closing out the year.

Making a Payee Inquiry

To review Payee information and status, press (1) for Inquiry. Enter the payee’s
code you wish to see. The payee information will be displayed. Press to see
the next code definition, or press (N) to exit the Inquiry mode.

If you enter an undefined payee code, the message, PAYEE NOT FOUND, will be
displayed. The system will automatically display the next payee on file and ask
if you want to see the next payee. Press to display the next payee. Press (N)
to exit the Inquiry mode. Press (SH I F T)(1)(Z) to exit the Payee Definitions

screen.

Now that you have defined your system, you won’t need to use the System
Definitions Menu again unless it is necessary to change or make inquiries
concerning company information, your bank, expenses, or payees. If you have
not used the full capacity of the system, you can enter additional expense codes
and payee codes later. Press (SH I F T)(1)(Z) to exit the System Definitions

Menu.

Your Business Checkwriter system is now completely set up. You have entered
your company information, bank definition, expense codes, and payee codes. If
you have outstanding checks, enter them in Check Entry as Type M (Manual)
checks. See Check Entry for a complete explanation. If you have outstanding
Deposits, enter them in the Deposit Entry function. It is not necessary to run a
Bank Reconciliation until you receive your next bank statement.
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Printing Payee and Expense Lists

Before you begin entering checks, you should print your Expense and Payee
information. Use these reports to be certain all information entered is correct.
These code listings will also be helpful during Check Entry and Check Detail.
Whenever you add or change a code definition, print new Payee and Expense
listings.

Make sure that your printer is connected, turned on, and On-Line. At the Main
Menu, press (5) for the Report Menu.

Payee Listing

For a payee listing, press (3) for PAYEE REPORTS. Press (1) for PAYEE LIST.
(Press to continue and the printer will start.) Two payee listings will be
printed. The first listing will be in ID sequence (by code) and the second listing
will be in name sequence (alphabetically). After the payee listings are printed, the
Report Menu will reappear.

To check the accuracy of the Payee To-Date amounts, select (3) for Payee
Reports. This time press (2) for Payee To-Date Summary. You will be asked if
you want to close the year. Answer (N). After printing, the program will return
to the Report Menu.

Expense Code Listing

Now print an expense code listing. Press (5) for EXPENSE LIST. Then press
to continue. Press again and the printer will start. After the expense listing
is printed, the Report Menu will reappear.

Press (SH1I F T)(1)(Z) to return to the Main Menu.




Check Entry

Check Entry

In Check Entry, you enter information which will appear on your checks. Check
Entry has two screens that let you enter all the necessary information to prepare
a check.

If there are outstanding deposits from the last period, enter them through the
Deposit Entry function. Qutstanding checks, outstanding deposits, and checks
written during this period (including the ones written prior to setting up
Business Checkwriter) should be entered into the system so that the balance will
be current.

To enter manual checks or checks to be printed, press (2) at the Main Menu. If
you wish to print your manual checks on plain paper, enter all your manual
checks and print them first.

The screen will show:

AMOUNT . .

(P=PRINT; M=MANUAL)

ENTER SELECTION... (A=ADDs C=CHANGE, D=DELETEs I=1Fh

The message, LOADING EXPENSE CODES, will be displayed while all the
previously entered expense codes are loaded into the system. This process may
take a few seconds, depending on the number of expense codes you have entered.
After all Expense Codes have been loaded, the cursor will appear to the right of
ENTER SELECTION. Press (A) for Add.

The next Check ID number available will be automatically displayed to the right
of CK ID. If this is the first check, the Check ID will be 000001.
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Date

The cursor will be at the DATE line. For the date, either use the current date by
pressing the (1) key three times, or enter another date (MMDDYY).

Amount

The cursor will move to the AMOUNT line. This is an optional entry. (You can
either enter a total amount in Check Entry, or let the system add the itemized
expense amounts in Check Detail for a total amount.) Either enter the amount,
or press the (1) key or to bypass Check Entry amount. The
maximum amount of a check is $999,999.99.

Type

Press (P) for Print or (M) for Manual. Printed checks are checks which you will
actually be printing with the system. ‘“Manual”’ checks will be subtracted from
the balance of the account and will generate a printed Detail stub with a voided
check. If you are incorporating checks for this period which were handwritten
and sent to the Payee or outstanding checks from previous periods, enter them
as Manual checks.

To the Order of..

Next, you must enter the payee. You cannot bypass the payee line. You have the
following options:

1. You can enter the two-character payee code and the payee’s information will
be displayed if a valid code is entered.

2. Press the (=) key and enter the first ten characters of the payee name. If you
enter a valid payee, the payee information will appear.

3. Enter for an alternate payee. This option should be used only for a
payee that was not entered in Payee Definitions. This is useful for writing
checks to ‘‘one-time’’ payees. You then enter the payee name, address, city,
state, and zip code.

Note: Check and discount totals for checks written to alternate payees are added
to Alternate Payee To-Date totals at period closing. All other information about
alternate payees is deleted at period closing.

After the Payee information is displayed, you will be asked if the payee is
correct. Press (Y), and you will be asked if there are any changes needed in
Check Entry. Press (ND if all information you entered in Check Entry is
satisfactory, and the Check Detail screen will appear.




Check Entry (continued)

Entering Check Detail

The screen will show:

1D. . 0ReeA1 FPAYEE:FINE LUMEEFR MILL

AMOUNT

The information you enter in check detail will appear on the check stubs. Detail
Entry lets you enter up to ten detail lines per check consisting of invoice
number, invoice date, expense code, and detail amount. You must enter check
detail for each check.

Note: ACTION CODE:, as shown on the display, indicates whether you are
Adding, Changing, or Inquiring.

Detail Entry lets you itemize each expense separately. The system will total all
of the detail amounts. If this total is not equal to the check amount (entered
earlier) or if you bypassed the check entry amount, a warning message is
displayed. The detail total will be used for the check amount.

To move the cursor to the desired position in Detail Entry, use the following
Control Keys:

(SHIF T(I)(Z)—Moves the cursor to the top of the left column (INVOICE
NUMBER). When the cursor is already at this position, press (SHTI F T)(1)(Z)

to return to the Check Entry screen.

(SHIF D(D)(D)—Deletes a detail line. This control key will operate only when
the cursor is at the INVOICE NUMBER column. To delete a detail line, first move
the cursor to the Invoice Number column of the detail line that is to be deleted.
Press the delete keys to delete the line. The cursor will return to the top left

column.
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(SHIF T)(1)—Moves the cursor up one line.

(SHIF T)(I)(S)—Moves the cursor one column to the left.
(=)—Moves the cursor one column to the right.

(AD)—Moves the cursor down one line.

(SHIF D(1D(X)—Moves the cursor to the bottom of the screen. The detail
amounts will be totaled and compared with the amount you entered in Check

Entry.

At Detail Entry, the cursor will be at the first line of the Invoice Number
column.

Invoice Number

Enter the invoice number (up to five characters) received from the Payee. If you
do not have the invoice number, press CENT E R) to move to the next detail

item.
Invoice Date

Enter the date (MMDDYY) of the invoice. If the date is not available, press
or the (=) key three times to move to the Expense Code line.

Expense Code

Enter the two-character code for the appropriate expense. If you enter a valid
expense code, the expense description will be displayed. If the expense code is
invalid (i.e. deleted or never entered in Expense Definitions), EXPENSE NOT
FOUND will be displayed at the bottom of the screen. After you enter a valid
expense code, the cursor will move to the amount column. The code @0 is
assumed to be a ‘‘miscellaneous’’ expense. This can be used to enter expense
detail lines that do not have a defined code.

Detail Amount

Enter the amount of this expense. The maximum expense amount is 999,999.99.
The system will not let you continue until an amount is entered. You may enter
negative or positive figures. If expense code (9)(9) (Discount) is entered, the
system will automatically enter a negative amount—it is not necessary to
manually enter a minus sign. (You can make a Discount adjustment by entering
a minus sign in front of the amount. This will make the Discount amount
positive and increase the amount of the check.)




Check Entry (continued)

After you enter an amount for this expense, the cursor will move to the next
detail line. Enter the next Invoice Number or press (SHTI F T)(1)(X) to total
the expense amounts.

When you press to total the expense amounts, the detail total
will be checked against the check amount that was entered. If the two totals are
not equal the message, DETAIL AMOUNT DOES NOT EQUAL CHECK AMOUNT,

will be displayed.

If the detail total is incorrect, press when asked if there are any Detail
changes needed. Then you can correct the error.

If the detail is correct, press when asked if there are any detail changes
needed. The detail total will be recorded as the check amount. The message,
CHECK ADDED, will appear at the bottom of the screen.

The Check Entry screen will return. Either enter another check, or press
(SHIF DM@ to exit the Add mode.
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Changing Checks

Checks may be changed only if the corresponding check detail exists. If an
Expense Summary has been printed, the detail records for checks have been
deleted.

At the Check Entry screen, press (C) for Change. The cursor will move to CK.
ID.. Enter the Check ID of the check you need to change. (For example, if the
check ID is 00015, enter (1)(5) .) The check for that check ID will be displayed.

Note: If you need to make a change in Detail Entry only, press
(SHIF DX once or the (1) key six times. For ANY CHANGES?, press
(ND, and Detail Entry will be displayed.

The cursor will be at the Date line. Either enter another date, or press the (1)
key three times to bypass the date.

Use the (1) key to move to the line that needs to be changed. For example, if
the payee needs to be changed, you would press the (1) key until the cursor
moves to the Payee Number. Type the new Payee Number. The payee for that
number will be displayed. You will be asked if this is the correct payee. Press
(YD, and you will be asked if there are any changes. Press (N), and Detail Entry
will appear. The cursor will be at the Invoice Number column.

Changing Check Detail

Use the (0D and (=) keys to move to the item that needs changing. Enter the
change. You can add more Detail lines if necessary.

Press (SHI F 1)1 when you are finished making changes. The detail will
be totaled and compared to the check amount. You will be asked if there are any
Detail changes needed. Press (N), and the message, CHECK CHANGED, will be
displayed at the bottom of the screen. Check Entry will reappear. Press

(SHIF DM@ to exit the Change mode.




Check Entry (continued)

Deleting a Check and Detail

Checks may be deleted only if corresponding check detail exits. If an expense
summary has been printed, the detail records have been deleted.

When you delete a check, the accompanying detail for that check is also deleted.
At Check Entry, press (D) for Delete. The cursor will move to CK. |D. Enter the
check ID. The check information will be displayed.

You will be asked if this is the check you want to delete. Press (N) to return to
CK. ID. Press to delete the check. The message, CHECK DELETED, will
appear at the bottom of the screen. Press (SHI F T)(1)(Z) to exit the Delete

mode.

Making Check Inquiries

At Check Entry, press (1D for Inquiry. Enter a specific check ID or press
to view the first check on file.

If the check has no Detail, the check information will be displayed and you will
be asked if you want to display the next check on file. If the check has Detail,
you will be asked if you want to see the Detail. Press to view the Detail.

When you are asked if you want to see the next check, press to view the
next check, or press (ND to exit the Inquiry mode.

After you have viewed all checks on file, the message END OF CHECKS, will
display and the cursor will return to ENTER SELECTION.
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Making an Adjustment

When an expense summary is run during the print cycle, all detail records are
deleted. After a detail record has been deleted, it may be necessary to make
adjustments due to a voided check or to correct expense distributions. An
adjustment is entered just like a check.

To enter an adjustment, enter the data as you would for a normal check, but
enter (M) for TYPE. Entering (M) for TYPE will print an itemized check stub and
a voided check during the check run. To enter a negative adjustment, insert a
minus sign in front of the amount. (Remember that entering a minus sign in
front of the Discount amount will make it positive.)

Press (SHI F T)(1)(Z) to return to the Main Menu.




Deposit Entry

Deposit Entry

In Deposit Entry, up to nine deposits per day are entered. Deposits are added,
changed, deleted, or viewed through Inquiry.

Press (3) at the Main Menu for Deposit Entry.

The screen will show:

ENTER SELECTION. . (A=ADDs C=CHANGEs D=DELETE, I=INGUIRY

Ya

The name of your company’s bank and the account number will be displayed.
You will enter the date and amount of the deposit.

To add a deposit press (A). The cursor will move to the DATE line. The current
date will be displayed.

To use the current date, press the key three times. To specify another
deposit date, enter the date (MMDDYY), and the cursor will move to the amount
line.

The maximum deposit amount is $999,999.99. Enter the amount. The program
will display, DEPOSIT ADDED.

(If the message, MAXIMUM 9 DEPOSITS ALREADY ENTERED FOR DAY,
displays, you cannot enter additional deposits for that date.)

The cursor will return to the Date line. Either enter another dep031t or press

(ENTER)()(2) to return to ENTER SELECTION.
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Changing a Deposit

Press for Change at Deposit Entry. The cursor will move to the DATE line.
Enter the date of the deposit you wish to change. You will be asked if this is the
correct one. Press (Y), and the cursor will move to the AMOUNT line. Press (N,
and the next deposit for that date will be displayed.

Enter the correct amount. Press (SH I F T)(1)(Z) to return to ENTER
SELECTION.

Deleting a Deposit

Press (D) for Delete at Deposit Entry. The cursor will move to the DATE line.
Enter the date of the deposit to be deleted. A deposit amount for that date will

display.

You will be asked if this is the deposit you wish to delete. Press (Y), and the
deposit will be deleted.

Press (N if this deposit is not the one you wish to delete. The next deposit
entered on that date will be displayed. Again you will be asked if this is the
deposit you want to delete. Press when the correct deposit appears. After
the message, DEPOSIT DELETED, appears at the bottom of the screen, the cursor
will return to the Date line for another entry. Press (SHI F T)(1)(Z) to exit
the Delete mode. ’




Deposit Entry (continued)

Making Deposit Inquiries

Press (I) at Deposit Entry. Enter the date for the deposit. A deposit amount for
that date will be displayed. (You can press three times at the DATE
line to display the first deposit on file.) You will be asked if you want to see the
next deposit. Press (Y), and the next deposit will display, or press (N), and the
cursor will return to ENTER SELECTION. When all the deposits have been
displayed, END OF DEPOSITS will appear, and the cursor will return to ENTER
SELECTION. Press (SHI F T)(1)(2) to return to the Main Menu.

Making Deposit Adjustments

If a check from an earlier deposit is returned, you can make an adjustment by
entering a deposit as a negative amount. To enter the negative deposit, follow
the instructions given for Deposit Entry. Remember to enter a minus sign in
front of the amount you are adjusting.

Any interest earned on the checking account may be entered as a regular
deposit.
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Bank Reconciliation

Bank Reconciliation

The Bank Reconciliation function is used to prepare the account for period
closing. When you receive a statement from your bank, use Bank Account
Reconciliation to record the statement information. You will clear checks and
deposits that have cleared the bank. You will enter the service charge, if any, as
well as the ending statement balance for the account. If a check or deposit is
cleared in error, you can reinstate it.

Print the system’s Bank Account Reconciliation report after you have reconciled

your bank account. To reconcile your bank account, press (4) at the Main Menu.

The screen will show:

SERVICE CHARGE. . ACCT ENDING PALANCE...

The bank name will be displayed. The cursor will be at the Service Charge line.
Enter the current service charge or press if you do not have to pay a
service charge. If more than one charge was made, enter the total of all charges.

Note: Any interest earned should be entered as a deposit or as a negative
service charge.

Then, enter the current balance as recorded by the bank. This is the ending
balance shown on the<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>