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Important Note to
Model lll Users

From time to time, Radio Shack may release new versions of TRSDOS, the
TRS-80 disk operating system. Check with your local Radio Shack or the
TRS-80 Microcomputer News for notices and instructions on these
enhanced versions of TRSDOS.

If you receive a new version of TRSDOS, read the following before making
any modifications to your existing software packages (applications. lan-
guages, or system utilities):

« Do not convert your Radio Shack software packages for use with the new
version of TRSDOS unless you are instructed to do so.

« Before converting a Radio Shack supplied Model | software package to a
Model Il format, check to see if Radio Shack provides a Model Ill version
of the package. If so, you should obtain a copy of that version.

- If you're using several different software packages, press the RESET but-
ton whenever you change software.

Thank-You!

Radio fhaek

& A Division of Tandy Corporation
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Introduction

Introduction
Are you tired of balancing your checkbooks month after month? Tired of keeping
up with your check records? If so, the Radio Shack Model III Checkwriter-80

program is just the answer. Checkwriter-80 is designed to assist you in keeping
your checkbook(s) in order.

Whether you deal with one or more banks, or have more than one account, the
Checkwriter-80 (CW-80) program can satisfy your banking needs. The program
lets you enter checks and deposits with the simple use of code numbers.
Checkwriter-80 may be used as a check recording system or as a check writing
and recording system. You have the option to print or manually write checks.
Checkwriter-80 automatically debits and credits your accounts. The program
provides detailed status reports and categorically monitors your expenses. It

also maintains year-to-date totals on your expenses for budgeting and income tax
purposes.

Use Checkwriter-80 each month to reconcile your bank statement.

Checkwriter-80 is so simple to use that you'll be balancing your checkbook with
ease.

Features

e Prints checks.

¢ Allows manual check writing for record keeping purposes.

* Reconciles bank accounts.

e Maintains year-to-date expense totals.

¢ Lets you define up to 9 bank codes or 9 different accounts for one bank.
¢ Lets you define up to 75 payee codes.

¢ Lets you define up to 30 expense codes.

¢ Lets you define the type of printer to be used (Friction or Tractor-Feed).




Introduction (continued)

Required Equipment

e 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

System Capacity

The system is designed to handle up to 9 bank accounts, 30 expense codes, 1
miscellaneous expense code, and 75 payee codes. You may enter up to 2,500
transactions (checks and deposits).

System Options

As stated previously, you may use CW-80 as a check register (recording) system
or as a check register and check writing system. Refer to section titled ‘‘Check
Order Form” if you intend to print checks.




System Terminology and Conventions

System Terminology and Conventions

Function is a specific action or operation carried out by the program.
Menu is like a table of contents. There are several menus throughout the
program. The Main Menu is so labeled on the screen, and it contains the

headings of all categories (subsequent menus) with which you will be working.

Cursor is the small blinking square on your screen, which shows where the next
character you type will appear. '

The cursor gives you control of your position in the course of running the
program. While operating CW-80 (Checkwriter-80), you will move the cursor to
appropriate positions for information entry, or to return to a previously
displayed menu, or to return to a function.

1. To return to a previous function or menu, press [SHIFT ] .

2. To move to a previous liné, press [SHIFT .

3. To move cursor to the next line, press the key.

4. To backspace, press the key.







Running the Program

Preparing Your Disks
Before you begin operating the CW-80 program, make a backup copy of the

program disk. You will also need to format a data disk. For Format and Backup
instructions, see Appendices A and B (in the back of the manual).

After making a backup of the program disk, put the original program disk away
in a safe place. You will not use this disk. It should only be used for making backups.

Running the Program

Follow these steps in exact order.

1. Turn on your computer and turn on your printer. Press the On-Line key, if the
printer you're using has one.

2. Insert the backup (working) copy of your program diskette in Drive 0 and
close the door.

3. Insert the copy of your data diskette in Drive 1 and close the door.

4. Press the orange Reset button on your computer keyboard.

The screen will show: You type:

Enter Date (MM/DD/YY)? (Today’s date) and press
Enter Time Press

TRSDOS Ready and press

If you failed to press the On-Line key, the screen will show:

PRINTER NOT READY  PRESS <ENTER> TO CONTINUE

If this message appears, press the printer’s On-Line key and press [ENTER] to
continue.

The Main Menu will be displayed.
Note: Never turn off the computer while the diskettes are in the drives. You

must first exit the program. To do this, press [z] until the screen
shows:

COBOL STOP RUN AT: *#++ IN CKMENU

TRSDOS Ready




Running the Program (continued)

Now you can remove both 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.

Break Key

The Break key should not be used during operation of CW-80. If you accidentally
press it, you will end the current function and return to TRSDOS Ready. To re-

enter CW-80, type and press [ENTER]. This will return you to the Main
Menu.




Running the Program (continued)

The Main Menu

The screen will show:

MAIN MENU

SYSTEM DEFINITIONS

CHECK ENTRY
DEPOSIT ENTRY

BANK RECONCILIATION
REPORT MENU

PERIOD CLOSING

This is the Main Menu. Here is a brief description of each function.
System Definitions

Lets you set up your system and define codes. System Definitions is also used to
find out the status of your system as well as the status of an account.

Check Entry

Allows you to enter checks as needed for each account. The system will
sequentially generate its own check ID numbers as checks are entered. The
system’s CK. ID number is not the actual check number. CK. ID numbers are
used by the system to to identify, monitor and locate checks while they are
stored in the system.

Deposit Entry

Allows you to enter deposits for each account.




Running the Program (continued)

Bank Reconciliation

Allows you to record information from your bank statement and clear each check
or deposit reported cleared by the bank. Displays deposits and checks recorded
in the system. Also lets you reinstate checks and deposits cleared by mistake.

Report Menu
Prints the following:

1. Checks

2. Check Register reports

3. Bank Account Reconciliation reports*

4. Bank Lists (bank code listing)

5. Payee Lists (payee code listing)

6. Expense List (expense code listing and/or year-end expense totals)

* Note: The Bank Account Reconciliation report is the system’s bank
statement. Do not print this report until you have entered closing statement
information through the Bank Reconciliation function. Closing statement
information is obtained from the bank statement the bank sends you at the end
of each period.

Period Closing

’

Allows you to update the actual bank balance for each account. Lets you ‘‘clear’
appropriate totals and reset the system for the next period.

Note: This manual is written in the order in which functions appear on the
menu, and is not necessarily the order in which routines are performed. Refer to
the Daily and Monthly procedures.




Setting Up the System

Setting Up the System

The first step in setting up CW-80 is to define your system. Selection 1 of the
Main Menu (System Definitions) enables you to tell the computer about you and
your system. Press al.

The screen will show:

Y8 TEM DEFINITIQ

YOUR COMPANY INFORMATION
BANK DEFINITIONS

EXPENSE DEFINITIONS
PAYEE DEFINITIONS

ENTER SELECTION..

This is the System Definitions Menu. Selection 1 (Your Company Information)
lets you tell the computer about you or your company. Selection 2 (Bank
Definitions) lets you assign code numbers for your bank accounts.

An expense is what the check is ‘“for”. Selection 3 (Expense Definitions) lets you
assign code numbers for your regular expenses. A payee is the person or
company to whom a check is made payable. Selection 4 (Payee Definitions) lets
you assign code numbers for payees to whom you regularly send checks.

To set up or define your system, run each selection of this menu in the order
they appear. In the future, the system will allow you to inquire or make
modifications to any of your System Definitions. Let’s proceed with defining
your system.

Note: The system allows you to begin operation during a statement period.
However, to avoid discrepancies, it is strongly recommended that you begin
using CW-80 at the beginning of a statement period.
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Your Company Information

The first step in defining your system is entering your company information.
This information will print as the heading on your reports. At the System
Definitions Menu, press for YOUR COMPANY INFORMATION.

The screen will show:

YO UR COMPANY T NFORMATIO

COMPANY INFORMATION:
NAME

CITY-BSTATE~-Z1P..
PHONE NUMBER. ... .

PRINTER SELECTION... (F=FRICTION/T=TRACTOR)

SYSTEM STATUS:
ACTIVE ACCOUNTS
ACTIVE PAYEES
ACTIVE EXPENSE CATEGORIES...
ACTIVE CHECKS
ENTER SELECTION.. (C=CHANGE: I=INQUIRY)

At the bottom of the screen there are two options: C=Change, |=Inquiry.
Change allows you to add or change information. Inquiry displays information
you have entered. Since you have not entered any information yet, press for
Change.

When instructed to ‘‘enter’’ information, press [ENTER| if you do not use the
maximum number of characters allowed. When instructed to ‘“‘type’ information,
type the information but don’t press Enter.

Enter your name or the name of your company (up to 30 characters). Enter your
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). For Phone Number, type the area code, then
the telephone number. The cursor moves to PRINTER SELECTION. Press if
you're using a Friction Feed Printer. Press if you're using a Tractor Feed
Printer.




Setting Up the System (continued)

The SYSTEM STATUS section of the screen does not allow an entry, because this
information is received from entries you make through other functions. You may
inquire of System Status to find out how many active accounts, payees, checks,
and expense categories the system has recorded.

Note: If you make a mistake while entering information, press [SHIFT to
return to the line you wish to change. Enter the change, then press the key
to return to the point of interruption.

Inquiring Company Information

To find out the system’s status or to display your company information, press
(1] for Inquiry. After this information is displayed, the program will
automatically exit the Inquiry mode.

Changing Company Information

Whenever you need to change your company information, press [Cl for Change.
Use the key to move to the line you wish to change. Enter the change by
retyping the line.

When there are no more changes, continue pressing the key until Company
Information Changed is displayed. Press to return to the System
Definitions Menu.

11
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Bank Definitions

The second step in setting up your system is defining codes for your bank
accounts. It is required that you define a code for each bank account you have
(maximum 9 accounts). This may be 9 different banks, 9 different accounts for
the same bank, or any combination.

At the System Definitions Menu, press [2] for BANK DEFINITIONS.

The screen will show:

Boag N K 0 BEF YN L L 0N O

BANK ACCOUNT (1-9)..
BANK NAME. . v cvuununs
ACCOUNT NAME
ACCOUNT NUMBER

LAST CHECK ID

PEGINNING BALANCE (LAST CLOSING)..«suu»

LAST CLOSING DATE ... cavusarnanurcunnnnna / Vs
CURRENT SERVICE CHARGE

ENDING PALANCE (BANK STATEMENT)
ENTER SELECTION.. {A=ADDy C=CHANGEs D=DELETEs I=INGQUIRY)

At the bottom of the screen, there are 4 options. To define new bank codes, press
for ADD. To change bank codes, press for CHANGE. To delete bank

codes, press [D] for DELETE. To review bank codes and have them displayed on
the screen, press [1] for INQUIRY.

Defining Bank Codes

To define new bank codes, press for Add. Assign code numbers in numerical
sequence (1-9). Since the first account will be assigned code number 01, at BANK
ACCOUNT enter the number [1] .

Now, enter the name of the bank (up to 30 characters). Remember ‘‘enter”’ means
to press |[ENTER] if you do not use the maximum number of characters allowed.
“Type” means pressing Enter is not necessary.
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At ACCOUNT NAME, enter the name the account is in (up to 30 characters).
Now enter the account number (up to 10 digits). The program then asks if the
account has an existing balance.

If the account does not have an existing balance, press [N] to proceed with
defining the next account. If the account has an existing balance, press [Y|, then
enter the ending balance recorded on your last bank statement.

The maximum entry is 999,999.99. It is not necessary to enter commas when
entering dollar amounts. Sometimes it is necessary to enter decimals. For
example, $3,332.00 is entered [2]. For $3,332.98 you would enter

[-]1[9][8] (decimals are necessary here). To enter a negative amount,
the amount must be preceded by.the minus sign, i.e., [-] ] .

Note: If there are outstanding checks and deposits from the previous statement
period, we will show you how to incorporate them into the system later on
(Check Entry and Deposit Entry instructions).

After entering the ending balance as of last period, the cursor moves to LAST
CLOSING DATE. Type the Closing Date recorded on the last bank statement. For
example, September 30, 1981 is typed [0][9] [1]. The program indicates

the account has been added.

The cursor returns to BANK ACCOUNT. If you do not have another account to
define, press to exit the Add mode. If there is another account to
define, at BANK ACCOUNT enter the number [2]. Enter the remaining account
information in the manner described above.

When the cursor returns to BANK ACCOUNT, assign your next account the
number [3], etc. When you have defined the last account, at BANK ACCOUNT

press [SHIFT | [1][Z] to exit the Add mode.

Note: Later on, if you add a bank account to the system, you may set it up as
described above.

The ACCOUNT STATUS section is similar to the System Status section. This
information is received from other functions. You may use this section in the
future to find out the status of an account. However, this information does not
become available until after you have processed your first bank reconciliation

using the system.

At that time, information from your bank’s statement is entered into the system.
Account Status receives its information from the Bank Reconciliation function.
Once you process bank reconciliation, you can return to Bank Definitions at
anytime to inquire about the status of an account.

13
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Account Status will inform you of the last Check ID number the system
assigned. BEGINNING BALANCE (LAST CLOSING) will indicate 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 SERVICE CHARGE will indicate what the bank is charging for
services. ENDING BALANCE (BANK STATEMENT) indicates what the account’s
balance was at the end of the last statement period. Current Service Charge and
Ending Balance are entered through the Bank Reconciliation function. They are
stored temporarily and will not always be displayed.

Inquiring Bank Codes

To find out the status of an account or to see an account’s code definition, press
[l] for Inquiry. At BANK ACCOUNT, enter the account’s bank code. After
reviewing the account, press to view the next account, or press [N] to exit
the Inquiry mode.

Changing Bank Codes

Whenever you wish to change information regarding an account, press for
Change. At BANK ACCOUNT, enter the bank code number.

Use the key to move to the line you wish to change (Bank Name, Account
Name, or Account Number). After you enter the change, continue pressing the

key until Account Changed is displayed. Press to exit the
Change mode.
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Deleting Bank Codes

The system will not allow you to close or delete an account which has an existing
balance. To close or delete an account with an existing balance, write a check for
that amount and deposit it into another account.

Close the account through the Period Closing function. After closing the account,
you may proceed with deleting the account. To delete an account, select Bank
Definitions, then press [D] for Delete.

At BANK ACCOUNT, enter the bank code. After displaying the account
information, the program will ask if this is the account you wish to delete. Press
if the displayed account is the one you want to delete. If the displayed
account is not the one you want to delete, press [N] to enter another bank code.

Press [SHIFT][1][Z]to exit the Delete mode. Press [SHIFT |[1][Z] again to

return to the System Definitions menu.

During check entry, the program will use bank codes to determine which account
you are dealing with. Whenever ACCT # or BANK ACCOUNT is requested, enter
the bank code you have defined for the account. Based on the code number
entered, a bank name, account name, address, and account number will
automatically appear on the screen.

15
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Expense Definitions

The third step in setting up your system is defining expense codes. Remember,
an expense is what the check is ‘“‘for’’. Group your expenses into categories, i.e.
Utilities, Rent, Loans, etc.

For each category, you need to know the total amount you have paid in that
expense since the beginning of the fiscal year. Do not include the amount for
checks which will be entered. When you have established your expense categories
and have calculated their current balances, you may proceed with defining
expense codes.

At the System Definitions Menu press for EXPENSE DEFINITIONS.

The screen will show:

EXFEENBE DEFINIFIONR

EXPENSE NUMBER. . «ux.
DESCRIPTION. cosunsvn

AMOUNT TO DATE

ENTER SELECTION.. (A=ADDs C=CHANGEs D=DELETE. I=INGQUIRY)

Note the four options which appear at the bottom of the screen. To define
expense codes, press for ADD. To change expense codes, press for
CHANGE. To delete expense codes, press [D] for DELETE. To review expense
codes and have them displayed on the screen, press [1] for INQUIRY.

Defining Expense Codes

You will define a code number for each expense category. When you are entering
a check, the expense code you enter tells the program what expense is being
paid. You may define up to 30 expense codes. Assign code numbers in numerical
sequence i.e. 01, 02, 03, 04, ... 30.
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To begin entering expense codes, press [A] for Add. Since the first expense
category should be assigned code number @1, at EXPENSE NUMBER enter the
number [1] . Enter the expense description (or the category name, i.e. Utilities).
The description may consist of up to 20 characters.

The program then asks if the expense category you're defining has an existing
balance. Press [N] if the expense category does not have an existing balance.
Press if the expense category has an existing balance.

For example, if you're defining a code for Utilities, press [Y], then enter the total
amount paid in Utilities so far this year. Do not include checks you intend to
enter into the system.

Note: Do not include in the Expense category’s existing balance outstanding
checks from the previous statement period, or handwritten checks, written
during the current statement period, but prior to setting up CW-80. Incorporation
of these expense amounts into the system will be explained later in the manual.

After you enter the expense category’s existing balance, the cursor returns to
EXPENSE NUMBER. Define the next expense category. If this is the second
expense category, assign the number [2]. Enter the expense description and the
current balance of the expense (if there is one).

Repeat this process until you have defined all expense categories (maximum 30).

When the cursor returns to EXPENSE NUMBER, press to exit the
Add Mode.

Note: Because you were setting up your system, the program requested the
existing balance for each expense category. Once you begin running CW-80, if it
becomes necessary to define a new expense category, the system will not allow
you to enter the existing expense balance. After you define the new expense, the
system will monitor it from that point on, as checks are written for it.

The purpose of defining expense codes is to assist you in keeping year-to-date
expense totals. During check entry, the system uses expense codes to identify
which expense is being paid. Expense codes will also save you time because there
is no need to type the expense description each time you write a check.

During check entry, you will be asked to enter an expense code. The system
must know what the check is ‘“‘for”. If the expense code you enter has been
defined, the expense description will automatically appear on the screen.

Inquiring Expense Codes

To display your expense code definitions on the screen, press [1] for Inquiry.
Enter the code number for the expense you wish to see. Press to see the next
expense definition, or press [N] to exit the Inquiry mode.

17
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Changing Expense Codes

To change an expense code definition, press for Change. Enter the code
number you wish to change. If no checks or deposits have been entered into the
system, you can change the Description as well as the Amount to Date (existing
balance). However, once any checks or deposits have been entered, you can only
change the Description.

The cursor is positioned at DESCRIPTION. Change the Description or press the
key to skip this entry. The screen will show: EXPENSE CHANGED, or the
cursor will move to Amount to Date. If the cursor moves to Amount to Date,
you may change the expense category’s existing balance or press the [1] key to
skip this entry. The screen will then show: EXPENSE CHANGED. The cursor
returns to EXPENSE NUMBER. You may change another expense code or press

to exit the Change mode.

Deleting Expense Codes

You may delete any expense code prior to entering any checks or deposits.
However, if checks or deposits have been entered, you can only delete those
expense codes which have an amount-to-date of zero.

To delete an expense code, press [D] for Delete. Enter the expense code number.
When asked if this is the code number you wish to delete, check to make sure
that the expense displayed on the screen is the one you want to delete.

If you press [N], the system allows you to enter another expense number. If you
press Y| , the expense displayed at that time is deleted from the system. The
code number assigned to the deleted expense may be used again. If the expense
has an existing balance it cannot be deleted until the end of year. Press
to exit the Delete mode.

In the future when you begin entering checks, you will occasionally run across an
expense which has not been defined or just does not fit into any category you
have defined.

During check entry, you may override the expense number by typing .
This is a pre-defined code number for Miscellaneous expenses. After entering
code , the system then allows you to enter the expense description.

For example, let’s assume as you enter a check for a birthday gift, you realize an
expense code has not been defined for Gifts. Override the expense number by
typing and enter [G][1] [S] as the description. Finish the

transaction. If this expense is one you will be using regularly, you should define
it an expense code once you complete the transaction.

Note: Undefined expenses entered through code 00 are called alternate
expenses”’. An alternate expense is an expense which has not been defined or
does not fit.
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Payee Definitions

The final step in setting up your system is defining payee codes. A payee is the
individual or business firm to whom a check is made payable.

Define a code for payees you write checks to on a regular basis. For example,
you would probably want to define payee codes for the electric company, gas
company, rent, loans, etc.

As with expenses, to write a check to an undefined payee, type as the
payee code. The system will then allow you to enter the payee’s name, address,
and expense description.

Before you begin defining payee codes, you need the names and addresses of
each payee you will be defining. When you are ready, at the System Definitions
Menu, press [4] for PAYEE DEFINITIONS.

The screen will show:

PAYEE DEES LN IO NGS
PAYEE NUMBER....
ADDRESS. s vcnvuss

CITY-BIATE~ZIP..
EXPENSE NUMBER. .

ENTER SELECTION.. (A=ADDs C=CHANGE: D=DELETEs I=INQUIRY)

Defining Payee Codes

You may define up to 75 payee codes. Payee codes do not necessarily have to be
numbers. The code number or code symbol must consist of 2 characters and may
be letters, numbers, or a combination of both. Code 00 is automatically reserved
for Miscellaneous (or undefined) payees.

19



Setting Up the System (continued)

20

Throughout the manual, when instructed to ‘‘enter’’ information, press
if you do not use the maximum number of characters allowed. If you are
instructed to ‘‘type” information, it is not necessary to press Enter. To begin
defining payee codes, press for Add.

Enter the first code (up to 2 characters). Enter the payee’s name (up to 30
characters). Enter the name exactly as you would like 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).

In response to EXPENSE NUMBER, enter a defined expense code or code
for Miscellaneous. For example, let’s assume you are defining your electric
company payee code. You have defined an expense code for Utilities. Since the
electric company is a utility, you would enter the expense code for Utilities here.

If a defined expense code is entered, the program will display the expense
description and ask if it is correct. If it is not correct, press [N] to enter another
expense code. You must enter either a defined expense code or code .

If the correct expense description is displayed, press Y| . The program will
indicate the payee has been added. Continue by defining the next payee code.

When you have defined your last payee, press to exit the Add
mode.

Payee codes are for your convenience. They save time when you're writing
checks to payees who have been defined. When you enter the payee code, the
payee’s name, address, and expense description will automatically appear on the
screen.

When writing a check to an undefined payee, you should type [0][0] as the
payee code. The program will then allow you to enter the payee’s name, address
and expense description.

Note: During check entry, payees entered through code 00 are called ‘‘alternate
payees’’. We recommend that the use of alternate payees be kept at a minimum.
If an alternate is used regularly, you should define the payee a payee code.

Inquiring Payee Codes

To display your payee definitions on the screen, press [1] for Inquiry. Enter the
payee’s code you wish to see. Press to see the next code definition, or press
[N] to exit the Inquiry mode.




Setting Up the System (continued)

Changing Payee Codes

To change a payee code definition, press for Change. At PAYEE NUMBER,
enter the payee code. This code must be entered exactly as it has been recorded.
Use the [1] key to move to the line you wish to change.

After entering the change, continue pressing the key until Payee Changed is
indicated. Press [SHIFT][1][Z]ito exit the Change mode.

Deleting Payee Codes

To delete a payee code definition, press [D] for Delete. Enter the payee code you
wish to delete. 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 used again to define a

new payee. Press [SHIFT|[1][Z] to exit the delete mode.

Note: Do not delete a payee if checks are currently entered for the payee.

Now that you have defined your system, you won’t need the System Definitions
Menu again unless it becomes necessary to change, delete, or inquire about code
definitions or to inquire about the System Status or Account Status.

To inquire about the status of your system, select Your Company Information,
then press [1] for Inquiry. To inquire about the status of an account, select
Bank Definitions. Press [1] for Inquiry, then enter the bank code number for the

account.

Note: The system is designed to input codes. The alternate expense and payee
routine is just a feature which allows you to write checks for undefined payees

and undefined expenses.

Due to disk storage limitation, it is strongly recommended that the use of
alternates is kept to a minimum. Assign codes for all expenses and payees which
are used on a regular basis. Press [Z] to return to the System
Definitions Menu. Press [Z] again to return to the Main Menu.

Print Code Listings

Before you begin running Checkwriter-80, print a list of your code definitions for
future reference. Make sure your printer is connected, turned on, and On-Line. At
the Main Menu, press [5] for REPORT MENU.
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This is the Report Menu. For a bank code listing, press [4] for BANK LIST.
Press to continue ( [N] will return you to the Report Menu). After the bank
code listing is printed, the program returns to the Report Menu.

For a payee code listing, press [5] for PAYEE LISTS. Press to continue. Two
listings will be printed. The first listing will be in ID sequence (by code) and the
second listing in name sequence (alphabetically). After the payee listings are
printed, you are returned to the Report Menu.

Now print an expense code listing. Press [6] for EXPENSE LIST then press
to continue. You are asked if you wish to clear expense totals for the beginning
of new year. Press [N]. After the expense listing is printed, the Report Menu is
displayed.

You will find these code listings handy when running the system. Whenever you
change a code definition, print another listing. You are now ready to run the
program. Press [SHIFT to return to the Main Menu.

Note: The abbreviated words that appear under the page number are for the
program’s use and have no effect on your report.




Check Entry

Check Entry

You can only enter checks on accounts which have been defined in Bank
Definitions. A ‘“Manual’’ check is a handwritten check. A “Print”’ check is a
system generated check. If you are setting up the system and have outstanding
checks from the last period, enter those checks as ‘“Manual’’ checks.

This serves as a means of logging the checks in the system’s Check Register.
Enter the expense code for which the check was written. The system then applies
the amount of the check to the appropriate expense category. If the expense has
not been defined, enter code for Miscellaneous.

If you have written any checks during the current statement period (prior to
setting up CW-80), enter them as ‘“Manual”’ checks also. If there are outstanding
deposits from the last period, they must be logged in through the Deposit Entry
function. After incorporating outstanding checks, outstanding deposits, and
checks written so far this period, you may begin full operation of the
Checkwriter-80.

To enter Manual checks or checks for Print, press [2] at the Main Menu.

The screen will show:

GHEC K ENTRY
ACCT #... NAME. .
CK. ID... DATE.. 4 / AMOUNT . .
TYPE. . (P=PRINT» M=MANUAL)

TO THE
ORDER OF..

FOR.vceivuvs LAST PAYEE...

ENTER SELECTION.. (A=ADD> C=CHANGE» D=DELETEs I=INQUIRY)

At the bottom of the screen, there are four options. To enter or write a check,
press [A] for Add.

When instructed to “enter’”’ information, press [ENTER | if you do not use the
maximum number of characters allowed. When instructed to ‘“‘type”, it is not

necessary to press Enter.
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For ACCT #, enter the account’s bank code. After the account information is
displayed, type today’s date. For example, to enter September 14, 1981 you

would type [0][9] . Now enter the amount of the check. Use
decimals when necessary. The maximum amount you may enter is 999,999.99.

There are two types of check entries: TYPE.. (P=PRINT, M=MANUAL). If the
check you’re entering is going to be printed, the check TYPE is Print. Press [P]

or just press [ENTER]. If the check is going to be handwritten (or has already
been written), the check TYPE is Manual. Press [M] (handwritten checks).

After entering the check Type, the cursor moves to TO THE ORDER OF. This is
where you enter the information which will appear on the check. Even though
manual checks are not printed, the system still needs this information for the
records. Proceed with filling out the check.

You will first enter the payee. You have three options in entering the payee:

1. Enter the payee code. If the code is valid, the remaining information is
automatically displayed.

2. If you do not know the payee’s code, press the key and enter the first 10
letters of the payee’s name. If the payee has been defined, the remaining
information is displayed.

3. Or if the payee has not been defined, type to enter the payee as an
alternate. You must then enter the payee’s name and address yourself.

After entering the payee, if you find you need to make a correction, press [N] . If
the correct payee information is displayed, press Y] . If an expense code was
previously entered for the payee, the description will automatically appear on the
screen. If it is correct press [Y], or press [N] to change it.

If the expense code was not entered when the payee was defined, you must enter
the expense code. Use code if the expense has not been defined.

After entering an existing expense code, you are asked if the displayed
description is correct. Press [N] if you need to make a correction. Press when
all is correct.

When you answer |Y] , the check entry is recorded. Enter the next check. Press
SHIFT if the check is on a different account. When you have finished
entering checks, press [SHIFT two times to exit the Add mode.

Hint: If you know the payee or expense has been defined, but do not know the

code number, enter any valid code number. The description for the code number
is displayed and you are asked if this is the correct one. Press [N] until the one

you want is displayed, then press [Y] .




Check Entry (continued)

Inquiring Check Entries

Check entries (Print and Manual Types) are stored by the system even after the
check has been printed. To review a check entry, press [1] for Inquiry. Enter the
account’s bank code, then enter the system’s Check ID number.

If the Check ID number is valid, the check entry appears on the screen. If you
do not know the Check ID number, press [ENTER |. If this is not the check you
want to see, press to see the next check entry. Each time is pressed, a

different check will be displayed. When the check you want is displayed, TYPE
will indicate the following:

M = The displayed check is a Manual Type.
P = The displayed check is a Print Type.

Blank Space = The check has been printed.

Press [N] when you're ready to exit the Inquiry mode.

Changing Check Entries

To change check entry, press for Change. The cursor is positioned at ACCT #.

Enter the account’s bank code. Enter the system’s Check ID number for the
check you wish to change.

When the check information is displayed, use the key to move to the line you
want to change.

You may change any entry on the check except ACCT # or CHECK ID #. If you
need to change one of these two entries you will have to delete the check and

then re-enter it.

To change the Date, Type, or Amount make the correct entry. If you change the
payee code, the new payee name and address is displayed and the screen will

show:

IS THIS THE CORRECT PAYEE? Y/N

Press if the payee is correct. Press [N] if the payee is incorrect. The program
will then display the next valid payee number and again request you to
determine if it is correct. This sequence is repeated until you find the correct
payee, or until the program can no longer locate a payee, in which case, an error
message is displayed briefly. You must then enter a new payee code.
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Note: Changing the payee code does not automatically change the expense code.
Changing the expense code operates exactly the same as changing the payee.

To cancel a Change, press [SHIFT at any entry.
To exit the change mode, press [SHIFT at CK ID.

Deleting Check Entries

To delete or void a check, press [D] for Delete. Enter the account’s bank code
and the system’s Check ID number. When asked if this is the check you wish to
delete, press [Y].

The program deletes the check. You may delete another check if it’s on the same
account. Press [SHIFT if the check is on a different account.

Press [SHIFT again to exit the Delete mode. To return to the Main Menu,
press [SHIFT once again.

The system deletes any check, whether it has been printed or not. Before
pressing to delete a check, be sure the check you want to delete is displayed
on the screen. Press [N] if you wish to cancel the deletion.

Note: Check printing will be explained in the section entitled Report Menu.




Deposit Entry

Deposit Entry

Deposit Entry lets you enter deposits for any account which has been defined in
Bank Definitions. It might be a good policy to enter a deposit ‘“after’” the actual
deposit has been made. To enter a deposit, at the Main Menu press [3]. Press

for Add.

The screen will show:

DEPRPGO ST T BN T R Y
ACCT #..

NAME. ...

DATE...x / 7/

AMOUNT. .

ENTER SELECTION.. (A=ADD:s C=CHANGE: D=DELETEs I=INQUIRY)

For ACCT #, enter the account’s bank code. The account information is
displayed. Type the date of the deposit (MMDDYY), then enter the amount. The
program indicates the deposit has been added. Enter another deposit or press
(Z]. When the cursor returns to ACCT #, enter a deposit for another
account or press again to exit the Add mode.

Note: You may only enter one deposit per day, per account. If you make more
than one deposit for an account in one day, the deposits need to be combined for

a single entry.

Inquiring Deposit Entries

To inquire about a deposit, press [1] for Inquiry. Type the account number and
then the deposit date. The deposit information is displayed on the screen. Press
to see the next deposit, or press [N] to exit the Inquiry mode.

27



Deposit Entry (continued)

28

Changing Deposit Entries

You may only change the deposit amount. If you need to change the Acct # or
date, you will have to delete the deposit and then re-enter. If it becomes
necessary to change a deposit amount, press for Change. For ACCT #, enter
the account’s bank code. The information is displayed. Now type the deposit
date.

When the original deposit amount is displayed, enter the change. Enter another
change or press [SHIFT to enter another account. Press [SHIFT

again to exit the Change mode.

Deleting Deposit Entries

To delete a deposit, press [D] for Delete. Enter the account’s bank code, then
type the deposit date. After the deposit entry is displayed, you are asked if this
is the deposit you wish to delete.

If you answer Y|, the deposit will be deleted from the system. If you answer
[N], the system allows you to type another account number and deposit date. If
you do not want to delete a deposit for another account, press to
exit the Delete mode. Press again to return to the Main Menu.




Bank Reconciliation

Bank Reconciliation

When you receive a statement from your bank, use this function to record the
statement information. This function lets you clear checks and deposits that
have been cleared through the bank. You will enter the service charge if any, as
well as the ending balance for the account.

Do not print the system’s BANK ACCOUNT RECONCILIATION report until you
have reconciled your bank statement. To reconcile your bank statement, at the

Main Menu press [4] for BANK RECONCILIATION.

The screen shows:

BANK RECONCILIATION
ACCT #... NAME. .
SERVICE CHARGE. . ACCT ENDING BALANCE...

CK. ID PAYEE NAME DATE AMOUNT

PRESS ONE OF THE FOLLOWING KEYS: ’ENTER’ BYPAGS
ey CLEAR
R* REINSTATE

For ACCT #, enter the bank code for the account being reconciled. The bank
information is displayed. Now enter the Service Charge recorded on the bank’s

statement, or just press [ENTER] if you do not have a service charge. Then enter
the Ending Balance as recorded on the current bank’s statement.

If it is necessary to enter a negative amount, remember to enter a minus sign

before entering the amount, i.e., [-] L] .

Important: Use the current ‘statement in-hand’ for the ending balance—not the
figure generated by the system.

After you enter the Ending Balance, the program displays each deposit and
check entry that is currently recorded. Deposits are listed in the first section
entitled DEPOSITS.

29



Bank Reconciliation (continued)

30

When deposits and/or checks have been cleared, they will be preceeded by CL. A
blank space will indicate the deposit or check entry has not been cleared.

In the section entitled CHECKS, each check entry is identified by the system’s
check ID number.

In the PAYEE NAME column, the program either displays the payee’s name or
indicates DEPOSIT. The DATE column displays the date of the check or deposit.
The AMOUNT column displays the amount of the check or deposit.

The program displays one line entry at a time. As each check or deposit is
displayed, use one of the options displayed at the bottom of screen:

1. Press [ENTER| to bypass a check or deposit entry. The next entry is
automatically displayed.

2. Press to clear a check or deposit. Clear only the entries which have been
cleared on the bank statement.

3. Press [R] to reinstate an entry. This is used when an entry has been cleared
by mistake. )

4. Press |SHIFT if you wish to start over with the first deposit or check for
the account.

When the last entry has been processed, the program returns to ACCT #. Enter a
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