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WRITE-UP CS™  
Adjusting Entry Procedures 

Introduction 
This document highlights a few of the special features in Write-Up CS™ that can help make processing 
easier. On the following pages, we provide step-by-step instructions for using these special features in 
Write-Up CS. This document covers the following: 

 Entering transactions in Write-Up CS for clients that provide you only with ending account 
balances. Write-Up CS automatically calculates the net change for the period so you won’t have to 
do that manually. You simply enter the ending balances for the client and the program reverses out 
the beginning balances automatically so that your books match your client’s books. This process is 
usually done once a year but can be done as often as once a period, depending on how often the 
client gives you ending account balances. 

 Entering adjusting entries in Write-Up CS. By flagging journal entries as adjusting, you can easily 
see how these transactions affect the final account balance as well as the client’s net profit. You can 
see these effects immediately in data entry and also in reports. 

 Using the report settings in the Setup / User Preferences dialog. If you would like to save your 
report options, use alternate shading on reports, or print the report options on the report itself, you 
may do so using settings in the User Preferences dialog. 

Entering transactions when you have ending account 
balances only 
1. Choose Tasks / Transaction Entry. 

2. In the Transactions window, click the Journal Entries tab. 

3. Enter the reference, date, description, accounts, and ending balance amounts for the transaction. 
Click the Enter button to save the transaction. 

4. Choose Edit / Options. 

5. In the Posting Options group box of the Transactions Options dialog, mark the Make reversing entry 
for beginning balance checkbox. This reverses the beginning balances automatically, so that each 
account shows the correct ending balance. You do not need to calculate the net change manually for 
each account.   



TL 20188 Write-Up CS: Adjusting Entry Procedures 
Page 2 Copyright 1998-2008 by Thomson Reuters/Tax & Accounting. All rights reserved. 

 
6. Click OK to save the changes you have made and return to the Transactions window. The selected 

options affect all transactions entered for this client and stay in effect until you return to the 
Transaction Options dialog and change them. 

7. Choose Post Transactions from the Edit menu or from the F3 or right-click context menu (or simply 
press the F5 key). 

Entering transactions as adjusting entries 
1. Choose Tasks / Transaction Entry. 

2. In the Transactions window, click the Journal Entries tab. 

3. Enter the reference, date, description, accounts, and amounts for the transaction. 

4. In the Special Types group box, choose the Adjusting option and then click the Enter button.  
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Viewing GL activity for a selected account 
1. While the Transactions window is active, choose Edit / View G/L Activity. (You can also press the 

CTRL+G shortcut keys, or choose View G/L Activity from the F3 or right-click context menu.) 

2. In the first View G/L Activity dialog, enter the account you wish to view and then click the Continue 
button.   
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3. The activity for the selected account is displayed in the second View G/L Activity dialog.  

 
4. Click the Done button to close the dialog. 

Calculating the year-to-date income/loss 
To quickly view the current year-to-date income (loss), while the Transactions window is active choose 
Edit / Calculate YTD Income/Loss (or press the CTRL+I shortcut keys, or choose Calculate YTD 
Income/Loss from the F3 or right-click context menu.)  
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Viewing adjusting entries in a report 
1. Choose File / Print Reports (or click the Print Reports icon on the shortcut bar). 

2. In the Print dialog, double-click Trial Balance Worksheet in the Reports tab (left pane) to move it to 
the Selected (right) pane.   

 
3. Click the Options button. 

4. In the Trial Balance Worksheet Options dialog, choose Adjusted from the Basis field drop-down list. 

5. Mark the checkboxes for Include prior year balances and for Separate debit/credit columns, 
choose the Separate Adjustment columns only option, and then click the OK button to save the 
changes and return to the Print dialog.  
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Saving the Adjusting Trial Balance Worksheet in a report profile 
(Optional) 
1. In the Print dialog, click the Profile button. 

2. In the Profile dialog, enter a name for this report (such as “Adjusting Trial Balance”) and then click the 
Add button.   
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3. When you return to the Print dialog, a new Profiles tab will be visible in the left pane, and the report 
profile that you added in steps 1 and 2 will be available for selection from that tab.  

 

Printing or previewing the Adjusting Trial Balance Worksheet 
1. In the Print dialog, click the Preview button or the Print button.  
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Setting user preferences for reports 
If you would like to save your report options, use alternate shading on reports, or print the report options 
on the report itself, you may do so by using the following procedure. 

1. Choose Setup / User Preferences. 

2. In the User Preferences dialog, select the Print tab. 

3. On the Print tab, mark the checkbox for Alternate background color on reports, Print report 
option summary, and also for Save report options. Note that these options will affect all reports 
that you print. 

4. Click the OK button to save the changes. 
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