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. Inthe 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.
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Transaction Options

Data Entry | Columns

Reference Field
[ Increment joumal entry references by

[ ate Field
Have spstem automatically:
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() Enter month and vear
() Enter pear
(O Leave date field blank
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Description Field
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Foszting Options

[#] i ake reversing entry for beginning balance

|| Do rot make autamahic entries
[ Do mot post adjusting entries
[ Da nat post reversing entries

[ Do mot post kax adiustment entries

] Do not post automatic entries when in prior periods

[ Do mot post reference

from to

[ Enter multiple descriptions for jourmal entries

[ Enter 1099 Items for checks

X

[ o

][ Cancel ]

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. Inthe Transactions window, click the Journal Entries tab.

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

E
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In the Special Types group box, choose the Adjusting option and then click the Enter button.
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Transactions

Joumal,  General
Reference Date Account Amount | Description e
29 2131/07 160, 161, 162 2 .26 Journal Entry
18 12/31)07 251, 733 1,394.36  M3BT Accrual
z0 12f31/07 101, 250, 251 11,000,000 Tax Payment
21 1213107 101, 110 30,000.00  Bank Transfer —=
2z 12{21)07 108, 110 20,000.00 Journal Enkry
30 12131)07 115, Z&0 5,000,00 Purchase of commercial paper b
< | =
Enter l [ LCancel
Checks and Deposits | Journal Entries
Reference Drste Description
a0 1203107 Furniture & Fixures
J Account Amount A Special Types _
1|16 -455 53 O Regular O Pricr
2 |70 pre (O Rewversing () Adiusting
ﬂ (O Recurring (O Tax Adjustment
ﬂ (O Recurring Template () Budgst
5 |
6 | ¥
Depreciation Expense
Hasgh:0.0000000000 Dizh: $0.00 |Dr: $0.00 |Cr: $0.00

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. Inthe first View G/L Activity dialog, enter the account you wish to view and then click the Continue

button.

X]

View G/l Activity

Choose a GL Account bo review:

10 v

Journalz

()5 how activity for all journals

() Show activity for Joumal: General

[rata Range
(%) Current Period Orly

() Current Year-to-Date

[ LCantinue ] [ Cancel
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3. The activity for the selected account is displayed in the second View G/L Activity dialog.

View G/ Activity X
10
Depreciation Expense
Beginning of Period Balance: 11 7ER.05
Reference Dake Description Arnount
29 12)31007 Jaurnal Enkry Z,674.26
a0 12431007 Furniture & Fixkures 455,63
a0 12431007 vear End Adjustrments 803,19
Tranzaction Total: 416813
Ending Tatal: 15,933.93
= )

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.)

Creative Solutions Accounting E'

L] E You have a net income of $113,597.90
L
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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. Inthe Print dialog, double-click Trial Balance Worksheet in the Reports tab (left pane) to move it to
the Selected (right) pane.

Print

X
Frinter:  HF LaserJet 9000 PS5
[ Profie |

Frint what

Reports | Documents Selected

General Ledger ~
Trial Balance
IENEE
Transaction Listing
Journals

Chart af fccounts
Tax Code Report
Financial Statement \Warksheet
Bark Reconciliskion Worksheet
Bark Reconciliakion Transmittal
Financial Statement Setup Listings -
Paryrall Journal gort_ Order is Account Mumber ~
Earnings Report asig iz Unad|ustgd

Employee Listing 9l | [Feponend dateis 12,3107 v

[ Select -» ] [(-Bemove]

Copies: : [ Preview ] [ Frint l [ Cancel

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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X

Trial Balance Worksheet Options

General | Font | Page Layout

Optional infarmation
Sort order: |.f-‘-.ccuunt number w |

Print combining accounts

|Adiusted 7 | Frint combining accounts anly
[inchude grid lines

Report end date 12731407 Inchude prior year balances

Basis:

. 5 te PEL and B/S col
Extra lines per account El i |Separeta a Femne
Inehude AJE description
Balances Separate debit/credit columns
[ Prirt zero balance accounts () Default presentation
Only accounts with activity () Print et debit/credit amount
Al accounts (%) Separate Adjustment columns only

I 1]:9 ][ Cancel ]

Saving the Adjusting Trial Balance Worksheet in a report profile
(Optional)

1. Inthe Print dialog, click the Profile button.

2. Inthe Profile dialog, enter a name for this report (such as “Adjusting Trial Balance”) and then click the
Add button.

Profile 3

Praofile

|£‘-.u:|iusting Trial Balance |

Trial B alat it Maove Up
Move Down
[elete |lpdate Add ] [ Cancel
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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.

Frint what

Adjusting Trial Balance

Copies: :

Frinter:  HF Laser)et 3000 PS

Profiles | Reports | Documents Selected

Sort Order is Account Humber »~

Basis iz Adjusted
Report end date iz 12/31/07 w
. - [

[ PO [y R R

Trial Balance 5 Profile

[ Select -» ] [(-Bemove]

Page Lapout...

[ Preview ] [ Frint l [ Carcel

Printing or previewing the Adjusting Trial Balance Worksheet
1. Inthe Print dialog, click the Preview button or the Print button.

Write-Up Sample Client CEWRIDT
Basis: Adjusted Trial Balance Worksheet Page 2
Dec 31, 2006 Dec 31, 2007  Adjustments  Adjustments  Dec 31, 2007
Account T Description TUnadjusted Dehit Credit Adjusted
a47 E Equpment Fental 25698 42142 42142
&all E Eent 2040000 20,400.00 20,400.00
aal E Ttilities 2,398 54 3,595 87 3,595 .87
BA2 E Tamitoral 3,245 54 2.93500 283500
1] E Eepans and Mantenance 2.987.56 Qo4 .07 92407
&30 E Practice Development Expense 1258532 219789 219789
&3l E Promotional Expenses 1,000.00 32155 32155
/a2 E Entertainment of Clients 4.176.07 249729 243729
710 E Depreciation Expense 14,5980 43 14,640.11 15,533 .98
Q0 Foruture & Firhives 455 A8
Q0 Fear End Adnstments 20219

730 E Eilled Accounts Eeceivable Wiite-Offs 2,000.00 52500 52500
732 E Bad Debt Expense 2,500.00 0.00 0.o0
733 E MIZET Expense 3,788.00 &,011.97 &,011.37
740 E  Federal Income Taxes 20,000.00 45,560,095 45,260,095
745 E Other Expense 24200 28972 22972
200 E Days 0.00 334 .00 33400
901 E Days Contra 0.00 (334 007 (334 007
Total 0.00 0.00 1,295.87 1,295.87 0.00
ProfitfLoss) 87,283.04  113.897.90 (1,293.87) 113,897.90

Chrrent Vear: Carrent Profit/Loss) 22,165 .47 Taar To Date Profit/{Loss) 11322720

Pricr Vear: Carrent Profit/Loss) ﬂ Taar To Date Profit/{Loss) ﬂ
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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. Inthe 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.

User Preferences | X

System || File Lu:u:atiu:unsl Frint | ELF Firm Owerndes

Print date on reports

Print time on reporks

#lternate backaround calar on reports
Prink report option summmary

Save report opkions

Return to the print dialog after previewing
Return bo the W21099 dialog after printing
Remove borders on reports

Staple documents when sending to FileCabinet
Sork repart lisk alphabetically

OO00O0EEREEDOO

Select thiz ophion to save your option choices for each report for a client. |f you do not zelect
thiz optian, the options for 2ach report will return ta the default aptions each tine you choose
the report. Options for reports included in Beport Profiles are always zaved, regardless of thiz
optian.

FRepart Page Layout and Shading. .

QK. l [ Cancel
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