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Welcomel!

This guide is designed to introduce you to the concepts, terminology, and
features of Write-Up CS,® as well as the Creative Solutions Accounting™
(CSA) platform, so that you will be able to process client data efficiently
and accurately.

Write-Up CS is a full-featured write-up system that offers both power and
flexibility to enhance your productivity and your profitability. It includes
the following modules:

= General Ledger module. Handles all of your client write-up needs,
including reporting and bank reconciliation.

= Financial Reporter module. Makes it easy to create custom
financial statements, footnotes, and charts or graphs.

= Payroll Compliance module. Enables you to process after-the-fact
payroll and produce federal employment tax forms, including W-2s,
1099s, 940/941/943/944/945 forms, and state payroll tax forms
globally for selected clients or all clients at once.

The Payroll Compliance module allows for the setup of vendors and
enables W-2 file conversions, creation of EFTPS files, and any State
Payroll Tax modules for which you are currently licensed. It also
enables electronic filing of Forms 940 and 941/944 and various state
payroll tax forms.

Please note that the Payroll Compliance module is licensed and
renewable on an annual basis. This module is also included with
Payroll CS,® and is required if you are using Payroll CS, the State
Payroll Tax modules, or Accountant’'s Assistant.™

Write-Up CS Getting Started 1
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Installing the Write-Up CS software and completing
some initial setup steps

For detailed instructions on installing the software, please refer to the
CS Professional Suite® Accounting Products Installation and
Program Essentials guide, which you received with your software. The
guide is also available in Portable Document Format (PDF); search on
Installation and Program Essentials guide (PDF) from the index of the
CSA help browser.

Note: This guide includgs details on using the program’s help topics, on
setting up CS Connect, and on setting up administrative information
and user preferences.

Learning

about Windows

This guide assumes that you are already familiar with using Microsoft®
Windows® and its conventions. To view help on using your Windows
operating system, click the Start button on the Windows taskbar and
choose Help and Support.

Learning

about Write-Up CS

= CSA Help. The primary documentation for learning and using your
Write-Up CS software is provided in the comprehensive Creative
Solutions Accounting help topics. The help includes information
about product features, data-entry windows, and procedures.
Choose Help > CSA Help Topics and then click the Contents
button, the Index button, or the Search button to navigate to a
specific topic. In addition, you may press F1 or CTRL+F1 to view
overview help about the active window or dialog.

=  Write-Up CS Getting Started. This guide includes a walkthrough
section using a sample client that allows you to practice some of the
basic procedures that you will use when processing data for your
own clients. To view or print a copy of this getting started guide,
choose Help > CSA Help Topics. Search on Getting Started
guides from the index of the CSA help browser, and then click the
topic called Write-Up CS Getting Started guide (PDF).

Write-Up CS Getting Started
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=  Write-Up CS Tutorial. This document provides a more
comprehensive look at the Write-Up CS program. It walks you
through adding a new client and entering data in all the major areas
of the program. To view or print a copy of this document, search on
Tutorial from the index of the CSA help browser, and then click the
Write-Up CS Tutorial link in the help topic.

= Financial Reporter Tutorial. This document provides sample
exercises for creating and printing financial statements. To view or
print a copy of this document, search on Tutorial from the index of
the CSA help browser, and then click the Financial Reporter
Tutorial link in the help topic.

= Special-topic guides available as PDF documents. There are
several special-topic documents accessible from the CSA help
browser, including:

= Bank Reconciliation WalkThrough

= Automatic Journal Entries in Write-Up CS

= Adjusting Entry Procedures in Write-Up CS

= Guide for Working with Location / Department Clients
= Sample Statements and Charts

An active Internet connection is required to open these guides in
Adobe Reader.

= Interactive Computer-Based Training Program. We also offer a
comprehensive computer-based training course for Write-Up CS
designed for both first-time users and experienced users who want a
refresher. Learn at your own speed and earn CPE credits. For
details, please contact your CS Account Representative at 800-968-
8900.

= FAQs. Answers to frequently asked questions are available on our
website at CS.ThomsonReuters.com. You can access the
knowledgebase from within CSA by choosing Help > On the Web >
Product Support and Service. This menu command starts your
browser and opens the Support section of our website, where you
can log in to the knowledgebase.

= Web-based courses, hands-on classroom training, or onsite
training. Thomson Reuters, Professional Software & Services offers

Write-Up CS Getting Started 3
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web-based courses to provide you and your staff with personal
hands-on training in the comfort of your own office. We also give
classroom training at different sites around the country as well as
onsite training designed to give you and your staff members hands-
on experience to maximize productivity. Each type of training earns
you valuable CPE credit. For a complete list of training courses, visit
our website at CS.ThomsonReuters.com.

Annual Users’ Conference. Thomson Reuters hosts an annual
conference (in a different location each year) where we offer
workshops for users of CS Professional Suite software products at
all levels of experience. For more details about the event, visit our
website at CS.ThomsonReuters.com.

About this guide

This getting started guide provides an overview of the features available
in the program and a walkthrough section that takes you briefly through
some of the main processing steps in Write-Up CS. It covers the
following topics:

Reviewing some of the program features.
= Introducing global and client setup information.

= Using the menu commands, toolbar buttons, shortcut keys, and
data-entry displays.

Using the Write-Up Sample Client database in the walkthrough
section to practice some of the basic procedures that you will use
when processing transactions for your own clients.

= Opening the Write-Up Sample Client and then using the Save As
command to save it under a new client ID.

= Using the Client Properties dialog to specify the sample client’s
general information, general ledger, and payroll properties.

= Setting up the Chart of Accounts and account groups.

= Using the Transactions window to record checks, multi-
distribution transactions, and vendor checks.

= Recording payroll checks in the Payroll Check Entry window.

Write-Up CS Getting Started
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=  Previewing and printing reports.

= Editing financial statements for the sample client using the
Financial Statement Editor.

= Processing payroll tax information.
= Processing W-2 forms.

= Reviewing the keyboard shortcuts.

Where to begin

Please read the CS Professional Suite Accounting Products Installation
and Program Essentials guide for detailed instructions on installing the
software, checking your monitor settings, setting up CS Connect, and
using the CSA help.

Once you have completed the installation of the CS Professional Suite
Accounting Products software, please read each section of this getting
started guide and follow each of the steps. As you are working, use the
context-sensitive help for details about each window or dialog, and open
the CSA help browser to access more complete information on using the
software.

After you have completed the walkthrough section of this guide and as
you begin setting up and processing data for your own clients, you will
find helpful information available in both the CSA help topics and in the
Write-Up CS Tutorial.

Write-Up CS Getting Started 5
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Program Overview

This section of the getting started guide provides a brief overview of the
main features of both the Creative Solutions Accounting platform and the
Write-Up CS program.

Program features

Easy to use, with professional results

Write-Up CS Getting Started

Enjoy the benefits of using the Windows standard interface and
menus, which will help shorten the learning curve for users within
your firm as they begin using the Write-Up CS software.

Take advantage of the flexible options for setting up multiple clients.
You can copy Charts of Accounts, financial statements, journals, and
so forth, from one client to another.

Set up an unlimited number of clients and record an unlimited
number of transactions for each client.

Match a new client’s existing Chart of Accounts or set up a user-
defined account mask to define the account structure with up to 60
alphanumeric characters (including hyphens and dashes as optional
separators, plus an optional decimal). Specify account positions for
locations, departments, divisions, or jobs.

Set up accounts to track special information in units or dollars, such
as gallons of gas, number of beds, industry averages, and so forth.
Enjoy the opportunity to provide profitable business consulting by
tracking both financial and non-financial information.
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Set up automatic adjustments for gross profit calculation for
inventory variance, reversing entries, recurring entries, percentage
allocations, and provisions for income tax.

Set up weekly, monthly, quarterly, 13-period, annual, or semi-annual
processing of client data.

Use built-in data-entry options to quickly enter data for an existing
client or to set up a brand new client.

Take advantage of the robust features of Write-Up CS bank
reconciliation.

Save time when setting up new clients by copying existing financial
statement formats from another client or by using the sample
statements provided with the program.

Prepare cash-flow statements quickly and easily, without having to
maintain separate acquisition and disposal accounts. The program
stores debits and credits separately to enable clear analysis.

Share client and employee demographic data among Creative
Solutions Accounting, Practice CS,® Creative Solutions Practice,®
Fixed Assets CS,” and UltraTax CS.® W-2 and 1099 information is
also shared with UltraTax CS or GoSystem® Tax RS.

Share data within CSA to automatically fill in new employee or client
data from another employee or client with a matching SSN/EIN.

While previewing a financial statement on your screen, drill down to
view transaction-level detail and to edit transactions in the current
period for any amount in the statement.

Create export files that consist of client-specific and/or global
financial statements that can be converted into Accounting CS.

Create an XML file of your client list for import into ToolBox cs®and
Practice CS.

Print client documents sucT:Mh as reports and financial statements
directly to FileCabinet CS ~ or GoFileRoom?® for electronic storage.

Create, record, format, and view notes to yourself or to another CSA
user about a specific client’s data.

Write-Up CS Getting Started
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Data entry and processing

Store up to 10 years of history for GL balances and transactions in
active status. You can make changes at the transaction level within
any year and then re-run general ledgers, transaction listings,
financial statements, and trend reports.

Enter vendor or after-the-fact payroll transactions at the same time
you enter cash disbursements. This saves you from having to go to a
separate payroll / 1099 program to enter this information.

Save time with the program’s automatic posting of transactions.
There is no need to wait for posting or unposting. When you finish
data entry, you can print reports immediately.

Add account numbers, employees, or vendors “on-the-fly” during
data entry.

Sort transactions by date, account number, reference, or order
entered for quick review and editing.

Enter prior-year journal entries and re-run prior-year journals,
general ledger reports, and financial statements. There is no need to
keep a year open or keep multiple versions of files for the same
client.

Make temporary journal entries to convert a cash-basis client to
accrual-basis, or vice versa, without having to maintain two sets of
files for the same client.

Design your own preferred data-entry sequence to match the order
of information in your source documents. This can help make data
entry easier and help to reduce both operator errors and frustration.

Use a single journal or set up multiple journals for data entry and
printing. This permits you to keep items such as cash receipts,
purchases, sales, general journal entries, and so forth, in separate
journals if you so choose.

Use either numeric or alphanumeric characters in Reference fields.

Set your own preference for entering amounts — either with or
without the decimal.

Use the program’s AutoFill feature to save multiple keystrokes per
transaction by entering just the first few letters in any list field.

Write-Up CS Getting Started 9



Program Overview

Consolidate data for selected clients into a single client database
that has been flagged as a consolidation client.

Use the Event Monitor to record and store a listing of events that
have occurred within specific areas of the program, such as adding
new clients, recording or saving payroll checks, and changing
settings in the Administration dialog.

Use the Transmittal Letter Editor to create customized invoices that
you can then export to Practice CS or Creative Solutions Practice.

Powerful reporting capabilities

10

Customize the print options for any of the following standard reports
and worksheets that are provided with your Write-Up CS software.

General Ledger reports

= Account Changes

= Bank Reconciliation Transmittal
= Bank Reconciliation Worksheet
=  Chart of Accounts Report

= Client Information Report

= Financial Statement Setup Listings
= Financial Statement Worksheet
= General Ledger

= Journals Report

= Tax Code Report

= Transaction Listing

= Trial Balance

=  Trial Balance Worksheet

Write-Up CS Getting Started
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Payroll forms and reports for after-the-fact payroll

= 8846 Worksheet; 940 Worksheet; 941 Worksheet;
945 Worksheet

= Alternate Employee Check Record

= Cash Requirements and Deposits Report
= Check Register

= City Voucher Report

= Condensed Payroll Journal

= Deductions Register

=  Department Summary Report

= Depository Totals Report

= Earnings Report

= EFTPS Report

= Employee Audit Log

= Employee Check Record

= Employee Listing

= Employee Payroll ltem Configuration Report
= Form 9413 or 9416

= Journal Entry Report — Payroll

= Liability by Pay Iltem Report

= Local Withholding Worksheet Report
= New Hire Report

= Payroll Item Report

= Payroll Journal

= Payroll Tax Summary

= Premium Earnings Report

Write-Up CS Getting Started 11
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= State Withholding Worksheet Report
= SUTA Worksheet

= Tax Deposit Report

= Vendor Activity Report

= Vendor Listing

= Voided Checks Report

= Wage Register

=  Workers Compensation Report

Design your own statements and reports using the powerful
Financial Reporter module that is included as part of the

Write-Up CS software. Its easy-to-use, row-and-column matrix is
similar to the Windows-based spreadsheet tools you are already
familiar with. The Financial Statement Editor gives you virtually
unlimited flexibility in report design and makes it easy for you to add
financial notes and comments, correct alignments, modify font
settings and color selections, and add your own logo or other
images. For detailed information about the Financial Reporter
module, you can view or print a Portable Document Format (PDF)
copy of the Financial Reporter Tutorial. Search on Tutorial from the
index of the CSA help browser, and then click the Financial
Reporter Tutorial link in the help topic.

Add a new dimension to your statements and reports by creating
your own customized, full-color 3-D charts, line graphs, bar graphs,
and pie charts.

Choose your own preferred collation sequences and quantities for
the standard reports, customized financial statements, and
transmittal letters, and set up an unlimited number of customized
“report profiles” that include all of the reports, statements, and charts
that you run for each client.

Preview statements and reports to see exactly how they will print on
paper. There’s no need to guess how a statement might look when
you are designing it.

Do multi-level reporting with the option to print each job, division, or
department side-by-side on the same report.

Write-Up CS Getting Started
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= Design a professional presentation that includes letters, cover
sheets, table of contents, financial statements, and footnotes, and
that can be customized using any of the standard Windows fonts.

=  Print reports that tie out general ledger accounts to lines of the tax
return, and then transfer the data to your UltraTax CS or GoSystem
Tax ES software. Save time at year-end with these reports, which
allows you to quickly audit the account balances that will be
transferred to the tax return automatically.

= Export standard reports in either an ASCII or DIF format using the
Utilities > Export command in CSA.

=  Print an unlimited number of columns on a statement. You can print
a multi-year trend analysis or other comparison without worrying
about limits on the number of columns (just the width of the paper).

= Export financial statements in XML, comma-separated, or tab-
delimited format using the Utilities > Export command within the
Financial Statement Editor.

= Drill down to view transaction-level detail for any amount in a
financial statement when you preview the statement on your screen.

Data conversion and integration

= Integrates data from other CS Professional Suite software products,
including UltraTax CS, Fixed Assets CS, Practice CS, Creative
Solutions Practice, FileCabinet CS, Financial Analysis CS, GoSystem
Tax RS, GoFileRoom, and ToolBox CS.

= For Client Bookkeeping Solution® (CBS) master licensees, fully
integrates with client data from CBS (via Accountant’s Assistant).

= Imports data from magnetic media files.

= Imports non-CBS client data (via Accountant’s Assistant) from:

BusinessWorks® Peachtree Complete® Accounting

BusinessWorks® Gold QuickBooks® Pro

Paychex® General Ledger Microsoft Office Accounting and

Reporting Service Microsoft Office Accounting
Express

Write-Up CS Getting Started 13
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Converts client data from:

Accountant’s Relief®

Franklen CPA-98

ACE Write-Up

Microtique CLASS 2nd Edition

ATB Trial Balance® (DOS)

PC Software

ATB Write-Up® PDS Client Accounting

Client Accounting Systems ProSystem fx® Write-Up

WinCABS™

CPASoftware General Ledger
(DOS and Windows)

ProTym Lightning General Ledger

Datawrite Client Accounting Sage CPA Accounting Client

Write-Up

EasyACCT® Write-Up The Write-Up Solution® Il (WS2)

for DOS

Financial MicroSystems Client UniLink WriteUp*32"™

Ledger System"

Franklen CPA-11 UniLink WriteUp*Plus "

= Integrates data from Tvalue.

Firm and security settings

Use the Setup > System Configuration > Administration dialog to modify
the master password, to set security restrictions for CSA users within
your firm, to specify settings for automatic backups to FileCabinet CS, to
enable data sharing between CSA and other CS Professional Suite
software products, and to activate the event tracking features.

The Administration dialog settings are mentioned in the CS Professional
Suite Accounting Products Installation and Program Essentials guide and
are covered in detail in the CSA help topics.

Global setup information

14

Your Write-Up CS software already includes much or all of the global
setup information you may need. To enter any additional global setup
information, use the dialogs accessible from the Setup > System
Configuration commands.

Write-Up CS Getting Started
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Please refer to the CSA help topics for more detailed information about
using each of the setup dialogs that we mention in the walkthrough
chapter of this guide. You can quickly open overview help for any
window or dialog by pressing F1 or CTRL+F1.

Note: Each workstation using a network installation of the software can
maintain its own individual settings in the Setup > User Preferences
dialog.

CSA home page

The CSA home page, like the home pages in other CS Professional
Suite software products, includes links to common tasks, recently
accessed clients, and data locations. It also contains notices and alerts
when there are program updates available via CS Connect. You can

view it bﬁlicking the Home Page ﬁl button on the toolbar. You can

expand or collapse L2 the items in each section of the Home Page
by clicking the double arrows in the section headings. Click the plus sign
next to each item to access additional information.

You can choose to display the Home Page when CSA is first opened,
when no other screens are visible in CSA, or not at all. Choose Setup >
User Preferences, click the System tab, and select the preferred option
from the Display the Home Page drop-down list.

Client setup information

Use the following steps to open the Write-Up Sample Client, which we’ll
use both for the remainder of this chapter to discuss a few specific
program features and later in the walkthrough section of this guide.

1. Choose File > Open Client. (Or you may click the Open existing
client link on the CSA home page, or press CTRL+0O, which are the
“shortcut keys” for the Open Client command.)

2. All of the available clients are listed in the Open Client dialog. A
number of sample Write-Up CS clients have been set up for you to
help speed initial client setup. Notice the empty field directly above
the list of clients, which you can use to quickly search for a specific
client by typing the client’s ID.

Write-Up CS Getting Started 15
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Note: To open the Write-Up Sample Client, you must have marked
the Install Sample Clients checkbox when you installed CSA. If you
cannot see sample clients in the Open Client dialog, you must
reinstall the program and mark the Install Sample Clients checkbox
during installation of the software from the CS Professional Suite
Accounting Products CD.

Double-click CSWRI01 Write-Up Sample Client to open that client

database.

Open Client

ClientID
CSENGOZ
CSEOY01
CSLEGOL
CSLoo
CSMAMO1
CSMEDOL
CSMOMOL
CSMOMDZ
CSPAYDL
CSPTROL
CSRESOL
CSRETOL
CS5ERDL
C55MCT
C550L01
CSTESOL
CSTESOZ2
CEW2S01
i 1101
CSWRIOZ

Clients available to Open; 29

3

Client Mame ~

Engagenent Sample Client #2
Governmental Sample Client
Leqgal Template
Sample Location and Departmant Client
Sample ManuFacturing Company
Medical Tenplate
Monprafit Template
Monprofit Sample Client #2
Payrall Sample Client
Sample Partnership Client
Restaurant Template
Retail Template
Service Business Template
South Mounkain Cormmunications, Inc,
Sample Sole Proprietar Client
Trial Balance Sample Client
Trial Balance Sample Client #2
-2 Template Client
te-Up Samp nt
wirite-Un Samole Client #2 bt

Open ] l Cancel

Write-Up CS Getting Started
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Tip

If you prefer to search the list by client name instead, simply click the
Client Name column heading and the “search box” will move above the
Client Name column.

Open Client

Clients available to Open; 23

[ |'W'rite-U|:| Sample Client |

ClientID

CSENGOZ
C5G0v01
CSLEE0L
C3MEDOD]
CSMNOMOZ
CSMOMO1
CSPAYOL
CSRESD1
CSRETO1
C3LoC01
CSMAaMO1
CSPTRO1
550001
C33ERD]
CS5MCT
C3TESOL
CSTES0Z2
w2501
CSWRIOL
CSWRIDZ

Client Mame

Engagerment Sample Client #2
Governmental Sample Client

Legal Template

Medical Terplate

Maonprafit Sample Client #2

Monprafit Template

Payroll Sample Client

Restaurant Template

Retail Template

Sample Location and Department Client
Sample ManuFacturing Campany
Sample Partnership Client

Sample Sole Proprietor Client

Service Business Template

Saouth Mountain Communications, Inc,
Trial Balance Sample Client

Trial Balance Sample Client #2

W-Z Template Client

! -Up Sample Client

Wirite-Uo Samole Client #2

b

[ Open ] [ Cancel

|

When the client database opens, the client ID and client name (in
this case, CSWRIO1 - Write-Up Sample Client) appear in the title
bar, and the Write-Up CS shortcut bar appears on the left side of the
CSA main window.

Write-Up CS Getting Started
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Title bar

% Creative Solutions Accounting [CSWRIOT - Write-Up Sample Client]

File Edit Tasks Utilities Setup Window Help
DEme | 3 NO | *sEREB| 2 |
——Shortcut bar
Status Bar
Transmittal Letter
Fat Help, press F1 or Chrl4+-F1 Skaff: XKy Skt Dake: 12§31/07 GL Period: 12/31/07 PR Period: 12{31/07

Tips

= If you want the Open Client dialog to display automatically each time
you start the program, mark the Display client open on startup
checkbox in the System tab of the User Preferences dialog. (Choose
Setup > User Preferences. In the System tab, mark the checkbox
next to each option that you want to select.)

Note that the Display client open on startup option overrides the
Display the home page option. If you mark the Display client open
on startup checkbox and you select When CSA is first opened in
the Display the Home Page field, CSA will display the Open Client
dialog when you first start the program.

18 Write-Up CS Getting Started
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= For detailed information on all sample clients available for Write-Up
CS, search on Sample Clients from the index of the CSA help
browser.

Menu commands

Each of the headings in the menu bar that appears at the top of the main
window contains a pull-down menu of commands that cause

Write-Up CS to perform a specific function, such as opening a particular
window or dialog. Note that some of the menus are dynamic — that is,
the commands may differ depending on where you are in the program.

The name of each menu includes one underlined letter, referred to as a
“hot key.” To open a particular

pull-down menu and see its 2z
commands, you may do either of [ Mew Client. .. Chrl+h
the following: & open Client... Chrl4o |
=  Click the menu name with Client Properties. ..
the left mouse button. Close Cliert
|
= Press the ALT key plus the Save fis... :
underlined letter in the menu Rename. ..
name. For example, to open Delete...

the File menu (shown at ;
right), press ALT+F.

By displaying the commands of &} Print Reports. .. ChrbR
each of the pull-down menus, :
you can get an overview of the
main features in Write-Up CS.
Notice that when you place the
mouse pointer over a menu
command, a short description of

Backup. ..
Restare. ..

" 2 Select Period to Process... .

that command appears at the left & C3 Connect
edge of the status bar (at the

bottom of the CSA main Exit
window).

When a Write-Up CS client is open, the menu bar includes commands to
perform the functions listed in the following table.

Write-Up CS Getting Started 19
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Menu

Functions

File

Adding, opening, closing, renaming, or deleting clients;
modifying client properties; consolidating clients; saving,
backing up, or restoring data; printing reports and financial
statements; selecting a different processing period for the open
client or advancing to the next period; accessing CS Connect
to download license and software updates for your Creative
Solutions Accounting products; exiting the Creative Solutions
Accounting program.

Edit

(Available commands are specific to the active window.)
Cutting, copying, and pasting text; adding or deleting a record;
deleting or restoring information in the current field or record;
finding a specific record; updating a custom fieldview; opening
the Client Note dialog; performing other display-specific
functions.

Tasks

Entering GL transactions, reconciling bank statements,
entering after-the-fact payroll transactions.

Utilities

Copying or moving GL balances, budgets, and/or transactions
from one or more periods to another selected period; importing
client data; transferring client data to Financial Analysis CS;
processing payroll tax forms, W-2s, and 1099s; exporting
EFTPS batch files for payroll; printing or viewing the global
payroll item listing; viewing client status events; exporting to
other formats; accessing Accountant’s Assistant (for a Client
Bookkeeping Solution Master Licensee); transferring
information from one client to another; exporting reports to a
selected file format; printing the client listing; accessing a data
conversion utility; printing mailing labels; accessing
FileCabinet CS (for a FileCabinet CS licensee).

Setup
(Client-
specific)

Setting up the active client’s Chart of Accounts, automatic
journal entries, journals, account groups, additional amounts,
checkbooks, employee templates, payroll departments,
employees, and vendors; creating or modifying financial
statements; adding or modifying client invoice statements;
creating or modifying transmittal letters; selecting user-specific
preferences (for data entry, file locations, and print options).

Setup
(Global)

System Configuration (global) setup: Setting up information
applicable to all clients, including pay items, deduction items,
and tax withholding items; federal, state, and local payroll tax
information; 1099 items; fees; custom headers; custom reports;
client status events; text variables; security settings; modifying
layouts for W-2 or 1099 forms.
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Menu Functions

Window Arranging the open windows in your CSA workspace; switching
between open data-entry windows.

Help Opening the CSA help browser; viewing the list of keyboard
shortcuts; viewing User Bulletins; reviewing frequently asked
questions; accessing the CS Professional Suite website;
accessing other information available via the active Internet
connection; rebuilding the client list and compacting the client
data; viewing information about your CSA and Write-Up CS
software versions and licenses.

:

&1 Tips

= Some of the menu commands have corresponding buttons on the
CSA toolbar.

= Several of the most commonly used menu commands, such as Print
Reports, have special shortcut keys that allow you to execute the
command quickly from your keyboard. For example, you can simply
press CTRL+P to open the Print dialog. (See Keyboard Shortcuts
on page 91 of this guide.)

Toolbar

Demew & BBz 10 % =DE

The toolbar buttons provide a quick, convenient method for executing
common commands in Write-Up CS. To perform an action using the
toolbar, simply click the appropriate button on the toolbar.

If you let the mouse pointer pause for a moment over a toolbar button,
you'll see the “ToolTip” name for that button. The following table
describes each button on the toolbar.
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Button

Action

New Client. Opens the New Client Properties dialog, where
you may enter a unique client ID and general information for
the client you are adding.

Shortcut keys: CTRL+N

W)

Open Client. Finds your existing clients (by searching in the
client data path specified in the File Locations tab of the Setup
> User Preferences dialog) and lists them in the Open Client
dialog.

Shortcut keys: CTRL+O

(WY

Client Properties. Opens a dialog with a series of tabs in
which you can enter or update general information about the
open client, including the current fiscal year-end date and the
number of periods to be processed.

Select Period to Process. Opens the dialog where you can
select a different processing period or advance to a hew
processing period for the open client.

[

Print. Opens the Print dialog, which allows you to select a
variety of reports and financial statements for printing. From
the Print dialog, you can: print transmittal letters and financial
statements; select individual reports or report profiles for
printing; access the Options dialog for each individual report;
define and save new report profiles that can help you complete
your routine reporting tasks more quickly and easily; preview
selected reports; and print the selected reports or profiles in the
quantities you need.

Shortcut keys: CTRL+P

=]

Cut. Removes the highlighted selection from the active window
and places it on the clipboard.
Shortcut keys: CTRL+X

i

Copy. Copies the highlighted selection and places it on the
clipboard.
Shortcut keys: CTRL+C

]

Paste. Pastes the contents of the clipboard at the insertion
point, replacing any selection.
Shortcut keys: CTRL+V

B
(N

Custom Fieldview. Opens a dialog where you can add, edit,
or delete items in the drop-down list of a “custom fieldview.”
Shortcut keys: CTRL+W
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Button

Action

El

Client Note. Opens the Client Note dialog, where you can
record reminder notes relevant to the selected client. Use the
toolbar buttons at the top of the dialog to format the font size
and type for the notes.

Client Status. Opens a dialog where you can schedule and log
status events for the active client and set up and modify global
tickler settings.

= [

CS Connect. Opens CS Connect, which enables you to
transmit or retrieve certain kinds of information, and to
download licenses and program updates for your CSA software
from Thomson Reuters and apply those updates on your
computer.

FileCabinet CS. If you are a licensed user of FileCabinet CS,
opens FileCabinet CS.

5 @

Import Fixed Assets CS Journal Entries. If you are a
licensed user of Fixed Assets CS, imports the Fixed Assets CS
journal entries.

Import Practice Solution Journal Entries. If you are a
licensed user of Practice CS and/or Practice Solution, imports
the journal entries.

Transfer to Financial Analysis CS. If you are a licensed user
of Financial Analysis CS, transfers the client data to the
Financial Analysis CS program using the settings you
previously saved in the Transfer Data to Financial Analysis CS
dialog.

Topic Help. Opens the help browser, displaying information on
the active window or dialog.
Shortcut keys: F1 or CTRL+F1

Write-Up CS Getting Started
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Shortcut bar

When a Write-Up CS client is open, the shortcut bar appears at the left
side of the CSA main window. The shortcut bar enables you to quickly
open the most frequently used data-entry windows and dialogs in Write-
Up CS. Each icon in the shortcut bar is described in the following table.

Icon

Action

Transactions. Opens the Transactions window, where you enter,
modify, or delete GL transactions.
Shortcut keys: CTRL+T

Bank Reconciliation. Opens the Bank Reconciliation window,
where you can import an electronic copy of your bank statement,
track the transactions that affect your cash accounts, and print
reports and prior bank reconciliation worksheets.

Chart of Accounts. Opens the Chart of Accounts window, where
you enter, modify, or delete GL accounts.

Print Reports. Opens the Print dialog, where you can select
various reports and financial statements to print or view on
screen.

Payroll Check Entry. Opens the Payroll Check Entry window
where you enter, modify, void, or delete after-the-fact payroll
checks.

Shortcut keys: CTRL+Y

Employees. Opens the Employees window, where you add,
modify, or delete employee records for the open client.

Vendors. Opens the Vendors window, where you add, modify, or
delete information for 1099 vendors, payroll agents, and other
vendors.

il

]
par

Financial Statements. Opens the Financial Statement Editor,
where you can create or modify custom statements and full-color
charts.

Transmittal Letter. Opens the Transmittal Letter Editor window,
which includes full text editing features for communication with
your clients.

24
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Data-entry displays (or list displays)
The following common features characterize list displays in Write-Up CS:
= Alist of the records currently on file appears at the top of the display.

= Arow of buttons is available to initiate various actions (adding,
editing, accepting, and so forth).

= An “edit area” contains details about the currently selected item.

In list displays, you are either in Browse mode (looking for an item, or
browsing through the list) or in Add or Edit mode (adding a new record
or modifying an existing record).

% Employees

Employee 10 Lask Mame First Mame ML | SSMEIN
Ingram 5 366-59-4212

2 Morkenson Marshall T 123-45-6739

3 Yogel Sandra L 368-95-4252

add | [ Edt | [ Delee

General | Perzonal®-2 | Eamingz | Tax Withholdings and Deductions | Other

First; Ml Telephone #;

Last: |Inglam | D epartment(s): |Department #1 |
Street: |1 Main Street | Email Address: |

Ciky: Marshall Comments:

Stater Ml Zip 48111
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Browse mode

While in Browse mode, when you use your keyboard you are typing in
the “list pane” of the data-entry window and the fields in the edit area are
grayed out and unavailable for data entry. This means, for example, that
you can use the arrow keys on your keyboard to navigate to different
records in the list, and that you can type in a few characters to move to
the next record in the list that has the closest match in the first column of
the list.

Because the Edit button is the “default button” while you are in Browse
mode, pressing the ENTER key on your keyboard is like clicking the Edit
button — it opens the currently selected record in Edit mode.

You can click the Add button (or press ALT+A) to begin adding a new
record, or you can click the Delete button (or press ALT+L) to delete the
currently selected record.

Add or Edit mode

While in Add or Edit mode, when you use your keyboard you are typing
in the “edit area” of the data-entry window. This means that when you
type characters, you are inserting information into the fields for the
currently selected record. You can also use the Page Up or Page Down
keys on your keyboard to move from one record to another.

Because the Enter button is the “default button” while you are in Add or
Edit mode, pressing the ENTER key on your keyboard is like clicking the
mouse pointer over the Enter button — it accepts the changes you have
entered for the current record (assuming that all required information has
been entered).

You can click the Cancel button (or press ALT+C) to cancel any changes
you've made to the current item.
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3 Employees

Emplayee 1D Last Name First Name ML SSMNJEIM
Ingram Charles 5 9 2
b4 Mortenson Marshall T 123-45-6759
3 Yagel Sandra L 368-95-4252
Add Edit Delete [ Emer | [ Cancel

General | Personal®-2 | Earnings || Tax withholdings and Deductions | Other |
o}

T —

Last: | | Department(s): | Add a department!! Click here” Edit depts... ]
Stest. | | Email Address: | |
Clity: | A | Comments:

State: | v Zp | v

Note that the program does not save new or modified information until
you click the Enter button. At this point, you will see the information for
the new record at the top of the screen.
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Write-Up CS WalkThrough

The purpose of this walkthrough is to introduce you to some of the
features in Write-Up CS and show you some examples of how to use
various aspects of the program. Please note that this walkthrough is not
meant to teach you all of the powerful tools that are available in
Write-Up CS, but simply to provide an introduction.

While completing the walkthrough, you will learn how to open a client
database, enter basic general ledger transactions, record checks for
after-the-fact payroll, and set up account groups. The walkthrough also
covers some of the features available for printing reports, financial
statements, and charts or graphs.

Set user preferences

Before you begin this walkthrough, you will want to change two User
Preferences options to simplify your work. The Return to the print
dialog after previewing option allows you to quickly move between the
Print Preview window and the Print dialog. The Sort report list
alphabetically option makes it easy for you to quickly find the report you
need.

1. From the CSA main window, choose Setup > User Preferences and
click the Print tab.

2. Mark the Return to the print dialog after previewing checkbox and
the Sort report list alphabetically checkbox.

3. Click OK to return to the CSA main window.
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Sample clients

To accompany the Write-Up CS software, we have provided several
different sample clients for which some data has already been entered to
illustrate some of the features of the program. For this walkthrough, we
are using CSWRIO01 (the “Write-Up Sample Client”).

If you did not choose to install sample clients when you installed CSA,
you will need to do that now. Close and reinstall the program, and be
sure to mark the Install sample clients checkbox during the installation
process.

Making a copy of the sample client

Use the following steps to create a copy of the CSWRI01—Write-Up
Sample Client, which you can then use to complete this exercise. This
will leave the original sample client intact for others in your office to use
as they become acquainted with the Write-Up CS software.

1. Choose File > Save As.

2. Inthe Save As dialog, .
enter XXXWALK, where Saye As E|
XXX represents your own
initials. Note that you can Save cument client as: | Ho0W ALK
use upto 11
alphanumeric characters [
to create a unique client
ID.

Save ] [ Cancel ]

3. Click the Save button. The original client closes, the copy you've just
created becomes the active client, and its client ID and name appear
in the title bar at the top of the CSA main window.
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Client properties

The Client Properties dialog contains general information about the client
as well as processing and data-entry options for each module of the
program.

Viewing information in the Client Properties dialog

1. Open the Client Properties dialog by clicking the Client
Properties button on the toolbar or by choosing File > Client
Properties.

2. To enter the name and address information for the client, use the
General Information tab of the Client Properties dialog. Note that you
can specify a different client name for payroll purposes and also
enter a DBA.

Properties g|

General Information | General Ledger | Payroll

Client [D: RoPtWALK EIN: 381234562
Client name: ‘winite-Up Sample Client
Paprall name: | write-Up Sample Payroll Mame [ &l leading zeros
DBA: winte-Up Sample DBA [ Cansalidation Client

Address ine 1: | 12345 East Main Street

[[] Enable Wendor Checkwriting
Address line 2 |Suite 4115 [C1CBS Client
City: Ann Arbar w | State:|Ml v | Zip: (48104 w

Telephone #: | 800-555-1000

Industry code: E

[ 0K ] [ Cancel ]

Note: Both the City and Zip fields have custom fieldviews. A
custom fieldview is similar to a regular fieldview or list box field
except that you determine the entries that appear in its drop-down
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list. The City and Zip custom fieldviews allow you to create drop-
down lists of commonly used cities and zip codes to help speed data
entry. These lists are available for all city and zip code fields
throughout the program.

= To add an item to the drop-down list in a custom fieldview,
simply enter the item in the field and then press CTRL+S.

= To open the dialog where you can add or edit items in a custom
fieldview’s drop-down list, place the cursor in that field and then
press CTRL+W.

3. Click the General Ledger tab. The General Ledger tab of the Client
Properties dialog includes fields to specify the current-period and
year-end dates, the number of periods in the current year and the
period type, the Chart of Accounts mask, years of balances to save,
years of transactions to save, deposits reference, balancing entry
reference, and so forth.

= The Deposits reference that you set up here enables you to
enter a deposit with its own reference, similar to the way that you
enter checks. Thus, you can enter several deposit records with
one balancing entry.

= The starting check number is used to indicate transactions that
are checks. Any transactions that are given a reference number
equal to or above this number will be considered checks and will
automatically be balanced by entries with the reference specified
in the Balancing entry reference field. As we will see later in
this walkthrough, this feature will greatly speed check entry.
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Properties

X

General Infarmation | General Ledger | Paprall

LChart of accounts mask: | CCCCCCC.CCC

Processing

. i “r'ears of balances to save: 5 v
Current period ending date:
. Years of tranzactions to save: 2 v
Current fizcal year end:
. i Deposits reference: 2
Latest period ending date:
. Starting check number: 100
Mumber of penods in current pear: 12
Balancing entry reference: 1
Change fizcal pear end date Use zeparate joumnals in transaction data entry
Perinds Journal for Fixed Assets C5 JE: | General hd
(@ Manthly ) Quartery O Weekly
Oannual O 13 perinds O Semi-annual Entity Type
1120 11208 1040 1085
Edit period end dates M C Sl L2

O14 O (990PF O Other

[ Ok l [ Cancel ]

4. Verify that the Use separate journals in transaction data entry
checkbox is marked because we will be using journals later in this
walkthrough.

Note: For more detailed information on any of the fields in the General
Ledger tab of this dialog (as for any window or dialog in the program),
press F1 or CTRL+F1 to open the help browser.

5. Click the Payroll tab.

Use the State tax information grid on the Payroll tab to enter
information for all of the states that you would process for the current
client. The grid allows for as many states as required, but for the
purposes of this walkthrough, leave Michigan as the only state.
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X

Properties

General Infarmation | General Ledger | Payrall

Current period ending date: I:l Tt borrns fled

v 944 943 945
Latest period ending date: I:I [aas 943 945

Payrall Report Options [ Businesswiorks client Client Invaoice
) ) Forrii printing fee: | w |
l Paproll Joumal Entry l [ Third party sick pay [ System-posted form fees are non taxable

[ Export journal entry

State tax information
J =T State MName StatedrH D SUTA, D Rate Wage Limit | 940 Rate | #
u Il Michigan 35-12345675 1234567-8 @, 3.0000 900000 3.0000
+ | Q
v
(]9 I [ Cancel

6. Click the Payroll Journal Entry button.

In the Payroll Journal Entry Options dialog, note that the Create
payroll journal entry checkbox is already marked, indicating that
you want to have the program automatically create journal entries
when you enter payroll checks. The remaining fields in the dialog are
enabled for you to indicate details about the transactions that are
created for the payroll journal entries.

P89 has been entered in the Reference field, and Payroll Entries
has been selected from the drop-down list in the Journal to use for
payroll JE field. Your screen should look like the following
illustration.
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Payroll Journal Entry Options

[“]iCreate payrol joumal entns Undistributed G/L accoumnt: |E|E|E| w |
& Summary () Detail
[] Prampt for posting date

EBeference: Journal to uzse for vendor JE:

Impound reference: Journal to uze for impound JE:

Journal to uze for payroll JE: |F'ayru:u|| Entriez V|

[ OF. ] [ Cancel

With these options selected:

=  The program will automatically create journal entries for any
payroll checks entered for this client.

= The journal entries will be given the reference of P89.

= Ifthere is no GL account associated with an entry, it will be
assigned to account 999.

= The entries will be made in the Payroll Entries journal.

7. Click OK to accept the current settings and close the Payroll Journal
Entries Options dialog, and then click OK in the Properties dialog to
close it.

We will enter payroll checks later in this walkthrough so you can see how
these options affect check entry.
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Data entry

In this section, we’ll enter a few transactions and show you some of the
options that allow you to customize the data-entry process in
Write-Up CS to best suit your needs.

Opening the Transactions window
1. Choose Tasks > Transaction Entry, click the Transactions

@icon on the shortcut bar, or press the CTRL+T or F8 shortcut
keys. When you first open the Transactions window, you are
automatically in Add mode for the General journal.

# Transactions

Joumal  General
Reference Date Account Amount | Descripkion G
160, 161, 16 Journal Enkry
18 12/31/07 251, 733 394,36 MSBT Accrual
20 12/31/07 101, 250, 251 11,000.00 Tax Payment
21 12/31/07 101, 110 30,000.00  Bank Transfer =
22 12/21/07 108, 110 20,000,00  Journal Entry
30 12/31/07 115, 260 5,000.00 Purchase of commercial paper hd
< | &
Enter l [ Lancel ]
Checks and Depozits | Joumal Entries
Account! fom
Reference Drate endar Amount Description
1283107 0.00
Additional Distributions
Account Amournt Description =
A/
Total: $0.00
Hash: 00000000000 Dish: $0.00 D $0.00 Cr. $0.00

2. Click the Cancel button or press the ESC key to change to Browse

mode.
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3. Inthe Journal field at the top of the Transactions window, select
Cash Disbursements from the F4 drop-down list. Notice that the list
pane is filled with the transactions already entered in this journal and
that the program changes from Browse mode to Add mode.

Transactions

Joumal:[ Cash Disbursements ]
Reference Dake Account Description i
2ia1f07 g 56 American Insurance Company =
1134 12/31/07 601 . Sandra L. vogel
1185 12/31/07 601 . Marshall T. Mortenson
1186 12/31/07 605 . Marshall T. Mortenson
1187 12/31/07 605 . Sandra L. Vogel
1188 12/31/07 606 . ARA Food Services v
< | &
Enter ] [ LCancel ]
Checks and Deposits | Joumnal E ntries
Reference Drate PAEEaUT Amaunt Description
Wendor
| 12031007 0.00
Additional Distributions
Azcourt Amourit Desctription ~
v
Total: $0.00
Hash:0.0000000000 Dish: $0.00 D $0.00 |Cr. $0.00

Choosing options for transaction data entry

Before entering any new transactions, let's examine some of the options
available for customizing data entry.

Setup > User Preferences dialog
To enable quick data entry in the Transactions window, a special option
in the Setup > User Preferences dialog has already been selected as the
default setting. This option (called Use enter key to move between
fields in Transaction Entry only) allows you to use the ENTER key on
your keyboard to move from field to field and to save the current record
when in the Transactions window.
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In the Checks and Deposits tab of the Transactions window, press
ENTER to move past the last field in the Checks grid and save the
record or press the TAB key to move the cursor to the Additional
Distributions grid.

In the Additional Distributions grid of the Checks tab and in the
Journal Entries tab, press ENTER to move past the last blank field
and save the record.

When in Browse mode in the Transactions window, press ENTER to
invoke the command associated with a default button.

Note: For more information, search on User Preferences from the index
of the CSA help browser, and then click Setting user preferences for
data entry.

Transaction Options dialog
The Transaction Options dialog lets you customize many aspects of your
data entry to make entry as efficient as possible.

1.

38

From the Transactions window, open the Transaction Options dialog
by choosing Edit > Options or by pressing F3 (or right-clicking in the
gray area) and choosing Options from the context menu that
appears.

Note that in the Date Field group box of the Data Entry tab, the Have
system automatically checkbox is already marked to enable the
options in that group box, and the Enter period ending date option
is selected.

Write-Up CS Getting Started



Write-Up CS WalkThrough

2. Inthe Description Field group box of the Data Entry tab, mark the
Have system automatically checkbox to enable the options in that
group box and then click the Use general ledger account
description option. This causes the program to default the name of
the GL account into the Description field during transaction data
entry.

Transaction Options E|

Data Entry | Calurnrs

Feference Field Wendor Information

[ Increment journal entry references by Uise Yendar 1D to autofil

Date bild Usze Yendor description to autofill

Have system automatically:
(%) Enter period ending date Pasting Options
() Enter month and year [] Post when esiting tranzaction data entry
() Enter year [] Make reversing entry for beginning balance
(O Leave date figld blank [ Do rot make automatic entries

] Prornpt if date iz not within current GL period [ D not post adjusting entries

[] Do rot post reversing entries

Deseription Field [] Do not post tay adiustment entries
v|H t tomatically: . . A .
ave gysiem automacaly [ Do riot post automatic entries when in prio periods

() Enter joumal description for all entries

Enter "Check ‘wWitten" for checks and
journal description for all other entries fram ta

() Leave description fisld blank
@il qenersl iedger account description [ Enter multiple descriptions for journal entries
] Enter 1099 Items for checks

[ 0o nat post reference

[ OF. ] [ Cancel

Note: Even when you have chosen to have the program
automatically enter data in some fields, you can always overwrite the
automatic entry in the Transactions window simply by clicking in the
field and typing in your own data.
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3. Click the Columns tab. The settings in this tab are used to rearrange
the columns that appear in the Transactions window to better fit your
style of data entry and source documents. For the purposes of this
walkthrough, leave the columns as they are.

Transaction Options

DataEntry | Columns |

Checks and Deposits

Move Down

Description

Additional Digtributions

ldccount ]

Amont
Description

Move Down

Joumnal Entries
Summary
Reference
Cate
o] I
Distributions
Amont
Festare Default

[ OF. ] [ Cancel

4. Click OK to save the changes and return to the Transactions

window.

Recording a check

Let’s record a check with the following information:

Check reference 151

Check date 12/31/07

Payee Acme Supply Co.
Amount 500.00

Cash GL account 101

Expense GL account 641

40
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In the Transactions window, click the Add button to open a new
record.

In the Reference field on the Checks and Deposits tab, enter 151.
Because we indicated in the Client Properties dialog that numbers
greater than 100 are checks, the program automatically recognizes
this as a check. Press ENTER to move to the next field.

In the Date field, notice that the program has filled in the period
ending date automatically, as specified in the Transactions Options
dialog.

In the Account/Vendor field, enter 641 or select that account number
from the F4 drop-down list. Press ENTER to move to the next field —
and as you do so, notice that the program fills in the GL account
description automatically, as we specified in the Transaction Options
dialog during an earlier step in this walkthrough.

In the Amount field, enter 500.00 and then click the Enter button to
accept the transaction.

# Transactions

Joumnal: | Cash Disbursements v

Reference Date Account Amount | Description ~

1202 12131107 661 142,73 Michigan Consolidated Gas Company

1203 12431/07 662 300,00 Mark White

1204 12§31/07 650, 652, 745 755,23 American Express

1205 12431/07 &00 500,00  Staffing Services

1 12431107 101 -16,072... (Cash Disbursements =
2/31/07 500.00 3 ad

< | &

add ][ Edt ][ Deke

Checks and Deposits | Jaumal Entries

Accourt!

Reference Date Amourit Description
“Wendar
151 1263107 41 500.00 |Data Processing Supplies
Additional Distributions

Account Amourit Description S

A~

[rata Processing Supplies Total: $500.00
Haszh:E41.0000000000 Dish: $500.00 D $500.00 Cr: $0.00
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-

Notice the following:

= The check you just entered is now displayed in the list pane at
the top of the Transactions window.

= The program has opened a new record with the next check
number already entered in the Reference field and with the date
of the previous check already showing in the Date field. (This
behavior occurs only during check entry.)

= When you need to switch between the Transactions window and
the Payroll Check Entry window, you can press F8 on your
keyboard to move quickly between the two windows. The date
and check number are synchronized.

Tips

Write-Up CS uses alphanumeric references to track transactions
and to verify balancing of journal entries. Recall that on the General
Ledger tab of the Client Properties dialog, we verified that our
starting check number was 100, that the balancing entry reference
was 1, and that the deposits reference was 2. That means the
program will assume the following:

= Any transaction entered with a reference number of 100 or
greater is a check.

= The reference number 1 is reserved for the offsetting credit for a
batch of checks.

= Any entry with a reference number of 2 is a deposit.

The program does not allow you to save transactions unless entries
with references between 1 and the starting check number are in
balance.

The program does not allow you to close the Transactions window
unless all entries are properly balanced.

If you leave the description blank, Write-Up CS will autofill the
description and account from the previous transaction.

The autofill feature in the Transactions window also enables you to
enter just the Vendor ID or the Vendor Description, and the rest of
the pertinent check information will flow automatically from the
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standard check area of the Distributions tab in the Setup > Vendors
window.

Recording a check with multiple distributions
Now let’s enter a regular check with the following information:

Check number 152

Check date 12/31/07

Payee Acme Supply Co.

Amount 700.00

Cash GL account 101

Distribution accounts 300.00 to GL account 641
400.00 to GL account 140

1. Press ENTER once to accept the program-entered reference of 152
and the date.

2. Enter 641 in the Account/Vendor column and then press ENTER.

3. Enter 300.00 in the Amount column and then press TAB to accept
the amount and move the cursor to the Additional Distributions grid.

4. Enter 140 in the Account column and then press ENTER.

5. Enter 400.00 in the Amount column and then press ENTER twice to
accept the transaction.
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Notice that the running total of transaction balances in the status bar
is now $1,200.00, which is the sum of the two transactions that we've
entered during this data-entry session. Your screen should now look
like the following illustration.

Transactions

Cash Disbursements

Journal:
Reference Date Account Amount | Description S
1203 12431/07 662 300,00 Mark White
1204 12{31/07 650, 652, 745 795,23 American Express
1205 12431/07 &00 500,00  Staffing Services
1 12)31/07 101 -16,072... Cash Disbursements
151 12131107 641 500,00 Data Processing Supplies i |
12 7 641,140 700,00 vaka Pr g Supplies b
£ 1l | R

[ Enter ][ LCancel ]

Checks and Deposits | Joumal Entries

Reference Date HEEEUTY Amaunt Description
“endar

153 1203107 0.00
Additional Distributions

Account Amourit Description o
A
Tatal $0.00
Haszh:1422.0000000000 Dish: $1.200.00 Dr: $1.200.00 |Cr: $0.00
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Verifying vendor information

The next check we'll enter is going to one of the client’s existing vendors,
so let’s first verify the setup information for that vendor.

1. Click the Vendors

icon on the shortcut bar or choose Setup >
Vendors.

2. Inthe Vendors list pane, highlight Greentree Properties. Notice that
the Vendor ID for Greentree Properties is RENT.

VYendors

Payee ID Payee Mame YTD Checks

Gary Hansen 0.00
Greentres Properties 20,400, 00
Marcia Office Supply
CLEAM Mark. White 2,935.00 1099 Recipient v

add | [ Edt | [ Deete |

Gereral |AItemateAddress Distributions | 1033 Boxes | Amortization |nformation

M amne: | Greentree Properties | Wendor |D:

Streat #1: | 987 Marth W azhington | Cantact: | |
Stest 2 | | EIN:

City: [ etroit Account 3 | |
State: MI Zip 48222 Payee tope
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Click the Distributions tab. Notice that the Standard Check group box
indicates a GL account of 660 and an amount of $1,700.00. By
setting up the vendor this way we can record the rent payment with a
minimum amount of data entry in the Transactions window.

%  Wendors E| E| E|

Payee ID Payee Mame WTD Checks  Payee Type =

ni
CLEAN Mark White 2,935,00 1099 Recipient e

Gary Hansen
Greenkres Properties

IMarcia Office Supply

add | [ Edt | [ Deke |

General | Alternate Address | | 1093 Bowes | Amartization |nformation

Greentrge P'DPE'HES ‘Vear to date checks: 20.,400.00
1099 distributions
1099 kem 1099 Check Amt. Acjustment 1099 Total Ll Undist. At
| = 20.400.00
¥

8

andard check

Tatal Amt.
1.700.00

Account # Description Amaort 1093 kem b
GEO 1,700.00

|
+ |

=

4. Press CTRL+T or the F8 key to return to the Transactions window.

Recording a check for a vendor

Now we'll record a check paid to the vendor for rent. Let's assume the
check number is 175 and the date of payment is 12/20/07.

46

1.
2.

In the Transactions window, click the Add button.
Enter 175 in the Reference field and then press ENTER.

Press CTRL+« (left arrow) to select the date field. Enter 122007 for
the date and then press ENTER. Notice that the program added the
date separators for you.
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4. Rather than entering an account number this time, enter the letter R
in the Account/Vendor column. When you enter an alpha character,
the program searches through the IDs of the vendors on file and tries
to match the vendor to what you've entered. The remainder of the ID
RENT is filled in automatically. Press ENTER to move to the next
field.

5. Notice that the Account/VVendor field has changed to show the
account number (rather than the vendor ID). The amount has
defaulted to $1,700.00, which is the amount that was entered on the
Distributions tab in the Vendors window. Setting up vendors offers
you a way to automate recurring account numbers and amounts with
a minimum of data entry.

6. Press ENTER to accept the rent check.

Transactions

Jounal | Cash Disbursements v

Reference Date Account Amount | Description G

1204 12§31/07 650, 652, 745 755,23 American Express

1205 12431/07 &00 500,00  Staffing Services

1 12131107 101 -16,072... Cash Disbursements

151 12{31/07 641 500,00 Data Processing Supplies

152 12131107 641, 140 700,00 Data Processing Supplies i |
07 1,700.00 v

add [ Edt ][ Deke

Checks and Deposits | Joumal Entries

Reference Diate HEEEuTY Amaouint Description
Wendor

175 1202007 BE0 1,700.00 |Rent

Additional Distributions

Accourt Amaurit Description =
A
Rent Tatal: $1,700.00
Hash: 2082.0000000000 Dish: $2.900.00 [Dr: $2.900.00 |Cr: $0.00 |G
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Creating a balancing entry

Now, to offset the three checks we've entered so far in this walkthrough,
you need to record the credit to a cash account. While it is possible to
manually enter a balancing entry (by assigning it a reference of 1 and
entering —2,900.00 as the amount), allowing CSA to create the balancing
entry for you enhances data-entry and bank reconciliation accuracy.
Whenever possible, you should allow the program to create balancing
entries for you by choosing the Balance Entry command from the Edit
menu or from the F3 context menu, or simply by pressing the ALT+B or
CTRL+B shortcut keys.
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1.

In the Transactions window, press ALT+B. Notice that the program
fills in all the fields.

ransactions

Journat  Cash Disbursements
Reference Date Accounk Amount | Description G
1204 12431/07 680, 652, 745 755.23 American Express
1205 1243107 &00 500,00  Staffing Services
1 1243107 101 -16,072... (Cash Disbursements
151 1243107 641 500,00 Data Processing Supplies
152 541, 140 Data Processing Supplies =
v
< | &
Enter ] [ LCancel
Checks and Deposits | Jaumal Entries
Account/ -
Reference Drate: \endor Amaount Description
1 1252007 101 -2,800.00 | Checking - General
Additional Distributions
Account Amournt Description 5
Y
Checking - General Total: $-2,500.00
Hash:2082.0000000000 Dish: $2,900.00 |Dr: $2,900.00 |Cr: $0.00
2. Press ENTER three times (or click the Enter button) to accept the
transaction.
3. Press ESC or click the Cancel button to end transaction entry and

switch to Browse mode.
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Recording a deposit

The Deposits reference that you set up here allows you to record a
deposit with its own reference, similar to the way that you record checks.
Thus, you can record several deposit records with one balancing entry.

Always be sure to specify the appropriate alphanumeric reference when
recording a deposit. When adding a new client, the Reference (specified
in the General Ledger tab of the File > New Client dialog) defaults to 2.

Notes

= For a deposit reference, you can use any alphanumeric reference
that is not greater than the starting check number and that is different
from the Balancing entry reference.

= The Reference field is case sensitive. For example, if D12 is the
deposit reference, then entering d12 in the transaction’s Reference
field would cause the transaction not to be considered a deposit.
Instead, the entry would be considered a journal entry that must be
balanced before saving the entry.

= To record deposit debits so that details appear in the Transaction
Entry window and in bank reconciliation, enter debits to the GL
checkbook account first, and then enter the balancing entry to an
appropriate offsetting account.

Payroll check entry

1. Open the Payroll Check Entry window by choosing Payroll
Check Entry from the Tasks menu, by clicking the Payroll Check

T
Entry icon on the taskbar, or by pressing the CTRL+Y shortcut
keys. Note that you can press F8 to quickly switch between the
Transactions window and the Payroll Check Entry window.
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2. The Data Entry Options dialog that is available from the Payroll
Check Entry window is similar to that for the Transactions window in
that it lets you customize the data-entry configuration. To open the
Data Entry Options dialog, choose Options from the Edit menu or
from the F3 or right-click context menu.

Data Entry Options @

General | Calculations

Autoprampt Ennp 1D Do mot autoprannpt w

[] Canwert haurs to decimal  [] Sort by emplovee name [ Duplicate urits

[ Corfirm uzsing emploves initials: [] Suppress GL account verification
Fields to dizable Columng to skip
Reqular hours

e o
E:::zz :::Ir;::;g dete Overtime hours

C ales Double-time howrs
ﬁnits Pay rate

[ Pay amount

Mumber of periods
[[] Deductionwithholding amount

Date Field
Havwe zystem automatically:
() Enter period ending date (O Entter year
(%) Enter morth and year () Leave date field blank

| 0Ok | l Canhicel ]

Note: The Autoprompt Emp ID field allows you to have the program
step through every active employee on record or just the non-
salaried employees. For the purposes of this walkthrough, we will
leave the setting for this field as Do not autoprompt.
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3. Inthe Calculations tab of the Data Entry Options dialog, right-click
anywhere in the dialog to view a help topic that explains each option,
but do not change any of the settings for this walkthrough.

Data Entry Options @

General | Calculations

[[] Don't calculate emploves SDIASUI [] Don't calculate employes FICA

Qut of balahce action Federal tas adjustrments

[ womatically adjust withkhaldings *) Mone

() Prompt far corection () Adjust FICA only

(®) Enter difference in: () &djust FICA and Fed WiH
| v

Check Template Retrieval Check. Template Update
() Blways (®) &lways
(&) Mever ) Mever
() If amount matches () Prompt if different
I ak l l Cancel

() Adjust FICA if Fed 'W'/H entered

4. Click OK to return to the Payroll Check Entry window.

Recording an after-the-fact payroll check
Now let’s record a payroll check with the following information:

Employee Sandra Vogel
Employee ID 3

Check date 12/27/07
Check number 5040

Gross pay 712.50
Federal W/H 140.00

State W/H 32.00

Write-Up CS Getting Started
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In the Employee field at the upper-left side of the Payroll Check Entry
window, enter 3 and press TAB (or select Vogel, Sandra L. from the
drop-down list). Notice that the program automatically fills in portions
of the data-entry record with information from the employee record
and grays the fields that have been marked to skip in the Data Entry
Options dialog.

Although the date and check number default from the General
Ledger date and next check number, we want to record different
information in these fields. In the Check date field, enter 122707 and
press TAB.

In the Check # field, enter 5040 and press TAB. Notice that the
cursor has skipped over the hours and rate fields to the Amount field.

In the Amount field, enter 712.50 to record the gross pay amount and
then press TAB to move to the withholdings and deduction side of
the grid. The FICA withholdings have already been calculated
automatically.

Press TAB two times to move to the Federal W/H field, enter 140.00,
and then press TAB again.
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6.

In the State W/H field, enter 32.00 and then press TAB. At this point

your screen should look like following illustration.

I Payroll Check Entry [Payroll Checkbook]

Employee: Sandra L Yogel Met pay: 485,99 Total hrs.: 0.0000
Check date: | 12/27/07 Check #: 5040
Description RegHrs. | OTHrs | ONT Hrs. | Pay Rate Amourt Description Amourt G
Salary 0.0000 0.0000 0.0000 | §0.0000 F 71250 FICA-S5 Fa415 —
FICA-hed $10.33
Federal WWiH F 14000
State VWiH 3200
M
|Grl:lss Pay 0.0000 0.0000 0.0000 $712.50 IHe‘t Pay T 45399
M ﬂ ﬂ ﬂ [ Enter ] [ Cancel
FICASS: 4418 FICAted 1033 FUT&:  0.00 MISUTA 000
G/L Account:
FPglUp - Previous Check FPglin - Mest Check AlE for Payroll Check Entry Commands
D efault profile 1] 0.0000 0.0000 0.0000 0.00

7. Press ENTER to accept the check. The program opens a new
(blank) record so that you can continue entering another check. If the
check number has already been used, a message will appear
warning you that it has and asking you if you want to reuse it.

payroll journal entry to the general ledger.

Printing the current-year income statement

Before continuing, let's print an income statement that reflects the
transactions we’ve just entered.

Close the Payroll Check Entry window so that the program writes the

1. Choose File > Print Reports, click the Print Reports icon on
the shortcut bar, or press the CTRL+P shortcut keys.

2.

Write-Up CS Getting Started

In the Print dialog, click the Documents tab.
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3. Double-click Financial Reports to move that selection to the right-
hand pane, and then click the Options button.

4. In the Financial Statements Print Options dialog, double-click the
predefined statement called IncomeStatement-CurrentYear-
PriorYear to move it to the selection pane.

Financial Statement Print Options

Financial Statement Print Options

Statements available: 74 Statements selected: 1

Statement

a
[a)

-~ Statement CjG
IncomeStatement-CurrentPeriod-Currentyear IncomeStatement-Currentfear-PriorYear C
atement-CurrentPeriod-PriorPeriod-...
Inco akement-Currentyear
RetainedEarnings-CurrentPeriod-%-Currenty. ..
RetainedEarnings-CurrentPeriod-Budget-Curr...
RetainedEarnings-CurrentPeriod-CurrentYear
RetainedEarnings-CurrentPeriod-PriorPeriod-. .,
RetainedEarnings-Currentyear
RevenueysExpense-BarGraph
RevenueysExpense-Linearaph
Standardratios
ACCOUNTANALYSIS-2YR-Percent

Select all-» ] [ Select -» ] [ <- Bemove ] [<-F|emove all

v

[MEaNaNaNaNaNaNaNal i Ialel

Focus statement listing Fage numbering
Llient specific statements Starting page number: |1
Global statements [] Start page numbering axver for each statement
Statement date: |12/31/07  » # of units in current period: |1 Years of balances: 2 w

These options apply to all financial statements for the current client.

[ (] 8 ][ Cancel ]

5. Click OK to close the Options dialog and return to the Print dialog.

6. Inthe Print dialog, click the Print button to print the statement to your
default printer.

Recording ajournal entry

Now let’s record an entry for depreciation for the month. Press CTRL+T
to return to the Transactions window.

1. Click Cancel or use the ESC key to return to Browse mode.

2. Inthe Journal field, select the General journal.
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3. Click the Journal Entries tab if it is not already selected. On the right
side of the tab, notice the eight different types of journal entries that
can be made. For this walkthrough, we will be adding a Regular
journal entry, which is the default type.

4. In the Reference field, enter 5 and then press ENTER. The program
automatically enters the date.

5. Inthe Description field, enter Depreciation and then press ENTER.

6. Inthe Account column, enter 710 (or select it from the drop-down
list) and then press ENTER.

7. In the Amount column, enter 800.00 and then press ENTER. Notice
that the program calculates and automatically enters a balancing
entry in the next row.

8. Inrow 2 of the Accounts column, enter 162 and then press ENTER.

9. In the Amount column for that row, enter 500.00 then a minus sign to
indicate a credit amount.

10. In row 3 of the Account column, enter 161, and then press ENTER.
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11. Click the Enter button to accept the journal entry. Your screen should
look like the following illustration.

* Transactions

Joumal:  Generl

Reference Date Acoount Amount | Description b
21 12/31/07 101, 110 30,000.00  Bank TransFer

22 12{21/07 108, 110 20,000,00  Journal Entry

30 12/31)07 115, 260 5,000.00 Purchase of commercial paper

70 12(31/07 101, 490, 629 65,00 Bank Adjustments

78 Wrike-OFF
[ Depreciation v
< | @
Enter ] [ LCancel
Checks and Deposits | Journal Entries
Reference Date Deszcription
12031007
J Account Amount b Special Types
T = & Regular O Priar
ﬂ B O Reversing O Adjusting
ﬂ ) Recuring (O Tay Adjustment
ﬂ (O Recuning Template () Budget
El
g6 | Y
H.ash:6040.0000000000 Distr $0.00 Dr: $15,266.04 |Cr. $15,266.04

12. Choose File > Print Reports.
13. Click the Documents tab and double-click Financial Reports.

14. Click the Options button and double-click the IncomeStatement-
CurrentYear-PriorYear statement.

15. Click OK and then click the Preview button to compare it with the
statement that you printed earlier in this walkthrough. (It may take a
few moments for the program to post your transactions and calculate
the necessary data before the Print dialog appears.)
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Write-Up Sample Client
INCOME STATEMENT

12 Months Ended 12 Months Ended
December 31, 2007 December 31, 2006

Sales

Preparation of 1040 Returns § 13188435 % 162,575.08
Freparation of 1120 Returns 7965473 92,546.56
COther Return Preparation 48 ,406.01 42 58715
Tax Planning 28629.98 2383718
Wirite-Up Services 138,387 .52 B7 854 .32
Management Advisory Services 50,602.53 5437298
Less: Returns & Allowances 0.00 0.00
Total Sales 477 56512 453 773.25
Gross Profit 477 56512 453 773.25

Operating Expenses

Salaries 186,5879.13 16945875
Payroll Taxes 14,539 66 50,712.45
Employvee Benefits 16,793.98 17,845 96
Staff Recruitment 500.00 0.00
Emploves Awards 1,000.00 500.00
Training Classes 1,440.55 239854
Frofessional Dues 30596 45623
Frofessional Licenses 205.00 185.00
Travel and Subsistence Ta73TE 6,784.19
Break Room Supplies 203698 1,589.56
Frofessional Publications 14283 23145
Contributions 2,000.00 2,000.00
Legal Expenszes 422500 3429587
Firm Meeting Expense 557598 548721
Frofessional Liability 545623 523111
Insurance 250000 2,500.00
Bank Service Charges 20.00 0.00
Stationery & Office Supplies 1,449.09 234565
Data Processing Supplies 265283 189874
Duplication Costs 1,531.46 198554
Frinting Costs 4,033 66 326554
Fostage and Express Charges 702500 4,587 .53
Telephone 781035 8,547 65
Software 500.00 52365
Equipment Rental 421.42 256 .98
Rent 22100.00 20,400.00
Utilities 3,593 67 2,395.54
Janitarial 2483500 3,245.54
Repairs and Maintenance 994 .07 2,987 .56
Fractice Development Expense 2197 B9 1,256.32
Fromotional Expenses 39185 1,000.00
Entertainment of Clients 249729 4176.07
Depreciation Expense 16,2458.30 1493043
Billed Accounts Receivable Write-Offs 52500 2,000.00

See Accountants' Compilation Repoart
1
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16. In the Print Preview window, click the Next Page button on the

toolbar.
Write-Up Sample Client
INCOME STATEMENT
12 Months Ended 12 Mornths Ended
December 31, 2007 December 31, 2006
Bad Deht Expense 0.0 2,500.00
Ml SBT Expense 6,011.487 3,766 .00
Total Operating Expenses 336,063 .58 350,932.08
Operating Income (Loss) 141 501 .54 102,84 16
Other Income (Expense]

Other Income 183379 7523
Accounts Receivable Service Charges 1,125.00 1,750.00
Interest Incorme 941691 286565
Gain (Loss) on Sale of Fixed Assets 210000 0.00
COther Expense (299.72) (249.00)
Total Other Income (Exj ) 1417598 4,441 58
Met Income (Loss) Before Taxes 15567752 107,283 .04
Federal Income Taxes 43,964 .23 20,000.00
Net Income (Loss) k] M171329  § 57,283.04
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17. When you have finished previewing your statements, click the Close
button in the Print Preview window.

Write-Up CS Getting Started



Write-Up CS WalkThrough

Print or preview reports

To open the Print dialog, choose File > Print Reports, click the Print

Reports icon on the shortcut bar, or press CTRL+P.

Selecting reports to print

Because we marked the Return to the print dialog after previewing
checkbox in the User Preferences dialog, the print dialog is already open
for us. A list of all the reports that are available to print is displayed in the
left pane of the Reports tab.

1. Highlight Financial Reports in the right (Selected) pane and click
Remove to move it to the left pane.

2. Highlight General Ledger in the left pane and then click the Select
button to move it to the Selected pane.

3. Double-click Payroll Journal in the left pane to move it to the
Selected pane.

Print §|
Printer: Xerox WorkCentre 238 PS
ringer. ..
Store image in: FileCabinet C3 hd =
Print what
Reports | Documents Selected
Financial Statement Setup Listings -~ General Ledger
Financial Statement Worksheet Payroll Journal =

Form 9413 or 9416

General Ledger

Journal Entry Report - Payroll
Journals

Liability by Pay Item

Local Withhaolding Warksheet Report
Mew Hire Report

Fayroll Item Report

Payroll Journal P :
Payrall Tax Surmmar tint all emplovees ~ N
; . Checkbook is <ALl _QD'ZIDHS

Premiumn Eatnings Report

" 5 Sart order is Empl IDjCheck Mumbs
Skate withholding Worksheet Report hd no_r:_oﬂr__e_r_ls:_TE?}T&MLLec urnber |88

[ Select - > ] [<-Bemove]

Copies: : [ Preview ] [ Print l [ Cancel
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Print options

CSA allows you to specify print options for most reports. These options
are summarized for the highlighted report in the box beneath the
Selected pane. To set the options for a report you must highlight it in the
Selected pane and then click the Options button.
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1. Highlight General Ledger in the right-hand pane and then click the

Options button.

2. Inthe General tab of the General Ledger Report Options dialog,
mark the Separate debit/credit columns checkbox.

General Ledger Report Options

Primary Sort order: | Aceount Number

Secondam sort order; | Reference

Data range: Current Period
Start
Period end date;
Location:
Department:

General | Account selection | Font | Page Layout

End

X

Optiohal information

Include autarnatic: entries within each account
Include adjusting entries within each account
Include tax adjustment entries within each account
[ Do niot undeding each balance

[¥]5Separate debit/credit columng

[ Mew page after each account

Include transaction type column

[ Include journal code

Include zero balance accounts
(&) Only accounts with activity
(3 &l accounts

[ o

[ Cancel

3. Click OK to save the changes and return to the Print dialog.
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Previewing reports

1. Click the Preview button to display the selected reports on your
screen.

The Print Preview feature provides an easy way for you to review
your reports before printing. Note the following:

The first transaction displayed is the $2,900.00 credit to cash
that you entered in the Transactions window.

Under account 108, the payroll check entry has a reference
starting with P89, based on the setting in the Client Properties
dialog.

The report is formatted with separate columns for debits and
credits, as specified in the General Ledger Report Options
dialog.

Write-Up CS Getting Started

1231107 Write-Up Sample Client HHOOMALK
General Ledger Page 1
Beginning YTD
Date  Ref T Description Balance Dehit Credit Balance
T0T Checking - General T,A05.70
12020007 1 Checking - Gereral 2,900.00
1231007 1 Clash Dishursements 16,072.16
123107 2 Deposit T3,65767
1231007 0 Tax Payment 11,000.00
123107 21 Bank Transfer 30,000.00
12031007 0 Bank Adjustients 45.00
T3,002.67 S007218 15,3321
108 Checking - Payroll 241726
122107 22 Joumal Entry 20,000.00
12026007 PE9 Payroll Jourrel Entry 1204364
1227007 =2 Payroll Jowneal Entry 42599
20,000.00 12,520.63 0,387 63
109 Petty Cash 1,000.00
0.0 000 1,000.00
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2. All the pages of the reports are shown in the drop-down list for the
Page field at the top of the Preview window. From that list, choose
Payroll Journal — Page 2 to display the first page of the Payroll
Journal. Find the check for Sandra Vogel that you entered during this
walkthrough.

All checkbanks Write-Up Sample Client SOEMALK
December 2007 Payroll Journal Page 2

Pay Description Hours Amouni Withheldi Amouni Deduction Desc. Amouni

3- Sandra L. Vogel Check #5040 122707
Salaried Wages 0.0000 250 FICA.S3 4418

FICA-Med 1033
Federal WH 140.00
State WiH 32.00
TOTALS 0.0000 250 23451 000
Nurrber of Periods: 1 NET PAY: 485.00
Corapany Expenses: FICA-55: 4412 FICA-IWled: 1033 FUTA: 000

RISUTA: 000

If you want to print the reports, click the Print All button at the top of
the window. If you want to skip printing the reports, click the Close
button on the toolbar.

Click Cancel to close the Print dialog.

Working with report profiles

Report profiles are groups of reports that are commonly printed together,
such as a set of period-end reports or a set of payroll reports. Report
profiles provide a way to quickly select and print these sets of reports.
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Suppose that you want to print the following reports for each period
processed:

A Transaction Listing with just check information, for your client.

A Transaction Listing with all transactions and separate debit and
credit columns, for your own records.

A General Ledger report for the current period.

To create a report profile containing these reports, do the following:

1. Click the Print Reports icon on the shortcut bar.

Write-Up CS Getting Started



Write-Up CS WalkThrough

2. Onthe Reports tab in the left pane, double-click Transaction
Listing to move it to the Selected pane on the right side of the
dialog.

3. With the Transaction Listing report still highlighted in the right pane,
click the Options button.

4. In the Transaction Listing Options dialog, select All Checks written
from the drop-down list in the Format field, and then click OK to save
that change and return to the Print dialog.

Transaction Listing Options

General | Fort | Page Layout

Optional infarmation
[ Print vendor 1D
Format: |-"—"-|| Checks wiitten hd | [ Separate debit/credit columns

Sart arder: |HBfElEnCB w |

Include transaction lype column

Data range: |Eurrent Pericd w |
] Print account description
Shart End [ Print 1099 Item
Date: | | | | []Include unposted transactions
[ Extra line between checks
Beference: | | |

| [ Inchude budget jounal entries

[ Ok ][ Cancel ]

5. Select a second copy of the Transaction Listing by double-clicking
that report in the left pane to move it to the Selected pane and then
click the Options button.
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6. Inthe Transaction Listing Options dialog in the Format field, select
All transactions, mark the Separate debit/credits columns

64

checkbox, and then click OK.

Transaction Listing Options

General | Fant Fage Layout

Sort arder: | Reference

Format: |.-’-\II tranzactions

Data range: |Eunent Pericd

Start

Date: |

Beference: |

Optional information
[ Print vendor 1IDs
[¥]iSeparate debit/credit columns

Include tranzaction type column
] Piint account description

[ Print 1099 Item

[]Include unposted transactions
[] Estra line between checks

[ Inchude budget journal entries

] ] [ Cancel
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7. Double-click General Ledger in the left pane to move it to the right

pane.
Print E'
Printer:  Rerox WorkCentre 238 PS -
Store image in:
Prink what
Reports | Documents Selecked

EFTPS Report A Transaction Listing

Transaction Listing

Employee Audit Log
Emplovee Check Record General Ledger
Employee Lisking

Ermployee Payroll Item Configuration
Financial Statement Setup Listings
Financial Statement Worksheet
Form 9413 or 9416

General Ledger

Journal Entry Repart - Payrall
Journals

Liability by Pay Item

Local withholding Worksheet Report
Mew Hire Report b e — et ol

Print all accounts
Primary Sort Order is Account Mumber
Secondary Sork Order is Reference

Options

[ESRE 2

[ Select - ] [<-Bemove]

Copies: : [ Preview ] [ Print l [ Cancel

8. Click the Profile button.

9. Inthe Profile dialog, enter Monthly Reports as the name of the new
profile that you're creating. Note that you can move the reports up or
down to modify the print order within a profile.

Profile X

Frafile

| tonthly Reports |

Trar ok Li:E:lir'u:]
Tranzaction Listing

General Ledger

add | [ Cancel
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10. Click the Add button to accept the profile and return to the Print
dialog. Notice that in the left pane of the Print dialog, there is now a
Profiles tab that includes the Monthly Reports profile you just
created. For future printing, simply double-click that profile and all the
reports (with the options you specified) will appear in the Selected
pane of the Print dialog.

Print E|
Prinker:  Xerox WorkCentre 238 PS -
Prink what
Prafiles | Reparts | Documents Selecked

Transaction Listing
Transaction Listing
General Ledger

Sort Order is Reference
Faormat is all Checks written Opticn
Draka range is Current Period

[ Select - = ] [<-Eemove]

Copies: : [ Preview ] [ Print l [ Cancel

11. Click the Cancel button to close the Print dialog.

Chart of Accounts

P To Open the Chart of Accounts window, click the Chart of Accounts

3 icon on the shortcut bar or choose Setup > Chart of
Accounts.
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M Chart of Accounts

Account

108
109
110
115
1z0
121
1z2
123
124
140
150
151

Description

Checking - General
Checking - Payrall

Petty Cash

Cash - Savings

Marketable

Securities

Billed Receivables
Unbilled Receivables
Unbilled Expenses Receivable
Accounts Receivable - Emplovees
Allowance For Doubkful Accounts
Deposits & Prepaid Expenses

Leasehold Improvements

Furniture & Fixtures

PPPPPPPPPFFPFFIFIFE

Type Taotal Curren #

152 OFfice Equipment ™
3 5
[ add ][ Edt | Deete
Mask: CCCCCCC.CCC
Acot#: 101
Type: Description: | Checking - General Tax Code: 400
Debit Credit Balance Budget | 2006 Debit | 2006 Credit | 2006 Balan 2006 Budge | #
Ben Bal 51,252 44 000 §1,252.44 000 61,392.02 000 61,392.02 0.00
813107 24 BET .22 18,093.36 6,573.86 0.00 9,183 62 0.00 9,183 62 0.00
9130007 31,396.56 2991450 145206 0.00 0.00 302478 -3024.78 0.00
1053107 47 83911 79,307 .86 -31 465.75 0.00 2,961.00 0.00 2,961.00 0.00 =
11.£30007 55,392.94 §9,113.38 -50,720.44 0.00 0.00 5,029.89 | -5,029.89 0.00
1203107 7370267 2997216 13,730.51 0.00 3,001 .36 0.00 3,001 .36 0.00 )
Tatal 55542135 570085141 1533621 0000 123.921.57 42669131 §1.252.44 000
0 ) ¥

The Chart of Accounts window displays a list of all the accounts that
have been created for the current client and includes an Account Detalil
grid that lists the beginning balance and the debit, credit, balance, and
budget amounts for the highlighted general ledger account. From this
window, you may add new accounts, edit existing accounts, or delete

existing accounts.

Tips

To help speed data entry while in Add or Edit mode, you can press

the PAGE UP or PAGE DOWN key to move between accounts while
the cursor stays in the same field for each account.

=  Write-Up CS includes options that allow you to skip certain fields

when entering account information, to display account information for

all periods, and to choose the columns you want to display in the

Account Detail grid and the order in which you want them to appear.
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Setting options for the Chart of Accounts
Let's assume that we don’t want to show Debit/Credit information in the
Account Detail grid and that we want the budget column to appear first.

1. From the Edit menu or the F3 or right-click context menu, choose
Options.

2. Inthe Chart of Accounts Options dialog, click the Columns tab.

3. Highlight Debit/Credit in the Columns Selected pane and click
Remove. Notice that Debit/Credit now appears in the Columns
Available pane.

4. Highlight Budget in the Columns Selected pane and click the Move
Up button.

Chart of Accounts Options

Data Entry | Columns |

Columnz Available: 16 Columng Selected: 5

2005 Balance ~ B udget
2005 Budget 7] Balarnce
2005 Adjusted Budget 2006 Debit/Credit

2004 Dehit/Credit 2006 Balance
2004 Balance 2006 Budget
2004 Budget

2004 Adjusted Budget
2003 Debit/Credit
2003 Balance

2003 Budget

2003 Adjusted Budget

Future T Budiet

’ Select > ] [(-Bemnve

€|

Restore D efault

[ Include tax codes in account list

[1Inclhude M-3 codes in account list

ok ] [ Cancel
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5. Click OK to save your changes and return to the Chart of Accounts
window. Notice that the Budget column now appears first in the
Account Detail grid and the Debit/Credit column has been removed.

Chart of Accounts Q@@

Account | Description Type Taotal Curren #
i &
108 A ==
109 Petty Cash A
110 Cash - Savings A
115 Marketable Securities A
120 Eilled Receivables A
121 Unbilled Receivables A
122 Unbilled Expenses Receivable A
123 Accounts Receivable - Emplovees A
124 Allowance for Doubtful Accounts A
140 Deposits & Prepaid Expenses A
150 Leasehold Improvements A
151 Furniture & Fixtures A
152 Office Equipment A b
3 :
[ add J[ Edt ][ Dekte
Mask: CCCCCCC.CCC
Acot#: 101
Type: A Description: | Checking - General Tax Code: 400
Bucdget Balance | 2006 Debit | 2006 Credit 2006 Balan 2006 Budge L
Ben Bal 000 81,252.44 61,392.02 000 61,392.02 0.00
813107 0.00 6,573.86 9,183 62 0.00 9,183 62 0.00
9130007 0.00 1,452.06 0.00 302478 -3,024.78 0.00
1053107 0.00 -31 465.75 2,961.00 0.00 2,961.00 0.00 =
11.£30007 0.00 -50,720.44 0.00 5,029.89 | -5,029.89 0.00
1203107 000 1373051 3,001 .36 0.00 3,001 .36 0.00 b
Tatal 0000 1533621 1123921571 42669131 81.252.44 0.00
£ >

6. Close the Chart of Accounts window.
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Account groups

»  Open the Account Groups dialog by choosing Setup > Account
Groups.

Account Groups

2 [k

Descripkion Accounts
AccounksPayable 200
AccountsReceivable 120k0129 3
Accruedliabilities 231k0259
AccruedPayrall 230
AccumulatedDepreciation 160k0169
Balsheetfccounts 100k0399
Base 400k04E9
CapitalContributions
Capitalstock A00ko304
Capitalwithdrawls
Cash 100kc1192
i~ achitah iaThe ‘_'
sdd ||  Edt || Dekete
Accounts

Description: |.-’-‘-.cc:0untsF'a_l,lab|e

Account #rAccourt Group To Account &

1 |=00
]

Account groups are simply a collection of accounts that you assemble
under a predefined name. The program uses these account groups to
calculate combined account balances for reporting purposes in financial
statements and transmittal letters.

Let’s look for an account group that has already been set up for this
client, which we’'ll use later while printing a financial report.
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1. While in Browse mode in the Account Groups dialog, scroll down to
the Fixed Assets group, or type fix.

2. Highlight the FixedAssets group in the list pane and then click the
Edit button.

3. Note that 150 appears in the first Account column and that 159
appears in the second Account column. The range allows room for
growth if new accounts are added to the Chart of Accounts. The
program also enables you to assign one or more account groups (as
well as individual accounts and/or ranges of accounts) within another
account group.

Account Groups E|
Descripkion Accounts ~
DepreciationExpense F10ko719
Dividends 355
Equity 320k0399
FederallncomeTax 740
GainsandLosses 480ko489
Goodwil
IncomeTaxesPayable 250k0259
InterestExpense 700
InterestPavable 240
Irreentory 130k0139
TrweckinQ 11Akn119 b

add || Edt || Dekete
Accounts |

Description: |FiHed.f3-.ssets

J Account #rAccourt Group To Account &

1 [150 159
)

4. Click the Done button to close the Account Groups dialog.
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Financial statements, charts, and graphs

For detailed information about the Financial Reporter module, you can
view or print the Financial Reporter Tutorial. Search on Tutorial from the
index of the CSA help browser and click the Financial Reporter Tutorial
link in the PDFs for Tutorials help topic.

Opening the Financial Statement Editor

To explore some of the features available in the Financial Statement
Editor, let's open an existing statement.

1. Open the Financial Statement Editor by clicking the Financial

i

Statements =%/ icon on the shortcut bar or by choosing Setup >
Financial Statements.

2. Inthe Financial Statement Editor, choose File > Open > Client
Statement.
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3. Inthe Open Statement dialog, highlight BalanceSheet-
CurrentYear.fsr and click the Open button.

Open Client Statement

Look jm: | [ #e0miaLE w ¢) ¥ e m-
Y @ BalanceSheet-Currentear-2Column, fsr @ IncomeState
L‘ﬁ BalanceShest-Currentyear Fsr @ IncomeState
My Recent @ Balancesheet-CurrentYear-Prioryear . Fsr @ IncomesState
Dacuments @ Cashanalysis-Piearaph, fsr @ RetainedEar
7= I@ CashFlow-CurrentPeriod-Currentyear, s I@l RetainedEar
@ CashFlow-Current¥ear. fsr @ RetainedEar
Desktop @ CashFlow-CurrentYear-PriorYear Fsr @ RetainedEar
@ CashFlow-Currentyear-Priorear-DirectMethod. Fsr @ RetainedEar
@ ChartSample. Fsr @ RetainedEar
(—/' @Footnotesfsr @Revenuest
@ Incomestatement- 1 2MonthComparison, Fsr @ RevenueysE
tdy Documents )
@ Incomestatement-12MonthRoling. Fse @ StandardR.at
) @ IncomeStatement - CurrentPeriod-Budget-Current¥ear-Budget. Fsr
E‘-)jg @ IncomeStatement-CurrentPeriod-Ye-Current Year-%., fsr
¥ @ IncomeStatement-CurrentPeriod-CurrentYear Fsr
tdy Computer
S ! %
";‘] File name: BalanceShest-Currentrear. fsr w
by Ngt;:ork Filez of bype: Financial Statement Files [* far) w

A financial statement is created by adding rows and columns to a
spreadsheet-like page. Both the rows and the individual cells have
properties that can be edited to produce the desired output. Row and
cell properties are listed in the left pane of the window, and the
statement properties are displayed in the right pane.

In the right pane, the rows are indexed with a number and a row
type. For example, the row label for the very first row is 1—
Description.
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4.

In the right pane, click the row labeled 1-Description to highlight the
entire row. Notice that the current row properties are now displayed
in the left pane, as shown in the following illustration.

File Edit Wew Insert Utlities Setup Format Help
DEHE &SR 420 W B/O/0 s 5. 3« &  Done
;;BIHEEE: === £ & Aial v 14 v
Current Cell: | ! 1 1 vz [ van 1 [ vs | 5 1 7 |
Ry
Column: A A
Row Properties:
Type: Diescription ] |2 Description
Amounts: J 3 - Description
Diescription: [Text 3] 4. Deceription | CURRENT ASSETS
Text Columm: | A& 5 - focounts Account Description F 9,999,999.99
Storage Mame: fi - Deseription
Sort Order: | |7 Tetals Total Current Assets 9,999,995 99
Sort Column: | |- Deseription
Change Sign. | [7] 9- Description | PROPERTY AND EQUIPMENT
Print Accourt #: 7] 10 - Accourts Account Description 9,999,995 99
Print Dash: O 11 - Tatals Less: Accumnulated Depreciation 9,999,999.99
Prirt Zero Bal: |:| 1% - Description
13 - Totals Net Property and Equi t 9,999,999.99
14 - Dezcription
15 - IF (o7}
16 - Description | OTHER ASSETS
17 - Accourts Account Description 9,999,999.99
Havigation: 18 - Description
Ctrl+Up: Previous Row 19 - Totals Total Other Assets 9,999,999 99
Ctrl+Dowvn: IMext Riowe I DA
Cirl+Left: Previous Column 1 - Description
Crl+Right: Mzt Column 33 - Totals TOTAL ASSETS § 9,999,999 99
Crl+ht: Change Mode 23 - Description
Ctrl+P: Print 24 - Page Break
Cirl+5: Save 25 - Description
Fa: Faormula o Text 4
FE&: Mext Pane 2tk Descrfm!m [ ]
Shift+F&: Previous Pane arkdbescription
28 - Deseription | CURRENT LIABILITIES
28 - fecourts Account Description ¥ 9,999,999 99 v
[T [\sheet 1 / [E: 3
Far Help, press F1 or Chrl+F1 Stk Date: 12/31/07 GL Period: 12/31/07 PR Period: 12/31/07 Current Cell: 14 MM

The left column indicates the current cell (row and column) in which
the cursor is currently positioned — in this case, Row 1 Column A.
The type is Description, which means the row will contain only a text
description. In this case, the description is a variable (“Text 3”),
which will be replaced by Assets, as defined in the Setup > System
Configuration > Text Variables dialog when you print the statement.
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5. In the right pane, click the row labeled 10-Accounts, just below the
“Property and Equipment” row. This is an Accounts row, which
means that you can specify one or more accounts to print in this row.

6. Inthe left pane (Row Properties), click in the Amounts field that
currently reads “Fixed Assets” and then open the drop-down list for
that field to see that this represents the account group comprising
accounts 150 to 159, as we reviewed in an earlier step in this
walkthrough.

Also in the left pane, notice the Sort Order field. The drop-down list
for this field includes options for sorting by account number,
description, amount ascending, or amount descending. If you do not
select an option, the list is sorted by account number.

7. Preview the statement by clicking the Print Preview [& button on
the toolbar or by choosing File > Print Preview. Notice that the
Accounts row shows the detail of each account within an account

group.

Write-Up Sample Client
BALANCE SHEET
As of December 31, 2007

ASSETS
CURRENT ASSETS

Checking- General ] 15,336 21
Checking- Payrall 9,887 B3
Petly Cash 1,000.00
Cash - Savings 283,162.41
Marketable Securities 5,000.00
Billed Receivables 46,931 .40
UnhilledReceivables 31,054 66
UnbilledExpenses Receivable 4,960.05
Deposits & Prepaid Expenses 4,900.00

Total Current Assets 402,232.35

PROPERTY AND EQUIPMENT

LeaseholdImproverments 28,000.00
Furniture & Fixtures 488197
Office Equipment B0,461.01
Software 6,335.00
Less: Accumulated Depreciation (40,892.07)
Net Property and Equiy 59,445 51
TOTAL ASSETS 3 espmy
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8. Click the Close button on the toolbar of the Preview window to return

to the Financial Statement Editor.

Editing a financial statement

Let's assume we've decided to make two changes to the BalanceSheet-
CurrentYear.fsr statement. First, we want the Text 3 heading from the
statement to appear in bold italic type. Second, instead of showing the
individual accounts under the “Property and Equipment” heading, we
want to summarize them on a single line.

76

1.
2.

Highlight the row label for the first row, 1-Description.

Choose Format > Cells and, in the Font tab of the Format dialog,

choose Bold Italic in the Style pane. Click OK to close the Format
Cells dialog.

Format Cells E|
Font | Number | Alignment
Font
Typeface Shyle: Size:
Arial Bold Italic: 14
@dyrial Unicode M5 A | | Reagular a A
Agency FB [talic 9
Algerian Bold 10
Arial Bald Italic 1
Arial Baltic b 12 M
Effects
Underline: Calar: [] Strikethrough
Mare b Black
L [] &l Upperzase
[ Ok l [ Cancel

Click the row label 10 — Accounts.

In the left pane, under Row Properties, select Totals from the drop-
down list in the Type field, and then press TAB. Notice the row label
in the right pane has now changed from “Accounts” to “Totals.” The
row will now list the total of the balances for all the accounts in the
Property and Equipment group rather than each account individually.
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TAB to the Description field, type Fixed Assets, and then press TAB
again. (Note that you may enter a row description either in the
Description field in the left pane or in the cell of the selected row in
the right pane.)

reative Solu

File Edit Wew Insert Utities Setup Format Help
DEME &S[@ % BE M B0 08e Done
B 7 U % % $ Bl ILE v
Current Cell; [ Cra e gl [ e[t iigiiiaiiig
Rawn: 10
Column 2 A | B c ~
Row Properties: 1- Desorption [Text 3]
Type: Totals ] |2z Desorption
Amourts: [Fixedassets s |3 Descrption
Descriptions | Fixed Assets 4- Desorption | CURRENT ASSETS
Text Column 5 - Aooounts Account Description ¥ 9,999,599 99
Storage Name: & - Description
S GlREre |7 - Totais Total Current Assets 9,999,995 93
Sort Column: B & Desorption
Change Ssr: [ 5 Dessrpion | PROPERTY AND EQUIPMENT
Print Account # 7] ;
Print Dash: |:| ;1 - Totals Less: Accumulated Depreciation 9,999,999.99
Print Zero Bal: | [7] 12 Ceserprion
13 - Totals Het Property and Equif 9,999,939 99
14 - Deseription
15 - IF 0&
16 - Deseription | OTHER ASSETS
17 - Aocounts Account Description 9,999,899 99
1% - Deseription
19 - Tetals Total Other Assets 9,899,999 98
20 - ENOIF (oL}
21 - Description
22 - Torals TOTAL ASSETS 3 9,899,999 98
23 - Description
24 - Page Break
25 - Description
26 - Description [Text 4]
#7 - Description
23 - Deseription| CURRENT LIABILITIES
20 - fosounts Account Description 5 9,399,939 99 =
Havigation: -
Chri+Up: Previous Row X ZE]\Sheet i / ‘ & >
Faor Help, press F1 or ChrHF1 Stmt Date: 12/31/07 GL Period: 12§31/07 PR Period: 12/31/07 Current Cell: 104
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6. Preview the statement. Notice that the word “Assets” now appears in
bold italic text. Also notice that the Property and Equipment amounts
are summarized on one line with the description that you entered.

Write-Up Sample Client
BALANCE SHEET
As of December 31, 2007

ASSETS
CURRENT ASSETS
Checking- General kil 15336 21
Checking- Payrall 9,887 63
Fetty Cash 1,000.00
Cash - Savings 28316241
Marketable Securities 5,000.00
Billed Receivables 46,931 .40
UnbilledReceivahles 31,054 66
UnhilledExpenses Receivable 4 960.05
Deposits & Prepaid Expenses 4.900.00
Total Current Assets 402 232 38
PROPERTY AND EQUIPMENT
Fixed Assets 100,337 95
Less Accumulated Depreciation (40,892.07)

Net Property and Equipment 5944591

TOTAL ASSETS § 461 B75.27

7. Click the Close button on the toolbar of the Preview window to return
to the Financial Statement Editor.

Creating charts and graphs

One of the most powerful features of the Financial Statement Editor is
the ability to generate many different types of full-color, professional-
looking charts and graphs. Although we won't be creating any graphs for
this walkthrough, we will quickly preview a graph that has already been
set up for this sample client.
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1. Choose File > Close to close the current statement. When prompted
to save changes to the current financial statement, click No.

2. Choose File > Open > Client Statement.

3. Inthe Open Client Statement dialog, double-click CashAnalysis-
PieGraph.fsr.

Open Client Statement

Look in:

Y

9

My Recent
Documents

[

Desktop

4
|

=

D

My Documents

-

My Computer

by Metwork

£al

55 200wALK v O F = m-

BalanceSheet-Currentyear-2Column, Fsr
BalanceSheet-Currentyear, fsr
BalanceSheet-Currentyear-Priorear, far

=hAn: raph, fsr
CashFlow-CurrentPeriod-Currentyear, fsr
CashFlow-Currentear Fsr
CashFlow-CurrentYear-Priorear  fsr
CashFlow-CurrentYear-Priorear-DirectMethod. Fsr
ChartSample, Fsr

Footnotes, Fsr

Incomestakement-12MonthComparison. Fsr
IncomesStatement- 1 2MonthRolling. fsr

IncomeStatement - CurrentPeriod-Budget-Currentyear-Budget Fsr
IncomeStatement-CurrentPeriod-%-CurrentY ear-%s. fsr

IncomeStatement-CurrentPeriod-CurrentYear. Fsr

<

File name: Cashinalysis-PieGraph. far hd

Filers: af tupe: Financial Statement Files [".fr] hd

RIX

IncameState
Incomestake
IncomeState
RetainedEar
RetainedEar
RetainedEar
RetainedEar
RetainedEar
RetainedEar
RevenuswsE
RevenuewsE
StandardR.at

¥

4. Choose File > Print Preview.
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In the Preview window, click the Zoom Out button twice on the
toolbar to display the whole graph. Notice the percentage values
displayed next to each segment of the graph and the legend (below
the graph) with the descriptions corresponding to each color.

Write-Up Sample Client
Cash Analysis - 2007

4 88%
3.15%
1.59%
90.07%
Cash - Savings - Checking - General -
Checking - Payrol [ Marketable Securities [
Petty Cash[]

6. Click the Close button on the toolbar of the Preview window to return
to the Financial Statement Editor.

Write-Up CS Getting Started



Write-Up CS WalkThrough

Choosing among the types of charts or graphs
Let's look at some of the types of charts and graphs that can be created.

1.
2.

Choose Insert > Chart.

In the Chart Type pane of the Insert Chart dialog, highlight Vertical
bar. Notice the sample vertical bar chart that appears in the right
pane of the dialog. To see samples for other chart types, press the
up and/or down arrow keys on your keyboard to scroll through the
items in the Chart Type pane.

When you've finished looking at charts, click the Cancel button to
return to the Financial Statement Editor.

Click the Done button on the toolbar or choose File > Exit Financial
Statement Editor.

At the prompt, click the No button to exit without saving any
changes.

Payroll tax forms

So far we've completed many of the basic tasks that will be used in client
setup and day-to-day processing. We have also reviewed some of the
features that exist for printing reports and financial statements. Now let's
briefly go over some of the tax processing features in Write-Up CS.

1.

Choose Utilities > Payroll Tax Processing. This opens the window
where all payroll tax forms are processed. The types of returns are
listed on the left side of the screen and include federal payroll tax
forms and any State Payroll Tax module states for which you are
currently licensed (assuming that the SUTA states have been
selected from the Payroll tab of the Client Properties dialog). Along
the top of this window, each page of the selected return is
represented on a separate tab. The 941 is the currently selected
return.
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2. To retrieve the client information required to complete the tax form,
choose Tasks > Retrieve Payroll Information, or click the Retrieve

Ed
Data button on the toolbar. In the dialog that opens, notice that
the Period field allows you to specify which quarter’s data you would
like to retrieve. You can also retrieve data from a prior year. This
allows you to quickly process past due returns for a client who has
fallen behind in payroll reporting.

Retrieve 941 Payroll Data

Period: | Current quarter

] Clear retrieved [blug) and calculated

[Clears both 341 and 941 ¢ ovenides)

Fietrigving data for 4th quarter 2007

X

[black] field overnides

[ Clear supplemental [green] field ovenides

[ Clear uger-entered [orangs] field overides

[ ok

] [ Cancel
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3. Select Current Quarter from the Period field drop-down list and click

OK. The program may then take a few moments to calculate and

retrieve the necessary data and complete the tax form.

% Creative Solutions Accounting [XXXWALK - Write-Up Sample Client]

Ele Edt Wew Tasks Setup Help
[y Q &  Done

|941 [941(p2) | 941-Sch B | 841V | 941c | 941c(p2) | 341-Sch D| 841-Sch D[p2)

Form 941 for[2007]: Employer's QUARTERLY Federal Tax Return BTN
Rev. January 2007) Department of the Treasury - - Intemal Rewenue Service OMB Mo, 1545-0029
(EIN) Report for this Guarter of 2007 Checkone )
Employer i ification number_| 38-1234562 1: January, Febiruary, March
Hame firite-Up Sample Payroll Weme T 2 i, ey, sune
Trade name(famy) _[irite-Up Sauple DBA
|D] 3t July, August, September
Address [12345 East Main Street ] [Buite 4115 |
: October, November, December
[Anz Arkor |

Part 1: Answer these questions for this quarter.
Humber of employees who received wages, tips, or other compensation for the pay period
ineluding: Mar. 12 (Quarter 1), June 12 {Quarter 2), Sept. 12 (Quarter 3), Dec. 12 (Quarter 4§ __ 1 [ 3
2 Wages, tips, and other compensation 2 S046z.49
3 Total income tax withheld from wages, tips, and other compensation ... . 3 - 10057.51

4 Ifno wages, tips, and other compensation are subject to social security or Medicare tax . || ]| Gheok and gorto Ine 8
5 Taxable social security and Medicare wages and tips:
olumn 1 Column 2

58 Tacbie sosel secunty vages | 50462, 29 x 120- | 6257, 35]

5B Tavable social securitytins ‘ [ ] 12“=‘ [

5C  Taxable Medicare wages &tips ‘ [ 50462.49] % noa- ‘ [ 1463.31]

50 Total social security and Medicare taxes(Column 2, Ines 5a + S+ 5¢ =line 5d) ... sa | 77z0.76
6 Total taxes before adjustments(lines 3 + 5d = line &) 6 - 17778.27

7 TAX AD "l
7a Current quarter's fractions of cents

7b  Current quarter's sick pay

For Help, press F1 or CErl+FL Staff: X=X Stk Date; 12/31/07  GL Period: 1231407 | PR Period: 12/31j07
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4. Choose Setup > Supplemental Information. The 941 Supplemental
Information dialog allows you to easily enter additional information to
assist you in preparing the Form 941.

5. Enter 123107 in the Final payroll date field.

941

General

[] Seasonal employer

[] &pply averpayment ta nest return

Depozit Schedule
[] Semi-weekly depositar

Adjuzstrmentz/D epozits
[] Calculate fractions of cents

Deposits for quarter:

[] Diisregard deposit threshold when calcing line 15

x)

State deposzitz made:
Final payroll date: | 12/31/07

ELF explanation: |

Third party dezignes
] Third Party D esignes

M arne: |

Signature information

Mamne: |

T

Tie: |

| [] Suppress date on form

Signature file location:

Preparer information

[ Hide paid preparer section

[ b odify ” Remaove ]

1 5elt-emplayed

I Ok ][ Cancel ]

84
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6. Click OK to close the 941 Supplemental Information dialog and
return to the 941 form.

7. Click the 941(p2) tab. On Line 16, notice that the form now shows an
X in the appropriate checkbox and displays the date of final wages
paid. You can also manually enter information on the form.

T Creative Solutions Accounting [XXXWALK - Write-Up Sample Client]

Eile Edit Yew Tasks 3etup Help

& by a * Done
{ 941 | 941(p2) |941-Sch B| 941 | 941c | 941c[p2) | 941-Sch D | 941-Sch D(p2)
~
8370207
Form 941 (Rev. 1-2007) Page 2
Hame e wourrads name1 Emplayer identification number (EIN}
write-vp sample Payroll Hamel \ 38-1238562
Part 2: Tell us about your depesit schedule and tax liability for this quarter.
1f you are unsure about whether you are a monthly sehedule depositor or a semiweekly schedule depositor, see Pub. 15 (Circular E),
section 11.
14 [ [MI[] Enter the state abbreviation for the state where you made your depositsOR enter "MU”if you made your deposits in
mutiple states.
15 check ane:[[1] Line 10 s less than $2,500. Go to Part 3.
You were a monthly schedule depositor for the entire quarter. Fill out your tax liability
for each month.Then go to Part 3
Tax liability:  Month 1 5244.04
Month 2 5436. 587
wonths || 5630.20
Total liability for quarter 16319 21| yotal must equal line 10.
You were a semiweekly schedule depositor for any part of this quarter. Fill out Scheciuls B (Form 9413
Report of Tex Lishilty for Semiweekly Schedule Depositors, and ettach it to this form
Part 3: Tell us about your business. If a question does NOT apply to your business, leave it blank.
16 Ifyour businese has closed or you stopped paying wages Check here, and
enter the finsl date you paid wages | |12/ 31/07
17 Ifyouare a scasonal employer and you do not have fo file areturn for every quarter of theyear ||| Check here.
Part 4: May we speak with your third-party designee?
Do wou want to allow an emplovee, a paid tax preparer, or ancther person to discuss this return with the IRS?(See instructions for details.)
[D] Yes. Designee's name ‘ [ |
Select & 5-4igit Personal [dertification Number (FIN) to use when taking to the RS lil
" -
|For Helo, press F1 or cirl+F1 Staff: 8% Stk Date; 12/31/07  GL Period: 12/31i07 | PR Period: 12/31j07

8. Click the 941 tab. Click the amount field for Line 11 and enter 25.00
as the overpayment amount, and then press the TAB key. Notice
that the amount for Line 12 now shows the correct balance due (the
value of Line 10 minutes the value of Line 11).
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>

% Creative Solutions Accounting [XXXWALK - Write-Up Sample Client]
ile Edit Wiew Tasks Setup Help

B S ¥ a Done
[ 941 Jsmpa)| 9415ch B| 941v [9a1c | 941clpz)| 941-5ch D | 941-5ch Dpp2)

50 Total socral security and Medicare takes{Calimn 2, Ies 36 + 56 + 56 = ine 5]

m

<

6 Totaltaxes before adjustments(lines 3 + 5d = lins 6)

7 TAX ADJUSTMENTS (Read hsitiuctors br live T bebie compltig lves 7a thogh 74):
7a  Current quarter's fractions of cents

7b  Current quarter’s sick pay

7€ Current quarter's adjustmerts for tips and graupderm life insurance

7d  Currentyear's income tax withholdingsttach Form 941c). . .. . .

78 Frior quarters’ sosial seourity and Medicare taxes(attah Form 8410)

71 Special additions to federal income taXgttach Form 941c) - -~ .- -
7Y Special additions to social security and Medicare(atach Form 941c)

7h  TOTAL ADJUSTMENTS (Combineg all amounts: lines 7a through 7o ).

8  Totaltaxes after adjustments(Combine Inss & and 7h)

9 Advance earned income credit (FIC) payments made to emplayees

10  Total taxes after adjustment for advance EIC(line 8 - line 8 = line 10) ... 10 17778.2
11 Total deposits for this quarter, including overpayment applied from a prior quarter

12 Balance duei]f line 10 iz more than line 11, write the difference here ... ... ................ 12 17753. 27
Fallow the Instructiorss for Farm 941-%, Payment Woucher.

13 Overpayment(lf ine 11 is more than line 10, enter the difference here.) || check one H #pply to next retum,

For Privacy Aot and Faperwork Reduction ot Notice, see the Payment Vousher DAL Farm 941 (Rev. 1-2007) Send a refund.

For Help, press F1 o Ctri+F1 Staff: XXX Stmt Date: 1231/07  GLPeriod: 12/31/07 PR Perind: 12/31/07

9. Click the Done button on the toolbar to close the Payroll Tax
Processing window.

940 and 941/944 electronic filing

With CSA, you have the option of processing returns electronically.

There are two methods of e-filing 940 and 941/944 forms using the CSA
94x Electronic Filing utility. The first involves obtaining a separate PIN for
each client and using that PIN as the client signature when filing. The
second involves becoming a reporting agent, which allows your firm to
file multiple returns using a single PIN.

CSA supports both methods of filing on an ad hoc basis. You can decide
to file all your clients by one of the methods exclusively or select the
appropriate method on a client-by-client basis. Paper filing will, of course,
remain available to everyone.
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W-2 form processing

1. Choose Utilities > W-2 Form Processing and choose the current
year from the cascading menu.

W2 Form Processing EJ
File Setup Help
Printer:  HF Laserlet 3000 PCL

[ 5tare image in FileCabinet C5

Form Selection Print Options | -3 Information || 5pecial YWariables | Employee Selection

Pririt what
Copies Faorm Paper Type Printet ~
I Copy & (for federal government) Preprinted =Defautt-
| L] Copy D (for employer) Blank Unper forated =Defautt=
| Copy 1 (for state or local agency) Blank Unperforsted =Default=
| Copy BIC (2-up for emplayee) Blank Perforated =Default=
- o Copy 2 [ 2-up for employee) Blank Perforated =Defautt=
| Copy BICH2 (4-up for employes) Blank Perforated =Default=
[ |0 Copy BI2IC (3-up far employee) Blank Perforated =Default=
- o V-3 (transmittal of Wa2s) =Defautt= -

[ Gueue BACA2 4-up 'w2s for'Web Employes

[ Process magnetic media file

[ Freview -3 ] [F'regiew Eop_l,lﬂ] [ Frint ] [ Done l

You can print some or all of the forms, and you can mix and match
the paper types and even the printer on a per-form basis. For
example, click in the Paper Type field next to Copy D and open the
drop-down list. The options in the drop-down list include preprinted,
blank perforated, and blank unperforated forms.

If you have multiple printers set up, you can specify a printer for a
certain type of form by clicking in the Printer field next to the form
and selecting the printer from the drop-down list. This is useful, for
example, if you keep one printer filled with preprinted forms and
another with blank paper for facsimiles.
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2. Click the Preview Copy A button to view Copy A of the W-2.
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The on-screen preview allows you to verify the amounts on the forms
move through the
pages and print the return by using the toolbar buttons across the top
of the window. You can go to a two-page display mode by clicking

before printing. In the Preview window, you can

the Two Page button on the toolbar. You can also zoom in on a
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single page by clicking the Zoom In button or by clicking on the
previewed image itself.

3. Click the Close button on the toolbar to close the Preview window.

Congratulations! You have now completed the Write-Up CS
walkthrough. Although you have only touched on the program’s major
areas, you should now be able to navigate through the program and
process your write-up clients using Creative Solutions Accounting.
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& Appendix:
Keyboard Shortcuts

Keyboard shortcuts are special keys (such as F1 and ESC) that you use
either alone or in combination with SHIFT, CTRL, or CTRL+SHIFT.
These keyboard shortcuts enable you to access various types of help, to
quickly navigate through fields in windows and dialogs, and to open
drop-down lists without having to use the mouse.

The following table lists the keyboard shortcuts in Write-Up CS, and you
can also view this list of shortcuts in the CSA program by choosing Help
> Keyboard Help.

Accessing help Shortcut keys
View help on active window or dialog F1 or CTRL+F1
Program activity Shortcut keys
Balance Entry (in Transactions window) ALT+B or CTRL+B
Edit Employee Detail (in Payroll Tax Processing CTRL+E
window)

View GL Activity CTRL+G
Calculate YTD Income/Loss CTRL+I
Retrieve Payroll Information (in Payroll Tax CTRL+K
Processing window)

Search within a drop-down list CTRL+L
Resume search for the next instance of specific CTRL+R

text or character string within a drop-down list

New client CTRL+N

Open client CTRL+O

Print reports CTRL+P
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Transaction Entry

CTRL+T

Payroll Check Entry

CTRL+Y

Editing Shortcut keys
Cut CTRL+X
Copy CTRL+C
Paste CTRL+V
Find a record (based on the text you specify) CTRL+F
Edit a custom fieldview CTRL+W
Undo last change CTRL+Z

Navigating and special functions

Shortcut keys

Save data and return to the previous window or F2
dialog

Open a “context menu” relevant to the selected F3
dialog or field

Open the drop-down list attached to current field F4
Recalculate check or Refresh display F5

In Transactions window, post transactions

In Financial Statement Editor, open Formula dialog

Display the popup calculator (from amount field F7
only)

Switch between Transaction entry and Payroll F8
Check entry

Move to previous field F9
Move to next field F10
Move to last character in current field END
“Press” the default button ENTER
Close dialog without saving changes ESC
Move to first character of current field HOME
Move to first record in window or dialog (while in CTRL+HOME

Browse mode)
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Move to last record in window or dialog (while in CTRL+END
Browse mode)

Move to previous check in Payroll Check Entry PAGE UP
dialog

Move to next check in Payroll Check Entry dialog PAGE DOWN

Move forward through fields or make selection from TAB
drop-down list

Move to next tabbed page CTRL+TAB

Move to previous tabbed page SHIFT+CTRL+TAB
Move one character to left within a field «

Move one character to right within a field —

Move to beginning of field CTRL+«

Move to end of field CTRL+—>
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