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Introduction

Welcome to the Write-Up CS™ Tutorial. The Write-Up CS software
contains the following modules within Creative Solutions Accounting™
(CSA):

Write-Up CS Tutorial

General Ledger module. Handles all of your client write-up needs,
including reporting and bank reconciliation. It also allows you to
choose collation sequences and quantities for standard reports,
customized financial statements, and transmittal letters, and to set up
customized report profiles that include all reports and statements that
you run for each client.

Payroll Compliance module. Enables you to process after-the-fact
payroll and produce federal employment tax forms including 940,
940 Schedule A, 940-V, 941, 941 Schedule B, 941c, 941 Schedule
D, 941-V , 943, 943-A, 944, 944-V, 945, 945-A, 945-V, 1096, 1098,
1099-A, 1099-B, 1099-DI1V, 1099-G, 1099-INT, 1099-MISC, 1099-
OID, 1099-PATR, 1099-R, 1099-S, 1099-SA, 5498, 5498-SA, W-2,
W-2¢, W-3, and W-3c.

The Payroll Compliance module allows for the setup of vendors and
also enables magnetic media file conversions, creation of EFTPS
files, and any State Payroll Tax modules for which you are currently
licensed. The Payroll Compliance module also enables electronic
filing of Forms 940 and 941/944. (Please note that the Payroll
Compliance module is licensed and renewable on an annual basis.)

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



Introduction

This self-paced instructional workbook has been designed to teach you
how to use Write-Up CS. Our goal in this tutorial is to make you feel
comfortable with the program and to show you how to use it most
effectively in your practice.

Before you begin

Before you start this tutorial, you should first review the information
presented in the CS Professional Suite™ Accounting Products Installation
and Program Essentials guide, and in the Write-Up CS Getting Started
guide. The getting started guide covers program features, opening a
client, using the menu commands and toolbar buttons, navigating
through windows and dialogs, using keyboard shortcuts, and so forth. It
also includes a brief walkthrough that takes you through many of the
program’s basic procedures.

You can view or print Portable Document Format (PDF) copies of the
guides using the Adobe® Reader® version 5.0.5 or higher. To view a
guide on screen, search on Installation and Program Essentials guide
or Getting Started guides from the index of the CSA help browser.

For information on the Financial Reporter module, refer to the Financial
Reporter Tutorial, which is available in PDF. Search on Tutorial from
the index of the CSA help browser and then click the Financial
Reporter Tutorial link.

For information on the Bank Reconciliation feature, refer to the Bank
Reconciliation WalkThrough, which is available in PDF. Search on Bank
Reconciliation Walkthrough (PDF) from the index of the CSA help
browser.

Note: You will need an active Internet connection to view these guides.

The primary documentation for the Write-Up CS software is provided in
the comprehensive Creative Solutions Accounting help topics, which are
accessible from the CSA Help menu.

Write-Up CS Tutorial
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Using this tutorial

To complete this tutorial, you should start at the beginning and work
your way through each section in sequence. That will ensure that the data
for the client you’re setting up in this tutorial will match the data in the
illustrations provided throughout this document. After you have
completed the entire tutorial, you can use this document as a quick
reference guide to help you recall the correct steps to follow for any
group of procedures.

Note that if someone from your firm has already performed the exercises
in this tutorial using the same CSA installation, some global data, such as
payroll items, may already exist in your global system data. If the Bay
Shore Communications client has already been created, you can delete it
by choosing File / Delete Client and then selecting it for deletion in the
Delete Client dialog.

Tip
As you are working through this tutorial, you may press F1 or CTRL+F1
to see overview help for the active window or dialog.

Tutorial conventions
The following terms and conventions are used throughout this tutorial.

= Function keys and shortcut keys that you press on the keyboard
(TAB, ENTER, or CTRL+F1, for example) appear in all capital
letters.

= Bold characters are used for commands or options that you should
choose or text that you should enter.

»= In some cases, commands are provided with slashes. For example,
“Choose File / New Client” tells you to choose File from the CSA
menu bar and then choose New Client from the pull-down File
menu.

Write-Up CS Tutorial 3



Introduction

= |f a procedure directs you to mark a checkbox or to choose an
option, that means to click it once with the left mouse button so that
a v appears in the checkbox or a highlight appears in the option
circle.

= The context menu (also called the shortcut menu) appears when you
right-click in an unused gray area of a window or dialog. It lists all of
the commands that also appear on the Edit menu and that pertain to
the type of record or item that is currently selected in the active
window or dialog. Note that you can also quickly open the context
menu from the keyboard by pressing the F3 function key.

= Write-Up CS relies on the Windows standard convention of using
the TAB key to move from field to field within a window or dialog.
However, if you prefer to use the ENTER key rather than TAB to
move the cursor from field to field, you may do so by marking the
Use enter key to move between fields checkbox in the Setup / User
Preferences dialog. For more information, search on Data entry
options from the index of the CSA Help browser.

Global vs. client-specific information

Throughout this tutorial, we refer to information that is either “client
specific” or “global.” As the term implies, client-specific data pertain
only to the selected client. Global data — shared by all clients and by all
users of the software — include payroll items, check layouts, transmittal
letters, and financial statements that have been stored in the program
folder (rather than a client folder), custom fieldviews, and so forth.
(Settings specified in the Setup / User Preferences dialog are neither
client-specific nor global but user-specific.)

Note: Global information (with the exception of transmittal letters and
financial statements) is visible in windows and dialogs that are accessible
even when there is no client currently open.

4 Write-Up CS Tutorial
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Setting Up a New Client

Scenario
For this tutorial, let’s assume that our accounting firm has just acquired a
new client, Bay Shore Communications. Our firm is to provide
accounting services for Bay Shore Communications.

Starting the CSA program

1. Open the Creative Solutions Accounting program by double-clicking
the Creative Solutions Accounting shortcut icon on your Windows
desktop. The first time you start the program, it will take a few extra
seconds to build the global payroll database.

Note: The first time you open CSA after installing or updating the
program, the program will display the Bulletins dialog. The Bulletins
dialog lists the User Bulletins that are available for you to view. To
close this dialog without viewing any of the User Bulletins, click the
Close button.

2. In CSA, choose File / New Client, or press the CTRL+N shortcut
keys.

Write-Up CS Tutorial 5
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Add / Remove Module(s) dialog

The Add/Remove Module(s) dialog opens automatically each time you
add a new client and displays only the CSA modules for which you’re
currently licensed. For this tutorial, only the General Ledger, Payroll
Compliance, and Financial Reporter checkboxes should be marked.
All of these modules are required for a Write-Up CS client. Click OK to
close this dialog.

Add/Remove Modulefs) §|

General Ledger module

O payrall c5

Payroll Compliance module
Financial Reporter module
O Trial Balance €5

0 Engagement C5

General Ledger module
Select this option to add the General Ledger module to the client. Clear the
option o remove the General Ledger module from the client.

[ (].4 l[ Cancel ]

Note: To view the list of products for which you are licensed, choose
Help / About CSA from the main CSA window.

6 Write-Up CS Tutorial
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New Client dialog

The New Client dialog opens automatically after the Add/Remove

Module(s) dialog closes.

New Client / General Information tab

Enter the following client information on the General Information tab.

Client ID CSBAYS
EIN 22-1133555
Client name Bay Shore Communications

Payroll name

Bay Shore Communications (Tip: Copy the client
name and paste it into this field.)

Address 150 Sunrise Highway, Dexter, Ml 48130
Telephone # 734-414-9800
New Client E|
General Information | General Ledger | Payrol
Client name: |Bay Shore Communications | [ Advanced Properties
Payroll name: |Bay Shore Communications | [ Allow leading zeros
DBA: | | O Consolidation Client
Address line 1: |150 Surmize Highway |
[ Enable Yendar Checkwriting
Address line 2: | [ CES Cliert
City: | Dester v| state[Ml v| Zi 49130 v
Telephone #: | 734-414-9300
Industry code: l:lﬂ
[ 0K l [ Cancel
Let’s look at each of these fields.
Write-Up CS Tutorial 7
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Client ID. Enter up to 11 alphanumeric characters to represent the
unique ID for this client. Do not include any blank spaces or special
characters. The program uses all capital letters for this field
automatically. If you also process information for this client in Fixed
Assets CS™ and UltraTax CS,™ you will need to use the same client
ID in all programs.

Notes

= The Client ID field is accessible only in the New Client dialog.
(It is not accessible in the Client Properties dialog.) If you need
to change the ID of an existing client, choose Rename from the
File menu.

= For optimal consistency across all CS Professional Suite
software products, we recommend that you limit the client ID to
5 characters.

EIN: Enter the client’s employer identification number (EIN) or
social security number. If you enter nine digits without a hyphen, the
program assumes you are entering an EIN and automatically includes
a hyphen following the first two digits. If the client has applied for
(but not yet received) an EIN or SSN, enter a single hyphen in this
field. CSA will then print Applied for wherever the number is
required on forms or reports.

Client name. Enter the client’s business name as you want it to
appear on the financial statements. The maximum length is 40
characters. Note that the Client Name variable is also used for many
payroll reports and on the default check layouts.

Note: You may use the DBA field or the Address Line 1 and
Address Line 2 fields to enter secondary business name(s).

Payroll name. Enter the business name that you want to appear on
payroll reports and checks, as well as on W-2s, 1099s, and State
Unemployment and Withholding forms (SUTAS).

Write-Up CS Tutorial
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Write-Up CS Tutorial

DBA. Enter the client’s DBA, if any. The maximum length is 40
characters. This information appears on printed checks when the
corresponding check layout variables are selected.

Address line 1 and line 2. Enter the client’s primary street and/or
mailing address. The information in these fields appears on printed
checks when the corresponding layout variables are selected, and is
available for use in transmittal letters and mailing labels.

City. Enter up to 25 characters of text, or select the city from the
drop-down list of previously entered cities in this custom fieldview.

Note: Both the City and Zip fields are custom fieldviews. A custom
fieldview is similar to a regular fieldview or drop-down list, except

that you determine the entries that appear in the list. 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 a dialog where you may

add or edit items that appear in a custom fieldview’s drop-down list,
place the cursor in that field and then press CTRL+W.

State. Enter the two-character state postal code, or select it from the
drop-down list.

Zip. Enter the client’s five-digit or nine-digit ZIP code, or select it
from the drop-down list of previously entered ZIP codes in this
custom fieldview.

Telephone #. Enter the digits for the client’s area code and telephone
number. The program automatically adds dashes in the appropriate
places and will print the telephone number on Forms 1098 and 5498,
as well as on all 1099s.

Industry code. You can enter the client’s North American Indust%'
Classification System (NAICS) code, or click the Item Properties
button to open a dialog where you can search for the appropriate
code within the complete list of NAICS codes. This is particularly
useful if you plan to transfer client data from CSA to Financial
Analysis CS. ™

Allow leading zeros. Mark this checkbox to allow leading zeros in
the Chart of Accounts numbering.
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Note: Leading zeros are not supported for Client Bookkeeping
Solution clients using CBS v.2005.2.x or prior versions.

Consolidation Client. Mark this checkbox to identify the selected
client as a consolidation client. This indicates that information from
other clients will be merged into this client.

The first time you perform a consolidation for a GL client, the
program automatically marks the Use separate journal in
transaction data entry checkbox on the General Ledger tab of the
File / Client Properties dialog. Also, the program automatically
creates a special journal called Consolidation Adjustments, to be
used for any adjusting entries that need to be saved during
subsequent consolidations.

Enable Vendor Checkwriting. If you are a licensed user of Client
Bookkeeping Solution® you can mark this checkbox to enable the
Vendor Checkwriting features for the selected client.

Note: For licensed users of Payroll CS,™ the Vendor Checkwriting
feature is automatically available.

CBS Client. Mark this checkbox to identify the selected client as a
Client Bookkeeping Solution client. If the client will be using the
(noncalculating) payroll features of CBS CheckWriter, also mark the
Noncalculating payroll client checkbox.

Important! If you will be processing payroll for the client in CSA
(rather than in CBS), do not mark either checkbox.

Accountant’s Assistant

10

The Accountant’s Assistant® module in CSA allows you to set up
client information and process the client’s exported data in Write-Up
CS for a Client Bookkeeping Solution client. To prepare setup
information for a CBS client, and to retrieve export data from a CBS
client, the following criteria are required:

Write-Up CS Tutorial
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You must have a licensed copy of the Accountant’s Assistant
module of CSA installed on this machine.

You must mark both the General Ledger checkbox and the
Payroll Compliance checkbox on the Add/Remove Module(s)
dialog. Selection of other CSA modules is optional for a CBS
client.

Note: If Payroll CS™ is selected for the client, payroll
information will not be retrieved from CBS.

After setting up the appropriate information for the CBS client in
CSA, choose Utilities / Accountant’s Assistant / Client
Bookkeeping Solution and complete the applicable setup steps in
Accountant’s Assistant.

Advanced Properties dialog
1. Click the Advanced Properties button.

2. Inthe Contact tab of the Advanced Properties dialog, enter the
following information:

Name Peter Kendall

Salutation: Dear Mr. Kendall

Email address kendallp@bayshore.com
Title President

Mobile phone 734-225-1461

Write-Up CS Tutorial
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]

Advanced Properties

Contact | Restrict Access

Mame: Title:

|F'eter Kendall | |F're&ident |
Sheet address: Phone numbers

| | Whork: Ext:

| | [
City, State, Zip: Ea: I:l
| v 9 o [
Caounty/Province: Country: b abile;
| : I -
Salutation: Dear Azsistant: Pager: I:l

M1, Kendal | | |

E-mail address: Eut;
|kenda|lp@ha_l,lshare.cam | | || |
I Q. l [ Cancel ]
3. Click OK or press ENTER to save the information and return to the
New Client dialog.
Tip

If you wish to restrict access to this client’s data, you can create a unique
password using the fields in the Restrict Access tab of the Advanced
Properties dialog. Note, however, that the security configuration for your
CSA software may require you to know and enter the master password
before you can assign or change client passwords.

New Client / General Ledger tab

1.
2.

12

In the New Client dialog, click the General Ledger tab.

Enter 013107 for the current GL period ending date. As you tab off
the Date field, notice that the program automatically inserts the
slashes to separate the digits for the month, day, and year.
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Note: If you are processing a short year, the number that appears in
the Number of periods in current year field should be less than the
total number in the period choice you select.

News Client E|

General Information | General Ledger | Pagrall

LChart of accounts mask: | CCCCCCC.CCC

Processing

ears of balances to save: 5 v
Current period ending date: 01231407 -
“ears of transactions to save: 2 v
Current fizcal year end: 12731407 -
X X Deposits reference: 2
Latest period ending date:
. Starting check number: 100
Mumber of periods in cunent year: 12
Balancing entry reference: 1

[[] Use separate journals in ransaction data entry

Periods Journal for Fived Assets C5 JE:

® Monthly O Quarterly (O wWeekly

O annual (O 13 periods O Semi-annual Entity Type
Edit period end dates ©nz OCnang O O 105

Ot O3990 O a30rF O Other

[ Ok 1 [ Cancel

Chart of Accounts mask
Enter the account mask to use with this client’s Chart of Accounts. Use
an L to define the location digit(s), a D to define the department digit(s),
and a C, A, or # to define the core account number digits. You can view
the help for the Chart of Accounts mask field by pressing F1 or
CTRL+F1 to open the overview help topic.

The following restrictions apply to the Chart of Accounts mask.

Write-Up CS Tutorial

The mask may include up to 60 characters including a single decimal
and any option separators (forward slashes and hyphens).

A maximum of 58 Ls and/or Ds may be specified, and at least 2 core
account designators are required (Cs, As, or #s).

Ls (if any) must precede Ds (if any), which must precede the core
account designators.
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Only one decimal can be included, and only within the core (Cs, As,
or #s) segment. At least one C, A, or # must be used to the left of the
decimal, and a maximum of 10 characters, including separators, can
be used to the right of the decimal.

Each segment of the mask can be separated from the next by a
special character (-or /) and multiple separators can be used within
the core segment. However, the mask cannot begin or end with a
separator and a separator cannot directly precede or follow the
decimal.

For the actual account numbers (as specified in the Setup / Chart of
Accounts window), zeros can be used as placeholders within the
location or department position, but neither of these segments can be
all zeros.

Example: For a single location single-department client you might
enter an account mask of CCC or CCCCCCCCCCC.CCC. For a
single location client with 1 to 9 departments you might enter
DCCC.CC, and for a client with 1 to 99 locations and up to 99
departments you might enter LLDDCCC or LLDDCCCCC.C.

Important! We recommend that you do not change the Chart of
Accounts mask after the initial setup. Therefore, when defining a
client’s Chart of Accounts mask, you should allow for the growth of
the client’s business. This will help reduce the risk of having to
modify the Chart of Accounts in the future.

If you need to change the Chart of Accounts mask after initial setup,
search on Location from the index of the CSA help browser, and
click the topic Changing from a non-location / non-department to
a location and/or department client for more information.
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Deposits reference
The deposits reference that you set up on the General Ledger tab of the
File / New Client dialog or the File / Client Properties dialog enables you
to flag a transaction as a deposit. Thus, you can enter several deposit
records by debiting the cash account and adding one balancing entry.

When adding a new client, the deposits reference field defaults to 2, but
you may use any alphanumeric reference that is not greater than the
starting check number and that is different from the Balancing entry
reference.

Important! In CSA, the deposits reference can be alphanumeric, and it
is case sensitive. Because references in CSA are case sensitive, if you
define a deposit reference as D12 for example, and then enter d12 in the
transaction’s Reference field, the program will not consider the
transaction a deposit.

Starting check number
The starting check number for a client must be 100 or greater. When
adding a new client, this field defaults to 100. This number and anything
greater will be considered a check in data entry and in the bank
reconciliation.

Note: Only numbers may be entered in this field.

Balancing entry reference
This reference is used for the balancing entry for any checks that are
entered.

When adding a new client, the Balancing entry reference field on the
General Ledger tab of the File / New Client dialog or the File / Client
Properties dialog defaults to 1, but you may use any alphanumeric
reference that is not greater than the starting check number and that is
different from the deposits reference.
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Important! In CSA, the Balancing entry reference can be alphanumeric,
and it is case sensitive. Because references in CSA are case sensitive, if
you define the balancing entry as B1 and then enter b1 in the
transaction’s Reference field, the program will not consider the
transaction a balancing entry. For this reason, we recommend setting up
your balance entries with numeric references.

Entity type
The client entity type determines which Tax Codes will be available in
the Chart of Accounts. Tax Codes provide the link between CSA and
UltraTax CS or between CSA and GoSystem® Tax.

New Client / Payroll tab
1. Click the Payroll tab. In the Current period ending date field, enter
01/31/07 as the current period ending date for this after-the-fact
payroll client.

2. Click the Payroll Report Options button to open the Payroll Report
Options dialog. This dialog contains options regarding the
appearance of your Payroll reports. You can choose to use the
Payroll name rather than Client name in the report headings, and
select the number of decimal places to use for hours and rates.

3. Click the Cancel button to close the Payroll Report Options dialog.

16 Write-Up CS Tutorial



Setting Up a New Client

4. Click the Payroll Journal Entry button to open the Payroll Journal
Entry Options dialog. The Create payroll journal entry checkbox
should already be marked by default.

Write-Up CS Tutorial

Create payroll journal entry Undistributed G/L account: | 993 A

Reference: Fa3 Jourmnal to uze for vendor JE:
Impound reference: 189 Jaurnal ta use for impound JE:
I ] l [ Cahcel ]

Payroll Journal Entry Options §|

() Summary ) Detail

. J I f Il JE:
[T Prompt for posting date i

When the Create payroll journal entry checkbox is marked, the
program will write general ledger transactions when you close the
Payroll Check Entry window. The following fields and checkboxes
are not accessible unless this checkbox is marked:

Summary. Select this option to have the program write a
summary payroll entry to the general ledger when you close the
Payroll Check Entry window.

Detail. Select this option to write individual payroll checks to
the general ledger when you close the Payroll Check Entry
window.

Prompt for posting date. Mark this checkbox to have the
program prompt you to enter a posting date for the general
ledger transaction when you close the Payroll Check Entry
window. Otherwise, the program will post by default to the GL
period corresponding to the payroll period in which the checks
were written.

Reference. Use this field to specify the reference to use for
summary payroll transactions written to the general ledger in the
Transaction Entry window.

17
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Impound reference. Licensed users of the Payroll CS™
Impounding feature can use this field to enter the reference to be
used for journal entries when EPS files are created in the
Impound Funding dialog.

Undistributed G/L account. Use this field to specify the
account number (such as 999) to use as the default for any
undistributed amounts. If an account is missing from a
transaction, the program will use this account.

Journal to use for payroll JE. Use this field to specify the
journal to use if you are using multiple journals. To be able to
select a journal, you must mark the Use separate journals in
transaction data entry checkbox on the General Ledger tab,
and then add journals in the Setup / Journals dialog.

Journal to use for vendor JE (only available with Payroll CS
or with the optional add-on module for vendor check writing).
Use this field to specify the journal to use for vendor journal
entries. To be able to select a journal, you must mark the Use
separate journals in transaction data entry checkbox on the
General Ledger tab, and then add journals in the Setup / Journals
dialog.

Journal to use for impound JE (only available with the Payroll
CS Impounding feature). Use this field to specify the journal to
use for impound transactions. To be able to select a journal, you
must mark the Use separate journals in transaction data entry
checkbox on the General Ledger tab, and then add journals in the
Setup / Journals dialog.

Click Cancel to close the Payroll Journal Entry Options dialog.

The options in the Tax forms filed group box indicate which type of
tax forms are required for this client. For this tutorial, accept the
default options, 941 and 940.

The options in the Client Invoice group box allow you to choose a
form printing fee schedule to use with this client. For information
about setting up and using form printing fee schedules, search on
Form printing fees from the index of the CSA help browser.

Write-Up CS Tutorial



Setting Up a New Client

State Ml
Withholding ID 9999
SUTAID 22-33555
New Client E|
General Information | General Ledger | Payrol
Current period ending date: 013107 T forms fled
o Mos [Doas [943 []945
Latest period ending date: l:l
Payroll Feport Optiors [ Business\works client Client [reoice
Payrall.Jaurnal Entry [ Third party sick pay [ Systern-posted form fees are non tasable
[ Export journal entry
State tax information I:I
=11 State Mame StatenyH IO SUTA ID Rate Wage Limit | 940 Rate |
u Kl Michigan 9999 22-33555 ©,0.0000 9000.00 0.0000
+ | [=1
v
[ Ok l [ Cancel ]
9. Click the Item Properties [@ button in the State tax information grid.
19
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8. The State tax information group box and grid are used to list each

applicable state for which the Write-Up CS program is to calculate
state withholding and SUTA amounts for a client. Enter the
following information into the State tax information grid:
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10. In the MI SUTA Rate Details dialog, enter 01/01/07 as the effective
date, 2.7 % as the base SUTA rate, and then click the Copy Current
to Previous button.

M1 SUTA Rate Details X
Current | Previous
Effective date: my/m/ar [Qup}l curent to previous l
940 experience rate; |0.0000 [if different from Basze SITA rate]
Description Rate i
Baze Fate 2.7000
~
Total Ml SUTA Rate: 27000
[] Mo SUTA wage Limit [ ok | [ cancel |

11. Click OK to save the SUTA rate information and close the MI SUTA
Rate Details dialog.

Notes

= The Wage Limit field in the State tax information group box
cannot be edited here. The wage limit for each state is set
globally in the SUI/SDI tab of the State Tax Information dialog.
To open this dialog, choose Setup / System Configuration /
Payroll Tax Information / State.

» The 940 Rate field is used to complete Form 940, page 2, part Il,
line 3(e). If you do not enter a specific 940 rate, the program will
use the base SUTA rate.

12. Click OK to save the client information and close the New Client
dialog.
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New Client Setup dialog

The New Client Setup dialog opens automatically after you have entered
and saved all of the required information on the File / New Client dialog.
It enables you either to transfer setup information from a similar client
(by clicking the Transfer button on the Information tab) or to track the
setup tasks you’ve completed when setting up the client from scratch (by
marking off items on the Setup Checklist tab).

Later in this tutorial, you will transfer setup information from a similar
client.

Mews: Client Setup F§|

Information | Setup Checklist

Before beginning proceszing in this client, you zhould complete the
setup information in the following order. These displays are all
acceszed from the Setup menu,

Chart of Accounts

O automatic Journal Entries

O account Groups

O additional smournts

O checkbook

O Employee Templates

O payroll Departments w

Setup the chart of accounts

Dizplay when creating new client

»  Click Done to close the New Client Setup dialog.

Write-Up CS Tutorial
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Chart of Accounts

22

Before you can begin processing client data in the General Ledger
module, in the Financial Reporter module, or in both, you need to define
the client’s Chart of Accounts and enter the beginning balances for the
accounts. Once the account structure has been set up, you may begin
entering transaction information.

The Chart of Accounts window displays a list of all of the accounts that
have been created for the current client and an account detail grid that
lists beginning balance, debit, credit, balance, budget amounts, and tax
code for each account. From this window, you may also add new
accounts and edit or delete existing accounts. The program includes
options that allow you to skip certain fields when entering account
information, to display account information for all periods, and to select
the columns you wish to display and the order in which to display them.

Account types

The program uses the following four standard account types when
defining accounts in the Chart of Accounts.

= A for assets
= L for liabilities and equity
= R for revenues

= E for expenses

Note: Because both liabilities and equity accounts are Balance Sheet
accounts that normally have credit balances, the program uses the
account type L for both.

These account types are used to indicate which accounts should be
closed at the end of the year, and they act as one of the controls
governing the printing of parentheses (to indicate amounts as positive or
negative) in financial statements.
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If an account normally carries a credit balance, the program will not
parenthesize it when accounts are printed in detail.

Transferring the Chart of Accounts from an existing CSA client

If you have an existing client with a similar Chart of Accounts, the
easiest way to set up a new client’s Chart of Accounts is to copy it from
one client to another and make any changes needed.

-

1. To transfer the Chart of Accounts, click the Chart of Accounts ™
icon on the shortcut bar.

-,

2. The program displays the following message prompt. Select the
Transfer a Chart of Accounts from another client option.

Create Chart of Accounts E]

You may enter a Chart of Accounts from scratch, account
by account, of you can tranzfer a Chart of Accounts fram
an exizgting client. What would pou lilke to do'?

{(®)Transfer a Chart of Accounts from another clieng

() Enter the Chart of Accounts from scratch

[ ok, H Cancel l

3. Click OK. The Transfer Client Information dialog opens.

4. Select CSSMCI (South Mountain Communications, Inc.) from the
Client to transfer from drop-down list. (Or simply start entering
CSSMCI in the field and the program will match the closest client ID
as you type).
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5. Mark the Chart of Accounts checkbox.

Transfer Client Information

Client to transfer from - | C55MCI

Chart of Accounts
O Tax Codes

O m-3 Codes

[ Transmittal Letters
O Employes Templates
O Departments

O Employees

O vendors

O checkbocks

O Journals

O current Period Transactions

M1 Ackmmmabie T wenal Enbvine

t azk

Tranzfer Chart of Accounts Information including the Chart of Accounts

[ Tranzfer l ’

6. Click the Transfer button.

Notice that the complete Chart of Accounts has been transferred from
South Mountain Communications, Inc., but that the dollar amounts have

all been set to 0.00.

You will also notice that there are other data that you can transfer from
one client to another, making new client setup and maintenance easier.
Often if a client has a similar Chart of Accounts, there are other items
that can be transferred at the same time, such as account groups.

Tip

To return to the Transfer Client Information dialog at a later time, choose

Utilities / Transfer Client Information.
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Adding a new GL account

Let’s take a moment to look at some of the important features of the
Chart of Accounts window. The Chart of Accounts List displays all of
the accounts available for this client. Notice that the Total Current Year
Amount is displayed to the right of each account, and that all of the
account’s activity is displayed at the bottom of the window in the
Account Detail grid.

When adding a new account number, enter a number that has not been
used. It can be a maximum of 60 digits, depending on the Chart of
Accounts mask defined in the General Ledger tab of the File / Client
Properties dialog. The Chart of Accounts mask is displayed directly
above the Acct # field. The account number you enter must match the
mask format, and can have less digits than the mask, but not more.

In Add or Edit mode, press the TAB key to advance the cursor to the
next field. To move back to the prior field, press SHIFT+TAB or the F9
key.
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M Chart of Accounts

Account | Descripkion Type Total Current Year Amount | 4
Cash in bank A 0.00
120 Accounts receivable A 0.00
130 Invenktory A 0.00
140 Prepaid insurance A 0.00
151 Furniture and fixtures A 0.00
153 Automobiles A 000
161 AJD - furn & fixtures L 0.00
163 A/D - automobiles L 0.00
180 Rent deposit A 0.00
201 Accounts payable L 0.00
210 Payroll taxes payable L 0.00
212 FICA WiH pavable L 0.00
213 FIT W/H payable L 0.00
214 State W/H payable L 0.00
#51_Mntes navahle lnnn Ferm 1 non ¥
Enter H LCancel ]
Mask: CCCCCCCCCC
Acct #: | |

Type: Description:

Debit Credit Balance Budget | 2006 Debit | 2006 Credit | 2006 Balsn | 2006 Budge #
Ben Bal .00 .00 0.00 .00 .00 .00 0.00 ooo| =
143107 .00 .00 0.00 .00 .00 .00 0.00 .00
212807 .00 .00 0.00 .00 .00 .00 0.00 .00
363107 .00 .00 0.00 .00 .00 .00 0.00 .00
4130007 .00 .00 0.00 .00 .00 .00 0.00 .00
213107 .00 .00 0.00 .00 .00 .00 0.00 0.00] »
'Lotal | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5

To set up an asset account for Cash in bank - payroll
1. You are already in Add/Edit mode, so enter the following

26

information:
Acct. # 104
Type A
Description Cash in bank - payroll

Leave the Tax Code field blank. This field is used to integrate
account balances with UltraTax CS and GoSystem Tax. It allows
UltraTax CS and GoSystem Tax to carry the general ledger balances
to the proper lines on the appropriate tax forms. The codes listed in
the drop-down list are based on the entity you have selected on the
General Ledger tab of the File / Client Properties dialog.
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3. Click the Enter button to save the account. Note that the account you
just entered is highlighted in the list at the top of this window.

M Chart of Accounts

Account | Descripkion Type Total Current Year Amount | #*

101 Cashin bark A 0.00

Cash in bank - payroll A 0.00

120 Accounts receivable A 0.00

130 Inwventory A 0.00

140 Prepaid insurance A 0.00

151 Furniture and fixtures A 0.00

153 Automobiles A 0.00

161 ASD - furn & fixtures L 0.00

163 AJD - automobiles L 0.00

180 Rent deposit a 0.00

201 Accounts payable L 0.00

210 Payroll taxes payable L 0.00

212 FICA WiH pavable L 0.00

213 FIT W/H payable L 0.00
714 _State WiH navahle | non_ ¥
Enter ] [ LCancel ]

Mask: CCCCCCCCCC

Acct #: | |
Type: Description: Tax Code:
Debit Credit Balance Budget | 2006 Debit | 2006 Credit | 2006 Balan 2006 Budge| #

Ben Bal .00 .00 0.00 .00 .00 .00 0.00 .00

103107 .00 .00 0.00 .00 .00 .00 0.00 .00

212507 .00 .00 0.00 .00 .00 .00 0.00 .00

363107 .00 .00 0.00 .00 .00 .00 0.00 .00

4130007 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Sf3107 .00 .00 .00 .00 .00 .00 .00 000 %

‘Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
£ >

Editing an existing GL account

Suppose you want to modify the description of account 630 from Payroll
taxes to Payroll tax expense.

1. If you are not already in Browse mode with the Add, Edit, and
Delete buttons enabled, click the Enter or Cancel button.

2. Inthe Chart of Accounts list, scroll down to account 630 and double-
click it. (You can also just type 630 and the program will scroll to
that account.)

Write-Up CS Tutorial
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Tip

Because the Edit button is highlighted by default, you can simply
press ENTER to switch to the Add/Edit mode instead of double-

clicking an item in the Chart of Accounts list or clicking the Edit
button.

3. Place the cursor in the Description field and change the description
to Payroll tax expense.

4. Click the Enter button to save the change.

M Chart of Accounts

Account | Descripkion Type Total Current Year Amount | #
501 Cost of sales E 0.00
601 Advertising E 0.00
605 Auko expense E 0.00
608 Depreciation expense E 0.00
610 Dues & subscriptions E 0.00
618 Insurance E 0.00
620 Maintenance and repairs E 0.00
622 Office expense E 0.00
625 Salaries E 0.00
yI'D E 0,00
635 Telephone E 0.00
650 Travel and entertainment E 0.00
510 Interest income R 0.00
550 Interest expense E 0oo
999 | Indistribnited F n.an ¥
[ add J[ Edt ][ Dekte
Mask: CCCCCCCCCC
Acct#: 630
Type: E Description: | Payroll tax expense Tax Code:
Debit Credit Balance Budget | 2006 Dekit | 2006 Crecit | 2006 Balan | 2006 Budge
Ben Bal 0.00 0.00 0.00 0.00 0.00 0.00 0.00 ooo =
103107 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
212507 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
363107 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
4130007 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Sf3107 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 | »
Tatal 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
<) >
Tip

You can move to the top or bottom of the Chart of Accounts window by
pressing the HOME or END key.
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Chart of Accounts options

You can set several useful options in the Chart of Accounts window.
You must be in Browse mode to open the Options dialog.

1. If you are in Add/Edit mode, click the Cancel button or press the
ESC key to return to Browse mode.

2. Open the Options dialog using any of the following methods:
= Choose Edit / Options.

= Press F3, and then choose Options from the context menu that
appears.

» Right-click in a gray area of the Chart of Accounts list, and then
choose Options from the context menu that appears.

Note: There are other commands available from the context menu. For
additional information on any of these commands, choose the command
(for example, Zero Balances) to open that window or dialog. Then press
F1 or CTRL+F1 to display a help topic for that particular feature. You
can also right-click in the window or dialog and then click the Help on...
message that opens.
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Chart of Accounts Options / Data Entry tab

30

M Chart of Accounts _ | 4]
Options Tvpe Tatal Current Year Amaunk A
] m
A 0.00
& 0.00
A 0.00
A 0.00
Zero Balances A 000
Delete Range of Accounts A 0,00
Renumber Accounts L 0.00
Merge Accounts L 0.00
& 0.00
Edit Tax Codes L 0.00
Edit Schedule M-3 Tax Codes t ggg
Tax Code Account Groupings L 0.00 -
Force Balance Recalculation ! non =
Add erify Accounts
Find Ctrl+F
Mask:  CC
Help on Chart of Accounts
Acct #: m.
Type: B Desgcription: | Cash in bank Tax Code:
Dehit Credit Balance Budget 2006 Debit | 2006 Credit | 2006 Balan | 2006 Budoe | #
Beg Bal 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0oo| =
155107 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
212607 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
365107 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
4150007 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
253107 000 0.00 0.oo 0.00 .00 000 0.00 0.00 | »
‘ Tatal 0.00 0.00 .00 .00 0.00 .00 0.00 0.00
4 *

During data entry, you can choose to skip any of the fields listed in the
Fields to Skip group box on the Data Entry tab. Simply mark the

checkboxes associated with the fields you wish to skip.

You can also choose to show all periods of activity at the same time in
the Account Detail Grid (instead of having a scroll bar) by marking the
Show all periods checkbox. For example, for a monthly client, the
Account Detail grid includes the beginning balance, the balance each
month in the year, the memo balance, and the ending balance.
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When the Show all periods checkbox is marked, the program resizes the
Chart of Accounts list so that it can display the balance information for
the whole year at the same time.

Chart of Accounts Options D_<|

Data Entry | Colurmns

Fields to Skip
Civpe [ Show all perinds
[] Description
|:| Tay Code
[ Mema
[ Calumn 1
[ Calumn 2

K ] l Cahcel

Columns tab

You can customize the Account Detail grid by selecting the columns you
would like displayed. For instance, if this client does not use budgets,
you might not select the Budget column.
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The left pane lists all available columns that are not currently displayed,
and the right pane lists the columns that will be displayed.

Chart of Accounts Options &l

DataEntry | Columns

Columns Available: 15 Columns Selected: g
Adjusted Budget A Debit/Credit
2006 Adjusted Budget B alance

2005 Debit/Credit Budget

2005 Balance 2006 Debit/Credit
2005 Budget 2008 Balance
2005 Adjusted Budget 2006 Budget
2004 D ebit/Credit

2004 Balance

2004 Budget

2004 Adjusted Budget

2003 D ebit/Credit

2003 Balance

EEEE ?Lf.g.'?f dreedoo % Restore Default

[ Include tax codes in account fist

[Jinclude (-3 codes in account list

[ (]S ][ Cancel ]

To select the columns to display in the Account Detail grid
1. Inthe Columns tab highlight the column you wish to add or remove
from the Account Detail grid.

2. Click the Select button to add that column to the grid, or click the
Remove button to remove it from the grid.

Note: You can double-click an item to move it from the Available to
the Selected pane or vice versa.
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To rearrange the order of the selected columns
1. Inthe right pane, highlight the column you wish to move.

2. Click the Move Up button (moves it to the left in the Account Detail
grid) or the Move Down button (moves it to the right) to move that
column to the desired order.

You can set up the Chart of Accounts window such that opening
balances are entered in separate debit and credit columns. Or, if you
prefer, you can remove the separate debit and credit columns to allow
you to quickly enter all beginning balances in one column (you must
enter the credits as negative numbers). The numbers are actually stored
in the program as debits and credits so you can see that detail by
changing the columns to display debits and credits.

To remove a Chart of Accounts column
Let’s remove the Debit/Credit column.

1. Select Debit/Credit in the Columns Selected pane.

2. Click the Remove button to remove it.
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Chart of Accounts Options
Data Entry | Columns

Columns Available: 16

2005 Balance

2005 Budqet

2005 Adjuzted Budget
2004 Debit/Credit
2004 Balance

2004 Budget

2004 Adjuzted Budget
2003 Debit/Credit
2003 Balance

2003 Budget

2003 Adjusted Budget

Future 'r'r. Budget
W w

Columns Selected:

X

Budget

2006 Debit/Credit
2006 Balance
2008 Budget

tiove Dovn

Restore Default

[ Select -» l

[ <-Remove |

[Jinchude tax codes in account list

[Jinchude M-3 codes in account ist

ak. ] [ Cahicel

3. Click OK to save this change.

Notes

The options you choose on the Data Entry and Columns tabs of the
Chart of Accounts Options dialog are client specific.

To include an optional column for Tax Codes within the accounts
listview pane of the Chart of Accounts window for the selected
client, mark the Include tax codes in account list checkbox.

Entering opening GL account balances
Let’s suppose that the client has an opening cash balance of $26,900.00.

1. Double-click 101 - Cash in bank in the Chart of Accounts list.
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2. Place the cursor in the Balance column of the Beg Bal item in the

Write-Up CS Tutorial

Account Detail grid and enter 26900.00, representing a balance of
$26,900.00.

Press the PAGE DOWN key to move the cursor directly to the same
field in the next account.

Note: If you marked the Use enter key to move between fields
checkbox in the Setup / User Preferences dialog, you need to press
CTRL+PAGE DOWN (instead of PAGE DOWN) to move to the
next account.

Enter the following opening balances. For credit balances (for
example, for account 161 - A/D-furniture and fixtures), enter a minus
sign and then the amount. Note that some accounts do not have an
opening balance.

Debit Credit
101 Cash in Bank 26,900.00
104 Cash in bank - payroll 8,500.00
120 Accounts receivable 151,000.00
130 Inventory 55,000.00
140 Prepaid insurance 1,500.00
151 Furniture and fixtures 14,500.00
153 Automobiles 31,500.00
161 A/D-furniture & fixtures 13,400.00
163 A/D automobiles 8,900.00
180 Rent deposit 3,000.00
201 Accounts payable 36,200.00
251 Notes payable long term 40,000.00
301 Common stock 50,000.00
380 Retained earnings 143,400.00
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M Chart of Accounts

Account | Descripkion Type Total Current Year Amount | #*
101 Cashin bank A 26,900.00
104 Cash in bank - payroll A 8,500.00
120 Accounts receivable A 151,000,00
130 Inventory A 55,000,00
140 Prepaid insurance & 1,500,00
151 Furniture and fixtures A 14,500,000
153 Automobiles A 31,500,000
161 A - furn & fixtures L -13,400,00
163 AD - automobiles L -§,900.00
180 Rent deposit A 3,000,000
201 Accounts payable L -36,200,00
210 Payroll taxes payable L 0.00
212 FICA W(H payable L 0.00
213 FIT 'WH pavable L 0.00
714_State W iH navahle 1 non_ ¥
[ add ][ Edt |[ Deete |
Mask: CCCCCCCCCC
Aot 101
Type: A Deszcription: | Cazh in bank Tax Code:
Balance Budget | 2006 Debit | 2006 Credit | 2006 Balan 2006 Budge ~
Beg Bal 26,800.00 0.00 0.00 0.00 0.00 0.00 =
143107 .00 0.00 0.00 0.00 0.00 0.00
228107 0.00 0.00 0.00 0.00 0.00 0.00
Si31 07 0.00 0.00 0.00 0.00 0.00 0.00
430007 0.00 0.00 0.00 0.00 0.00 0.00
213107 0.00 0.00 0.00 0.00 0.00 0.00 hd
Tatal 26.900.00 0.00 0.00 0.00 0.00 0.00
20 (| ¥

Note: When you enter opening balances for an actual client, you may
wish to run a Trial Balance report after you have completed entering
the opening balances to verify your results. Because we have not yet
discussed the reporting features in this program, you are going to
skip this step for now.
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Tips

= If you want to enter balances in a journal entry, you can set the
general ledger period back to December of the prior year end, enter
the balances, and then move forward to the correct period. For
additional help on changing the processing period, search on
Selecting a previous GL period to process from the index of the
CSA help browser.

= For information on creating location and department accounts,
choose Help / CSA Help Topics and click the Index button. Enter
location accounts, and then click the Creating location and
department accounts for a Write-Up CS or Trial Balance CS
client topic.

Important! If you manually enter beginning balances in a period field
rather than in the Beg Bal field, those balances will be deleted when you
post transactions for that period in the Tasks / Transaction Entry window.
When you post transactions, the program deletes all balances for the
period from the Chart of Accounts and then posts updated balances based
on the current-period transactions

To correct an out of balance period
If the periods are out of balance, the program displays an amount in the
Chart of Accounts status bar at the bottom right corner of the window.
Out-of-balance periods are indicated by a % sign preceding the out-of-
balance amount.

You must correct the out-of-balance amount before you can exit the
Chart of Accounts window. If you choose Edit / Force Balance
Recalculation, the program will tell you which periods are out of balance
and the amount by which they are out of balance. You must balance
these amounts to an account. You may then wish to print or view a Trial
Balance report to see which account has an incorrect balance.
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3
Transaction Processing

Once you have entered the opening balances, you can begin the monthly
processing of the client data. Let’s enter transactions for this client.

Notes

= |tis not necessary to close one window before opening another one.
For example, you can click the Transactions icon while in the Chart
of Accounts window and proceed directly to the Transactions
window. This feature makes it possible to move quickly from task to
task

= If you were planning to do bank reconciliation, you would need to
set up your checkbook prior to entering any transactions.

Entering transactions

To open the Transactions window, click the Transactions icon @ on
the shortcut bar or choose Tasks / Transaction Entry.

When you open the Transactions window, the cursor is positioned in the
Reference field. Press TAB or ENTER to advance the cursor from field
to field. To move back to a prior field, press either SHIFT+TAB or the
F9 key.
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Note: If you need to enter more than one distribution for a transaction,
use the Additional Distributions grid. You will need to press the TAB
key instead of the ENTER key to move to the additional distributions.

As you enter transactions, they appear in the Transactions list at the top
of the window. The general ledger (GL) and payroll (PR) periods that
you are processing are displayed at the bottom of the window in the CSA
status bar.

# Creative Solutions Accounting [CSBAYS - Bay Shore Communications]
File Edit Tasks Utiies Setup Window Help

DEme|8 RO |REREB|? 2
x|

“ Transactions,

Reference Date Account Amount | Deseription

Add Edit Delete

Checks and Deposits | Joumal Entries |

Reference Dete FEETY Amourt Description
endor

Additional Distributions

Accourt Amourt Description ~
v
Totat $0.00
Hashi0.0000000000 Dish $0.00 Dr $0.00 [Cr $0.00
Transnittal Letter
For Help, press F1 or Ctrk+F1 Staff: XXX Stk Dabe: 13107 GL Period: 01/31/07 PR Period: 01/31/07
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Transactions / Checks and Deposits tab

Use the Checks and Deposits tab to enter or edit check transactions and
deposits. You can enter multiple account distributions for one
transaction, with all distributions using the same reference number and
date. You can enter multiple checks during a data-entry session, with at
least one balancing entry required at the end of each entry session to
offset cash. If you use a non-check number (any number smaller than the
starting check number specified on the General Ledger tab of the File /
Client Properties dialog), you must balance that entry before continuing
to the next transaction. You can enter a separate description for each
account distribution in the transaction.

Entering transactions

1. Enter the following information on the Checks and Deposits tab of
the Transactions window. Remember to press ENTER to move to the
next field. The account name and running total will be displayed at
the bottom of the Transactions window.

Reference 1415

Date 01/31/07
Account/Vendor 618

Amount 440.00
Description Hartford Ins.

Write-Up CS Tutorial
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2. After you have finished entering the information, click the Enter
button or press the ENTER key to save the transaction. Note that the
program automatically enters the next check number for you. This
speeds up data entry if you need to enter another transaction.

Note: If there were additional accounts that pertain to this check, you
would use the Additional Distributions grid to enter the accounts and
amounts. Once you finish entering all of the distributions, click the
Enter button to save it. Press the TAB key instead of the ENTER key
to move to the additional distributions.

%2 Tiransactions |Z| |E| rz'

Reference Date Accounk Amount  Description

01/31/07 618 440,00 Hartford Ins.

Enter ] [ LCancel
Checks and Deposits | Jaumnal Entries
Account! -
Reference Diate: \endor Amount Description
1416 013107 0.00
Additional Distributions
Account Amourit Description S
]
Total: $0.00
Hashi:618.0000000000 Dish: $440.00 [Dr: $440.00 |Cr: $0.00
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To enter new GL transactions
1. Click the Add button again to return to the Add/Edit mode.

field. Press ENTER to save each transaction.

2. Enter the following transactions. Press ENTER to move from field to

Refer. Date Account | Amount Description
1416 1/16/07 605 220.00 Mobil Oil
1417 1/23/07 622 123.00 Office Depot
1418 1/23/07 635 550.00 Bell Atlantic

Note: You do not need to enter the slashes when you enter dates. The
program will add them for you.

2 Transactions

Reference
1415
1416
1417

Date

01/31/07 615
01/16/07 605
0142307 622

01/23{07

Account

Armount
440,00
220,00
123,00

Description
Hartford Ins,
TMabil il
Office Depot
Bell Atlantic

Enter H LCancel
Checks and Deposits | Jaumal Entries
Account! -
Reference Diate: \endor Amount Description
01/2307 0.00
Additional Distributions
Account Amourit Description L]
A/
Tatal: $0.00
Hash: 2480.0000000000 Dish: $1.,333.00 Dr: $1,333.00 |Cr: $0.00
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Making an offsetting entry to cash

You can keep your records in balance by creating an entry to offset the
cash. The program uses 1 as the default reference for this offsetting
entry.

Important! To change the balance entry reference number, choose File /
Client Properties and then click the General Ledger tab. Change the
number in the Balancing entry reference field to any number less than the
starting check number and different from the Deposits reference number.

It is important that you change this reference before entering any
transactions! If you change the reference after you enter the
transactions, the program will not change the reference for existing
transactions. This could cause problems with bank reconciliation or if
you attempt to edit existing transactions.

For this exercise, you do not need to change the existing balance entry
reference number.

1. Inthe Checks and Deposits tab, press ALT+B (or CTRL+B) to have
the program make the balancing entry automatically.
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[ ]
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Enter the Cash disbursements account number (101) in the Account
column and then click the Enter button three times or press the
ENTER key to save this transaction.

CEEX

2 Transactions

Reference Date Accounk Amount  Description
1415 0131407 618 440,00 Hartford Ins,
1416 01f16/07 605 220,00  Mabil il
1417 012307 622 123,00 Office Depot

1418 01/23/07 635 550.00  Bell Atlantic
- 0

0 Cash Disbursements

01/23{07

Enter H LCancel
Checks and Depositz | Joumal Entries
Account! s
Reference Diate: \endor Amount Description
0142307 0.00
Additional Distributions
Account Amourit Description S
hd
Total: $0.00
Hash: 2681.0000000000 Dish: $0.00 [Dr: $1,333.00 |Cr: $1,333.00

Tips
Use ALT+B or CTRL+B to create the offsetting entry. If you use this
method, you only need to enter the account number and the date (if
different). Also, if you are using multiple journals, you can set up a
balancing account for the journal entry you are entering. These two
options will be discussed later in this tutorial. By using these options,
you can have the program create the entire balancing entry when you
press ALT+B or CTRL+B.

Using ALT+B ties the checks to the balancing entry so that any time
you edit or delete a check, the program adjusts the balancing entry
automatically.
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It is important not to enter other entries between checks and their
balancing entry. This could potentially break the link between them,
preventing information from transferring correctly to the bank
reconciliation.

To edit an existing transaction

Now let’s suppose you notice that the amount you entered for Reference
1415 is not correct. It should have been $445.00. Use the following steps
to correct it.

1.
2.

46

Double-click transaction 1415 in the Transactions list.
Change the amount in the Amount column to 445.00.

Press ENTER twice to save the change. Notice that the balance entry
has been automatically updated.

£+ Transactions

Reference Date Accounk Amount  Description
] 613 445,00 Hartford Ins.
1416 01f16/07 605 220,00 Mabil il
1417 01/23{07 622 123,00  Office Depot
1418 012307 635 550,00  Bell Atlantic
1 01/23f07 101 -1,338.00  Cash Disbursements
add [ Edt ][ Dete
Checks and Deposits | Jaurnal Entries
Reference Diate: AEBTLT) Amount Description
Wendar
14135 013107 E15 44500 |Hartford Ins.
Additional Distributions
Account Amourit Description A
A/
Insurance Tatal: $445.00
Hash: 2681.0000000000 Dish: $0.00 [Dr: $1.338.00 |Cr: $1.338.00
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Recording a deposit

Let’s try a deposit. Suppose you want to record cash receipts for the
period. In this example, you will record the debit side of the entry to the
cash account and have the program record the balancing credit entry to
accounts receivable.

Click the Add button to switch to Add/Edit mode. Remember to press
ENTER to advance from field to field.

1. Enter the following:

Reference 2

Date 01/28/07

Account first line 101

Amount first line 7,200.00

Description To book cash receipts

2. Press ENTER to save the record. Notice that the program
automatically repeats the Reference.

3. Enter the following and then press ENTER to save the record.

Reference 2

Date 01/31/07

Account first line 101

Amount first line 4,800.00

Description To book cash receipts
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4. Press ALT+B to create the balancing entry. Enter account 120, the
deposit account, in the Account / Vendor field and press ENTER
three times.

Reference Date Accounk Amount | Description

1415 0131407 618 445,00 Hartford Ins,

1416 01f16/07 605 220,00  Mabil il

1417 012307 622 123.00  Office Depot

1418 012307 635 550,00 Bell Atlantic

1 01/23/07 101 -1,338.00  Cash Disbursements
z 01/za8/07 101 7,200,00 To book cash receipts
2 013107 101 00 To book cash receipts
z 0143107 -1z 00 Deposit

Enter ] [ LCancel
Checks and Depositz | Joumal Entries
Account! s
Reference Diate: \endor Amount Description
013107 0.00
Additional Distributions
Account Amourit Description =
hd
Total: $0.00
Hash: 2903.0000000000 Dish: $0.00 [Dr: $13.338.00 |Cr. $13,338.00

Tip

During subsequent bank reconciliations, all of the deposit entries will
appear. However, if you had chosen to record all period deposits with a
single entry in the Transactions window, it will come in as a lump sum
unless you do either of the following:

= Inthe Bank Reconciliation window, click the Deposits and Other
Credits tab. In the deposits grid, click the row button for a deposit
and then choose Split Deposit from the Edit menu or from the F3 or
right-click context menu.

48 Write-Up CS Tutorial



Transaction Processing

= Prior to entering transactions, choose Edit / Options in the Bank
Reconciliation window. In the General ledger transaction options
group box, mark the Display multiple distributions to the
checkbook G/L account in a single transaction separately
checkbox.

It is important not to enter other entries between deposits and their
balancing entry. This could potentially break the link between them,
preventing information from transferring correctly to the bank
reconciliation.

Transactions / Journal Entries tab

Use the Journal Entries tab to enter or edit non-cash transactions and any
special types of transactions. You must balance each journal entry before
you add or edit another entry.

Let’s try entering a journal entry. Since you are already in the Add/Edit
mode with your cursor in the Reference field, you do not need to click
the Add button.

Recording a journal entry
Let’s book sales for the period with an offsetting debit to accounts
receivable.

1. Click the Journal Entries tab, or press CTRL+TAB to move to the
Journal Entries tab.

2. Make a journal entry using the following information. Remember to
press ENTER to advance to the next field.

Reference JE8
Date 01/31/07
Description To book sales
Account / 120 78,000.00
Amount
401 —60,000.00
405 —18,000.00
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3. Click the Enter button three times after you enter account 405 to save

the journal entry.

2 Transactions

Reference Date
1416 01/18/07
1417 012307
1418 012307
1 012307
z 01807
z 013107
z 013107
01431407

Account

605

622

635

101

101

101

120

120, 401, 405

Armount
220,00
123.00
550,00

-1,338.00
7,200,00
4,00,00

0 Tobook

E9(=1E3
Description S
TMabil il
Office Depot
Bell Atlantic
Cash Disbursements

To book cash receipts
To book cash receipts
Deposit

Enter ] [ LCancel
Checks and Deposits | Joumnal Entries
Reference Drate: Description
0143107

J Account Amaunt -~ Special Types

1 = (® Regular O Brior

ﬂ I () Reversing O Adiusting

ﬂ O Recuring O Tax Adjustment

ﬂ O Recuring Template ) Budgst

5

6 1 b
Hash: 3829.0000000000 Dish: $0.00 [Dr: $591,338.00 |Cr. $51,338.00

Note: You can sort transactions by their reference (either by reference
number or order entered), date, or account number. To do so, click the
headings at the top of the transactions list. You can change the width of
any column by dragging the column edge with your mouse.

Transaction data-entry commands

CSA includes several powerful data-entry commands to help you enter
transactions more efficiently.

50

You can access a menu that includes these commands from the
Transactions window using any of the following methods.
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Click Edit on the menu bar
Press F3

Right-click in any gray area of the Transactions window

Let’s briefly review each of these commands.

Write-Up CS Tutorial

Balance entry (CTRL+B or ALT+B). Creates an entry that offsets
the checks or deposits you entered during this data-entry session. The
program uses the reference number in the Balance entry reference
field (for checks) or the Deposit reference field (for deposits) that
you specified in the General Ledger tab of the File / Client Properties
dialog. If you have set up multiple journals (discussed later) and
have designated a general ledger balance account number, that
account number will be used for the balance entry.

Post Transactions. Instantly posts your transactions so that your
balances in the Chart of Accounts are updated. Each time you print a
report, financial statement, or transmittal letter, or each time you
select a period to process to move to a future or prior period, all
transactions will be posted automatically. The program will also post
transactions each time you close the Transactions window or press
F5.

Recalculate Balance Entry. Reviews all transactions to determine if
the transactions are in balance.

View G/L Activity (CTRL+G). Shows the current period or year-
to-date transaction detail for a selected account.

Transfer Transactions Between Journals. Allows you to transfer
one or more transactions from one journal into another journal. This
command is only available if you marked the Use separate journals
in transaction data entry on the General Ledger tab of the File /
Client Properties dialog. You must also have journals set up in the
Setup / Journals dialog. Since you have not done this yet, this feature
is currently disabled.
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Insert Transactions Above Current. Enables you to insert one or
more transactions above the current transaction.

= With the Transactions window active, highlight the transaction
that will appear below the transaction(s) you’re adding and
choose this command.

= When you have finished entering the new transaction(s), choose
Edit / Stop Inserting Transactions, or right-click and choose
the command from the context menu.

Enter Future Period Transactions. Allows you to enter future
period transactions from the current period instead of moving to a
future period. In the Select Period dialog that appears when you
choose this command, select the future period from the drop-down
list. Note that only future periods within the current fiscal year will
be available for selection.

The future period in which you are entering transactions is displayed
at the top right of the Transactions window.

= Enter transactions just as you would for the current period.

=  When you have finished entering transactions for the future
period, choose Stop Adding Future Period Transactions from
the Edit menu or the right-click context menu.

= When you advance to the future period, the transactions you
entered will appear in the Transactions window. To enter or exit
future period transactions, your transactions must be in balance.

Calculate YTD Income / Loss (CTRL+I). Allows you to view the
net income amount based on the current-year transactions. This is
calculated by summing the Revenue and Expense accounts in the
Chart of Accounts.

Clear Hash Total. Resets the Account Hash Total to 0.000. This
total appears in the status bar when the Transactions window is
active. The hash total provides the running total of all the general
ledger accounts you have entered during the current data-entry
session.
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Note: The hash total does not support the use of account numbers
that contain alpha characters or non-decimal separators.

» Recurring Templates. Allows you to edit recurring template entries
or delete existing recurring template entries.

Note: The first time you open the Transactions window after
advancing the GL period you will be prompted to create recurring
template entries. If you do not wish to create any at that time, you
may reopen this dialog later by choosing Edit / Recurring
Templates.

= Automatic Journal Entries Diagnostics. Opens the Automatic
Journal Entries Diagnostics dialog, where you can view how the
current-period automatic journal entries were calculated by the
program.

* Find (CTRL+F). Allows you to quickly and easily search for a
record that includes the characters you specify within the field that
you select. When you click the Search button, CSA begins searching
for the first matching record and displays it in the active window.
Click the Find button again to continue searching for the next match.

Transaction data-entry options
CSA also allows you to set up several options for data entry.

»  To access these options, choose Edit / Options to open the
Transaction Options dialog.
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Transaction Options E
Data Entry | Calumns
Feference Field Wendar Information
[Hincrement joural enty references by Use Yendor ID to autofil
Date Field Usze Yendor description to autafil
[] Have system automatically:
Fiosting Options
[ Past when exiing ransaction data entiy
[[] Make reversing entry for beginning balance
[ Do not make automatic enties
] Prampt if date is not within curent GL period (Do not past adjusting enties
[] Do nat post reversing entries
Description Field [] Do nat post tay adiustment entries
H b tomatically: . . L .
[ Have system avtomaticaly [] Do nat post automatic entries when in prior perinds
[] Do not post reference
fram ta
[ Enter multiple descriptions for joumal entries
[ Enter 1099 Items for checks

There are two tabs in the Transaction Options dialog. Let’s look first at

the

options in the Data Entry tab. They are divided into five group boxes,

each one covering a different facet of data entry.

Specifying data-entry options

54

Reference Field. To have the program automatically increment the
reference field for each new journal entry, mark the Increment
journal entry references by checkbox, and then specify the number
by which to increment.

Note: You may specify up to 4 decimal places, provided that the
total number of characters for the reference is no greater than 6. The
program automatically increments check numbers by 1. The deposit
reference always remains the same on the next transaction,
regardless of the option setting.

Write-Up CS Tutorial



Transaction Processing

Write-Up CS Tutorial

Date Field. The options in this group box allow you to manipulate
the Date field. You can save multiple keystrokes on each entry by
having the program automatically enter a portion of the date for you.
Marking the Have system automatically checkbox and then one of
the options below it will save keystrokes on every transaction. A
popular choice is to have the program fill in the month and year,
leaving only the day for you to enter. This saves you four keystrokes
on every transaction.

You can also mark the Prompt if date is not within current GL
period checkbox to have the program prompt you each time you
enter a date that is not in the current GL period.

Note: Regardless of the option selected, the program uses the date
from the previous transaction as the default on a new transaction.

Description Field. The options in this group box allow you to
choose a standard entry for the Description field. If you typically
enter the payee when doing check entry, you will not want to choose
any of these options. If you set up vendors for payees, the program
automatically fills in the description when you enter the vendor ID or
vendor name in the Account/VVendor field. If you mark the Enter
journal description for all entries or the Enter “Check Written”
for checks and journal description for all other entries option, the
program will not automatically enter the vendor description.

Note: If you do not mark this option and you leave the Description
field blank on a transaction, the program will automatically copy the
description from the previous transaction.

Vendor Information. The options in this group box tell the program
to autofill the Account/Vendor drop-down list with vendor
information after you enter the first several characters. You can
choose to have the Vendor ID and/or the Vendor Description
included in the drop-down list. By default, both options are marked.
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Posting Options. The options in this group box allow you to control
the posting of various special entry types. When posting transactions,
the balances in the Chart of Accounts for the current period are
zeroed-out, and then the transactions are posted. These options allow
you to post when you close the Transactions window, as well as to
choose posting options that apply whenever the posting occurs.

For instance, you might make a number of adjusting entries to go
from cash basis to accrual basis at the end of the year. You could
then run the financials either as cash or as accrual by choosing to
have these entries posted or not posted each time you run the posting
routine.

You do not need to mark the Post when exiting transaction data
entry option. When you advance your period or print a financial
statement, report, or transmittal letter, the program will automatically
post any unposted transactions at that time before allowing you to
print or preview reports. Leaving this option unmarked can save you
time when exiting the Transactions window.

Enter multiple descriptions for journal entries. Mark this
checkbox to include a description field in the detail grid for the
Transactions / Journal Entries tab. This will enable you to enter a
separate description for each debit and credit that is part of the
journal entry transaction.

Note: If you selected one of the description field options in the
Transaction Options dialog, the program will enter a description
automatically.

Enter 1099 Items for checks. Mark this checkbox to include a 1099
Item column in the data entry grid. This will allow you to choose the
1099 type when entering a transaction, otherwise the program will
use the 1099 setup specified in the Vendors window.
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Customizing data-entry field sequence

Write-Up CS Tutorial

Another useful feature found in the Transaction Options dialog is the
ability to rearrange the sequence of data-entry fields to match the flow of
data as it appears on your input documents. You can set up different
data-entry sequences for the Checks and Deposits tab and the Journal
Entries tab of the Transactions window.

1. Click the Columns tab. If you would like to change the field
sequence (for example, to match your client’s source documents),
find the field you want to move left or right in the data-entry
window. Next, click the corresponding Move Down button to move
it to the right or the Move Up button to move it to the left.

The Restore Default button restores the default column order and
widths. Because each of your clients may have source documents

that vary in the order information is presented, the field sequence

you set is client-specific.

Transaction Options PE|
Data Entry | Colurns

Checks and Deposits Jaumnal Entries
Summary
Date

Description
Additional Distributions Distributions
Amount Amount
Restore Default
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Note: If you marked the Enter 1099 Items for checks checkbox on
the Data Entry tab, the 1099 Item will appear in the Checks and
Deposits field lists.

2. For this tutorial, leave the fields in their default sequence and click
OK.

3. Press the ESC key to close the Transactions window.

Tip

If you resize the field widths in the Transaction grid, the widths will be
saved when you exit the Transactions dialog. To restore the fields to their
original width, click the Restore Default button in the Columns tab of the
Transaction Options dialog.

Working with vendor information

»  Open the Vendors window by clicking the Vendors icon on the

shortcut bar or by choosing Setup / Vendors.

The Vendor portion of this program allows you to automatically
accumulate payment information for 1099 recipients while you enter
checks. The Vendor feature offers one of the best ways to save time and
reduce mistakes during data entry.

Vendors / General tab

Before you add a vendor, let’s take a look at a few of the fields on the
General tab of the Vendors window.
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Vendors E@

Payee ID Payee Mame YTD Checks  Pavee Tvpe

I Enter l [ LCancel

General | Alternate Address | Distributions | 1099 Boxes | Amartization [nformation
a5 | T
Strest #1: | | Caontact: | |
Steet#2 | | Em ] veited O
City: | w | Account #: | |
State: | v | Zip: | ~ | Fayee tupe

(® 1093 recipient (O Agent ) Othes

Exclude from check printing fees [

= City, Zip. These fields are custom fieldviews, meaning that the
values you enter in these fields can be saved and then recalled at a
later time. Setting up custom fieldviews speeds up data entry and
assists you in providing a consistent look and standard spelling for
data entry. Each time you enter a new value in one of these fields,
press CTRL+S to save it. That way, the next time you need to enter
that city or ZIP, you can simply press F4 and select it from the list of
entries, without having to re-enter it.

Note: You can use CTRL+W to open a custom fieldview dialog
where you can add, edit, or delete items in a custom fieldview.

= EIN. If you want to enter a social security number instead of an EIN,
you must enter the hyphens in the appropriate places.
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Account #. This field is for your customer number used by this
vendor. General ledger account number distributions are entered on
the Distributions tab.

Payee type. In this group box, you can assign each vendor to one of
the three following payee types for report sorting:

Use the 1099 recipient option for vendors that need a 1099 at
year end. On the Distributions tab, you can specify 1099 items
that indicate the 1099 types and boxes on which amounts should
print.

Important! To have the program properly calculate and store
information required for printing Form 1099 at year end, you
must also select a 1099 item for the vendor both in the 1099
distributions grid and in the Standard check grid on the
Distributions tab of the Vendors window. For a Write-Up CS
client, also enter a GL account number on the same line as the
1099 item assigned to the standard check. Otherwise, you can
enable the 1099 item field in the Transactions dialog to select
the appropriate 1099 for each distribution.

Use the Agent option for payees for whom checks are
automatically created in Payroll CS or in the optional add-on
module for vendor check printing, based on trigger accounts that
clear payroll liabilities. This is primarily used for a client for
whom you are preparing live payroll and printing vendor checks.

Use the Other option for a payee that does not fit into either of
the first two types.

Write-Up CS Tutorial



Transaction Processing

Vendors / Alternate Address tab
If the vendor’s mailing address is different from the address entered on
the General tab of the Vendors window, use the Alternate Address tab of
the Vendors window to enter alternate address information.

General | Alternate Address | Distibutions | 1099 Boxes | Amortization Information

Mame:

Strest #1:

Strest H2:

Ciky: N

State: R Zipe w

Note. If you leave the fields on the Alternate Address tab blank, the
program automatically uses the address fields on the General tab as the
vendor’s mailing address.
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Vendors / Distributions tab
Use the Distributions tab of the Vendors window to record 1099
distributions and standard check information. You can also view year-to-
date check amounts applicable to this vendor. The 1099 check amount is
automatically updated based on checks entered to the vendor for the
specified 1099 item. The Adjustment field is for any manual
adjustments you want to enter, and the amount in the 1099 Total field is
what prints on Form 1099.

General | Alernate Address | Distibutions | 1099 Boxes | Amortization Information

- Year to date checks: 0.oo
1059 distributions
- 1054 tem 1099 Check Amt. Adjustment 1099 Tatal R Undist. Amt.
| 0.00
w
Standard check
Account # Description Amaourt 1099 Hem i Tatal Amt.
| = 0.00
v

Important! To have the program properly calculate and store
information required for printing Form 1099 at year end, you must do the
following: (1) choose the 1099 recipient option on the General tab, (b)
select a 1099 item for the vendor in the 1099 distributions grid of the
Distributions tab, and (c) select a 1099 item for the vendor in the
Standard check grid on the Distributions tab with a GL account number
entered on the same line as the 1099 item to default information in the
Transactions dialog. Otherwise, you can enable the 1099 Item field in the
Transactions dialog to select the appropriate 1099 for each distribution.
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Vendors / 1099 Boxes tab
Use the 1099 Boxes tab to identify any supplemental information for a
vendor. After you have selected a form type, the grid at the right displays
the supplemental information that is available for that form type. Choose
the relevant information for the selected vendor by marking the
appropriate checkbox(es) in the grid.

General | Altemnate Address || Distibutions | 1033 Baxes | Amartization |nformation

Form type: w

1093

1099 4

1099 B

1093 DIW

1093 G

1093 INT

1033 MISC

1093 M54

1093 01D

1099 PATH

1099 R

1099 5

1099 54,

5438

54983 M54

G495 54

Other Undefined #1

Other Undefined #2
-2G

Note: 1099 items are global (not client specific) and are defined in the
Setup / System Configuration / 1099 Items dialog. You only need to
complete the fields in this tab to identify supplemental information
related to a particular 1099 form type. The actual 1099 sent to a vendor is
determined by a combination of the 1099 item setup (Setup / System
Configuration / 1099 Items) and the item selected in the 1099
distributions group box of the Distributions tab.

Vendors / Amortization Information tab
If you use TValue software (version 5 or higher) to prepare amortization
schedules, you can export that information from TValue to have it
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available for automatic use within your Creative Solutions Accounting
software.

To enable the fields on this tab for the selected vendor (and also disable
the fields in the Standard Check grid on the Distributions tab), mark the
Use TValue amortization information for this vendor checkbox.

General | Alternate Address | Distibutions | 1099 Boxes | Amartization Infarmation

[ Use TWalue amortization information for this vendor

Location of T alue Amortization Schedule file;
Description Account# 1059 kem
Principal

Interest Expense

Mext Payment Date:

Note: You must first export the amortization data from TValue. From
that software, choose File / Export Schedule, and then select XML as the
file type. In the Save As dialog, specify an appropriate file name.

Creating a vendor record

1. Enter the following information on the General tab of the Vendors
window. Press TAB to move from field to field.

Name William Jackson

Street #1 155 Orchard Road

City, State, Zip Lansing, Ml 48901 (remember CTRL+S)
Vendor ID JACW (up to 11 alphanumeric characters)
EIN 147-23-8899 (remember the dashes)
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%  ¥Yendors

Payee ID Payee Mame ¥TD Checks  Payee Type

Enter ] [ LCancel

General | Alkemate Address | Distibutions | 1099 Boses | Amortization |rformation

Mame: “wiilliam Jackson Wendor [D: |JACW
Street H#1: 155 Orchard Road Contact:

Street #2: ElM: 147-23-8899
City: Lanzing - Account #:

State: M v|  Zin [4800 v paveelipe

(@) 1093 recipient () Agent ) Other
Phane:

Exclude from check printing fees  []

Suppose Mr. Jackson does freelance advertising copy work for this
client. To set the account number to advertising, click the
Distributions tab, or press CTRL+TAB twice to move to the
Distributions tab. The cursor advances to the Standard check portion
of the Distributions tab. Here you can enter as many accounts as you
wish for this vendor.

Enter 601 in the Account # column.

Note: If you leave the Description field blank, the vendor name is
used as the description during transaction entry. You should enter as
much information as is useful for the default information for this
vendor in Transaction Entry.

Press TAB three times to advance to the 1099 item field.

Select Nonemployee Compensation from the 1099 Item drop-down
list. Nonemployee Compensation is a global 1099 item that tells the
program which type of 1099 and which box(es) to put the amount
into. This is a standard item that comes with the program.
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6. Press TAB twice to advance to the 1099 distributions grid. In the
1099 item field select Nonemployee Compensation, and then press
TAB to save the information in this field.

Note: To edit the 1099 type and boxes associated with the
Nonemployee Compensation 1099 item or to set up additional 1099
items, choose Setup / System Configuration / 1099 Items. The 1099
items apply to all clients.

7. Press ENTER to add the vendor.

%  VYendors

Payee ID Payee Mame ¥TD Checks  Payee Type

Williarm Jackson 0,00 1099 Recipient

Enter ] [ LCancel

General |AItemateAddress Distributions | 1099 Boxes | Amartization Information
Street H#1: | | Contact: | |
Stestz | | Em [ ] veied O
City: | v| Account #: | |
Stake: | v| Zip:| v| Papee type

(@) 1093 recipient () Agent () Other
Exclude from check printing fees  []

Tip

If you want the program to automatically trigger a 1099 to print for this
vendor at year end, you must set up the 1099 item in the 1099
distributions grid on the Distributions tab, and you must include an
amount.
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Using a vendor record to enter a transaction

Using the Vendor portion of this program when doing data entry can be a
great time saver because the Account/Vendor and Description fields are
both completed automatically.

1.

Write-Up CS Tutorial

Open the Transactions window by clicking the Transactions icon on
the shortcut bar.

Click the Checks and Deposits tab, click the Add button, and then
enter the following information:

Reference 1419
Date 012307
Account/Vendor JACW

Note: The vendor ID in the Transactions window is not case-
sensitive.

Important! The vendor is updated based on the transaction date you
enter here. If the date entered is incorrect, the vendor could be
updated for the wrong payroll period. If no date is entered, the
vendor will not be updated.

Press ENTER. Notice that the program automatically replaces the
vendor ID with the vendor’s account number. The program also
automatically fills in the description.

In the Amount field, enter 670.00. Press ENTER twice to save the
transaction.

Choose Edit / Options to open the Transaction Options dialog and
then mark the Enter 1099 Items for Checks checkbox.

Click OK to save the options and close the Transaction Options
dialog. Notice that the optional 1099 Item column is now displayed
in the Checks and Deposits grid.

67



Transaction Processing

7. Scroll down the transaction list and highlight the transaction you just
entered. Nonemployee Compensation is now displayed in the 1099
Item column.

9[=)e

%+ Transactions

Reference Date Account: Amount | Description 5
1418 012307 635 550,00 Bell Atlantic
1 01/23/07 101 -1,338.00  Cash Disbursements
z 01/za8/07 101 7,200,00 To book cash receipts
z 01431407 101 4,800.00 To book cash receipts
z 013107 120 -12,000.00  Depasit
JES 120, 401, 405 78,000.00 To book sales
(07 ‘illiam Jackson

add [ Edt ][ Delte

Checks and Deposits | Jaumnal Entries

Account!
Wendar
012307 601

Reference  Date
1419

Additional Distributions

Amount Description

B70.00 william Jackson

1099 tem

Monemployee Compen

Account

Advertising

Hash: 6010000000000 Dish:

Amount Description 1099 ftem 5
b
Total: $670.00
$670.00 [Dr: $670.00 |Cr: $0.00°

Creating an offsetting entry to cash

You can take advantage of two keyboard shortcuts, ALT+B or CTRL+B,
to create an offsetting entry to cash. To use these, do the following:

1. Press ALT+B. The number in the Reference field is the balancing
entry reference that you specified on the General Ledger tab of the
File / Client Properties dialog. The default is 1.

68

Press ENTER twice to move to the Account/Vendor field, and then

enter 101 for Cash in bank.
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3. Press ENTER three times to save the offsetting entry.

ransactions

Reference Date Account: Amount | Description S
1 01/23/07 101 -1,338.00  Cash Disbursements
z 01/za8/07 101 7,200,00 To book cash receipts
z 01431407 101 4,800.00 To book cash receipts
z 013107 120 -12,000.00  Depasit
JES 013107 120, 401, 405 78,000,00 To book sales =
1419 01/23/07 G01 670,00 william Jackson

-670.00 ash Dis ==

v

< il | ¥

[ Enter ][ LCancel ]

Checks and Deposits | Jaumal Entries
Reference Drate PEBTLT) Amount Description 1099 kem
Wendar
012307 0.00

Additional Distributions

Account Amount Description 1099 ftem S

Ad

Tatal: $0.00
Hash: 702.0000000000 Dish: $0.00 [Dr: $670.00 |Cr: $670.00

4. Press the ESC key twice to close the Transactions window.

5. Press the ESC key again to close the Vendors window.
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4
Printing Reports
¥ Open the Print Reports dialog by clicking the Print Reports

icon on the shortcut bar or by choosing
File / Print Reports.

Note: If there are unposted entries, the program will automatically post
them before displaying the Print dialog. This eliminates the possibility of
running reports with unposted entries.

Notice that there are two tabbed pages in this dialog. The Reports tab
lists the available standard reports. The Documents tab displays
transmittal letters and financial statements.

Write-Up CS Tutorial 71



Printing Reports

72

Print Ig|
Frinter:  #erox WorkCentre 238 PS :
Printer...
[ Stare image in FileCahinet C5
Frirt vabiat

Reparts | Documents Selected

General Ledger

Trial Balance

Trial Balance Waorksheet
Transaction Lisking
Journals 3
Chart of Accounts

Tax Code Report

Financial Statement Worksheet

Bank Recondiliation Worksheet

Eiank Reconciliation Transmittal

Financial Statement Setup Listings

Payroll Journal

Earnings Report

Ermplovee Listing hd
. -~
Copies: - Page Layout...

The Printer button opens the Select Printer dialog, where you can
change the printer selection. One of the selections is the Spooler. If you
select the Spooler, the program will store the reports for later printing.
You can spool multiple client reports. When you are ready to print them,
choose File / Print Spooled Reports.

Select Printer El
Printer: | 5 1] l
Statuz
Tupe:

Wwhere:

The Copies field allows you to choose the number of copies to print. If
you change the number of copies, the program will print that number of
copies of all of the reports you have selected. If you want more copies of
some reports than others, select the report(s) multiple times. The program
will print as many copies as the number of times you selected it,
multiplied by the number you specify in the Copies field.
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The order in which you select the reports on the Reports tab is the order
they will appear in the Selected pane, and it is the order in which they
will be printed.

Selecting reports to print

To select one or more reports to print or preview, double-click the
report(s).

1. Double-click the Trial Balance report. The report moves to the

Write-Up CS Tutorial

Selected pane on the right side of the dialog.

Many reports have print time options that can be customized to your
needs. The options currently set for the highlighted report appear at
the bottom of the Selected pane.

Printer:  #erox WorkCentre 238 PS
-P inter...
[] Store image in FileCabinet C5
Frint wahat
Reports | Documents Selected

General Ledger A Trial Balance

Trial Balance
Trial Balance Worksheet
Transaction Listing

Journals

Chart of Accounts

Tax Code Report

Financial Statement Waorksheet
Bank Reconcilistion ‘Worksheet
Bank Reconcilistion Transmitkal
Financial Statement Setup Listings

A
Earnings Report L
Emplowee Listing il HL_JTE?TFJUEIE? g 1{1 s b
[ Select -» ] [ <- Hemove ]
. ~
Copies: KN Page Layout... [ Preview ] [ Print ] [ Cancel ]

73



Printing Reports

74

2. To modify the options for the highlighted report, click the Options

button to open the Report Options dialog for the selected report.

Trial Balance Report Options

Balances

[ Frint zero balance accounts

General | Font || Page Layout
Amaunts
Sort arder | Account number w
= | | Balance ] Budget
Farmat: Sumrnar w
& | L | [] &djusted Budget
Start End
Peripds: Dats range
Current period
“f'ear o date
L . Year
Mumber of units in curent period; 1 .
o B (®) Single vear Current b
Report end date: 0131407 O &l years
() Bange of years
Extra lines per account: EI | - | to | e |

Optional information

[ inciude grid lines
[] Separate debit/credit columns

I ak, H Cancel ]

]

Report Options dialog.

3. Since you will not be changing any options, click Cancel to close the
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Previewing reports

1. To preview report(s) on your monitor, click the Preview button on
the Print dialog. Since you selected the Trial Balance report, the
program displays the Trial Balance report as it will appear when
printed.

% Creative Solutions Accounting [CSBAYS - Bay Shore Communications]

Print Page PFrint All Page 1 Trial Balance - Page 1 v Close:

-~
Year: 2007 Bay Shore Communications CcsEAYE
Trial Balance Page 1
1Month Ended 1 Month Ended
Account T Account Jan3L, 2007 Jan31,2007

101 4  Cashmbank 5,952.00 36,892.00

104 A4 Cash inbank - payroll 0.00 8,500.00

120 A Accounls receivable 66,000.00 217,000.00

10 A Invemtory 0.00 55,000.00

140 4 Prepad insurance 0.00 1,500.00

151 A Fminoe and fixtures 000 14,500.00

153 A4 Automobiles 0.00 31,500.00

161 L AD- fm & fixtures 000 (13,400.00)

163 L AMD- atomehiles 0.00 (5,900 00)

180 A4 Rent deposit 0.00 3,000.00

20 L Accounts payable 000 (36,200.00)

251 L Hotes payahle long term 0.00 (40,000 00)

301 L Commonstack 0.00 (50,000 00)

30 L Retained eamings 0.00 {143,400 00)

4m B Sales - Line & (60,000.00) (50,000.00)

405 B Sales-LimB (1,000 00) (15,000 00)

801 E  Advertising. £70.00 £70.00

605 E Autoexpemse 220.00 22000

618  E Insance 44300 44300

822 E  Office expense 123.00 123.00

§35  E  Telsphome 550.00 55000

Total 0.00 0.00

Period ProfitiLoss) 75,992.00 75,992.00

v
For Help, press F1 or CtrHF1 Seaff: XXX Stmk Date: 1f31/07 GL Period: 01/31/07 PR Period: 01/31/07

To print a single page, click the Print Page button. To print the entire
report, click the Print All button.

If the report has several pages, the Prev Page and Next Page buttons
will be enabled. Click these buttons to display the previous page or
the next page.

2. You will not be printing reports for this exercise, so return to the
CSA main window by clicking the Close button.

Write-Up CS Tutorial 75



Printing Reports

Selecting report print options
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You can customize most reports by choosing from several print options.
These include sort order, period date ranges, and separate columns for
debits and credits. You can easily tell which options are selected because
they appear for each report in a box under the Selected pane in the Print
dialog.

While some print options are specific to the client or to a report, a
number of user-specific print options are available from the Setup / User
Preferences dialog.

1. To choose user preferences for all report(s), choose Setup / User
Preferences and then click the Print tab.

Note: You can save the options for a report in a report profile
(discussed later in this chapter) or by setting the Save report options
in user preferences (mark the Save report options checkbox on the
Print tab of the Setup / User Preferences dialog).
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User Preferences El

Syztem | File Lacatiansl Frint | ELF Firm Overndes

[ alternate background color on reports

O print report opkion summary

O zave report options

[ return to the print dialog after previewing

[ return to the W2/1093 dialog after printing
[ remove borders on reparts

[ staple documents when sending to FileCabinet
[ sort report list alphabetically

Select thiz option to print taday's date an all reparts.

Report Fage Layout and Shading...

[ OFK. l[ Cancel ]

= Print date on reports. Mark this checkbox to have the program
print the current system date on all reports.

» Print time on reports. Mark this checkbox to have the program
print the current time on all reports.

= Alternate background color on reports. Mark this checkbox to
have the program print all reports with alternating white and
light gray background colors, which may help to make lengthy
lists easier to read.

Note: Alternate background color will not print on a report for
which you choose the option to print grid lines (such as the Trial
Balance Worksheet)
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Print report option summary. Mark this checkbox to have the
program print a summary of the currently selected print options
at the end of each report.

Save report options. Mark this checkbox to have the program
save current report options for the active client. Otherwise, all
print options will return to their default settings when you close
the print dialog.

Note: All report options are client specific. Print options for
Report Profiles are always saved, whether or not this option is
marked.

Return to the print dialog after previewing. Mark this
checkbox to have the program return to the Print dialog (rather
than to the main window) after previewing a report or statement.

Remove borders on reports. The program normally prints a
line-rule border on each report. Mark this checkbox to suppress
the border.

Staple documents when sending to FileCabinet CS. Mark this
checkbox to have the program combine all documents contained
in a single profile so that they appear as one document in
FileCabinet CS."™

Sort report list alphabetically. Mark this checkbox to sort the
report list in the Print dialog alphabetically.

2. Click the Report Page Layout and Shading button. You can choose
to print reports according to the following specifications:

78

Duplex printing is available for any of the standard reports (but
not for financial statements or client documents). Indicate the
default setting to use for all CSA reports: No duplexing,
Selective duplexing, or Always duplex.

If one of the two duplexing options is currently selected, you
may also need to mark the Print Inverted checkbox. Inverted
printing (printing the last page of a document first) is required
when using duplex printing for certain types of printers.
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= You can adjust the shading to indicate how light or dark to print
the shaded sections on reports. Use the left mouse button to click
and drag the slider to the desired setting.

Report Page Layout and Shading

Fieports will print according ta the following specifications:
Duplex printing

(5)MNo duplering - 1 printed page per sheet

FPage Layout tab of Beport Options

Layout tab of Report Options

Duplexing options

Shading

y

Light tedium

0 Selective duplexing - 1 printed page per sheet unlezs zpecified on

O Always duplex - 2 printed pages per sheet unless specified on Page

Dok

[ ok

l’ Cancel ]

X

3. Click OK to save the layout and shading options and close the

Report Page Layout and Shading dialog.

4. Click OK to save the printing options and close the User Preferences

dialog.

Selecting multiple reports to print

To select more than one report to print or preview, select each report in
the Reports window in the order that you want them to be printed, and
then click the Select button. You can also double-click each report in the
Reports window in the order you would like them to be printed. The
reports will move to the Selected pane on the right side of this dialog.

1. Click the Print Reports icon to open the Print window.

2. In the left pane of the Print window, double-click the Trial Balance

report.
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3. Double-click the Transaction Listing report.

Printer:  #erox WoaorkCentre 238 PS :
-P ter...
[ Store image in FileCabinet CS
Frint wahat
Reparts | Documerts Selected

General Ledger ~ Trial Balance
Trial Balance Transackion Listing

Trial Balance Worksheet
Transaction Lisking

Journals

Chart: of Accounts

Tax Code Report

Financial Statement Worksheet
Bank Reconcilistion ‘Worksheet
Bank Reconcilistion Transmitkal
Financial Statement Setup Listings -
Payrall Journal Eort Order iz Reference
Earnings Report ormat is All transactions

B 3 [Drata range iz Current Period

[ Select -» ] [<-Bemove]

Copies: : [ Preview ] [ FPrint ] [ Cancel ]

4. Click the Preview button.

Previewing multiple reports

When you preview multiple reports on your monitor, you can move from
one report to another quickly by selecting the report you wish to preview
from the drop-down list or by using the Prev Page button or the Next
Page button. Select Transaction Listing — Page 1 from the drop-down
list to view the Transaction Listing report.
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¥4 Greative Solutions Accounting [CSBAYS - Bay Shore Communications] M)
Piint Page | | Prntall | Page |2 Transaction Listing - Page 1 ~ |[Prev Page Close
~
o107 Bay Shore Communications GEBAYS
Transaction Listing Page 1
Reference
Date Reference T Arcount ipti Amount Total
L2307 T 107 Cash Dsbusertents (L3300
0123107 1 101 Cash Dishursernents 67000} (2,002 00)
01123007 2 101 Toboak cash receipts 7,200.00
013107 2 101 Toboak cash receipts 4,800.00
01317 2 120 Deposit £12,000.00)
0113107 1415 613 Hantford Ins 44500 445,00
L1607 1416 605 Mabil 011 22000 22000
0123107 417 622 Office Depot 12300 123.00
012307 1418 635 Bell Atlantic 55000 55000
012307 1419 v 601 Wiilliar Jackson 67000 67000
013107 I8 120 Ta book seles 72,000.00
01317 IE8 401 Ta book seles £60,000.00)
L3107 IE2 405 Tabook sales £12,000.00)
Transaction Balance 0.00
Total Debits 92,008.00 Total Credits 92,003 00 AIC Hash Total 4531000
Murber of Transactions 13
v
Far Help, press F1 o Cirk+F1 Staff: %%%_ StmtDate: 1f3L/07  GLPeriod: 01/31/07 PR Period: 0L/31/07

¥ You will not be printing reports at this time. When you have finished
viewing the report(s), click the Close button, and then click the Print
Reports icon to return to the Print dialog.

Setting up areport profile

Report profiles are a very useful way to set up a standard group of
reports that you would like to print on a regular basis. For instance, you
might wish to produce one set of reports on a monthly basis and another
set at year-end.

By setting up report profiles, you are saving not only the selection of
these reports, but also their options. For example, you might want
different options on reports that you give to your client than on reports
you review internally. Profiles are client specific and can be transferred
to other clients.

Let’s set up a monthly profile with three reports (Transaction Listing,
General Ledger, and Trial Balance).
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1. In the Print dialog on the Reports tab, double-click the Transaction
Listing report.

2. Double-click the General Ledger report.
3. Double-click the Trial Balance report.

Print r$_—<|
Printer:  Herox WorkCentre 238 PS -
-F' ter...
[] Store image in FileCabinet C5

Frint wahat
Reparts | Documerts Selected
General Ledger S Transaction Listing
Trial Balance 3 General Ledger
Trial Balance Worksheet Trial Balance
Transaction Listing

Journals =
Chart of Accounts

Tax Code Report

Financial Statement Waorksheet

Bank Reconcilistion ‘Worksheet

Bank Reconcilistion Transmitkal

Financial Statement Setup Listings

Payroll Journal !
i Format iz Summary.

Earnings Report o
s Murber of Units iz 1.
Employee Listing b Primet e doie i ne an

Sort order iz Account number.

I 1015

[ Select -» ] [<-Bemove]

Copies: : [ Preview ] [ Print ] [ Cancel ]

4. Click the Profile button.
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5. When the Profile dialog opens, enter the name you would like to
assign to this profile. For this tutorial, call it Monthly.

Profile X

Profile

|M0nth|y |

Transaction Listing
General Ledger

Trial Balance
b owe Do

| &dd || concel |

6. Click Add to save the profile and return to the Print dialog. Notice
that a third tab, called Profiles, has been added to the Print dialog.
The Monthly profile you just created is listed on this tab.

Tip
You may use the Move Up or Move Down buttons in the Profile dialog
to change the collation sequence of the specific reports.
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Print E|
Frinter:  erox Work Centre 238 PS
. . . Tinter...
[ Stare image in FileCabinet C5 =
Prifit what
Profiles | Reports | Documents Selected

Transackion Listing
General Ledge
Trial Balance
Sort Order iz Reference
Format iz All ransactions Belions
[rata range iz Current Period

[ Select -» ] [<-Eem0ve]

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

From this point forward, you can select this profile to list this entire
sequence of reports (with any selected options) in the Selected window
ready for printing.

To change a profile
1. Select the profile you wish to change.

2. Change the individual report options or add/remove reports.
3. Click the Profile button.

4. In the Profile dialog, click the Update button.

5

Click Cancel to close the Print dialog.

84 Write-Up CS Tutorial



5
Other Data-Entry Features

Recording automatic journal entries

Automatic journal entries can be used for many different purposes. As
their name implies, they are journal entries that the program records
automatically each processing period once they have been set up. The
amount of the actual journal entry will vary each month, based on the
calculation that is set up.

Some examples of automatic journal entries you may wish to set up
include allocating expenses to various departments based on a percentage
formula, calculating an estimated cost of goods sold based on a

percentage of sales, and making an accrual for corporate state and federal
income tax.

»  Choose Setup / Automatic Journal Entries. There are four tabbed
pages in the Automatic Journal Entries dialog.
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Automatic Journal Entries / Percentage tab
Use the Percentage tab to set up automatic journal entries based on
percentages. In this tab section you can define the range of accounts from
which the journal entry is calculated, the individual accounts to be
adjusted, and the appropriate percentages.

fAutomatic Journal Entries [g|

Reference Description

Reference: Dezcription; Joumal:  General

Basis:

Percentage | |nventory | Income Tax | Overdraft

Calculate fronm Distribute ta
e Scsaum| T Aesarm YTOV - Account Percertage = Debit/Credit | A
Current
v
(&) Debit [] Compounding
() Credit [ Reversing v

LDane
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Automatic Journal Entries / Inventory tab
Use the Inventory tab to set up an automatic journal entry to calculate
and record the client’s change in value of inventory. (Inventory entries
adjust the balance of the Inventory account to the actual ending inventory
amount, with the offset debited or credited to the Changes in Inventory

account.)
Automatic Journal Entries ['5_<|
Reference Description
Reference: l:l Description: Joumnal:  General
Basis:
Percentage | Inventory | Income Tax || Overdraft

Ending Invertary Ireertory Changes in Invertary |

Amourt Account Accourt =

s

[ Reversing
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Automatic Journal Entries / Income Tax tab
Use the Income Tax tab to set up automatic journal entries based on state
or federal income taxes. When entering income tax information, keep in
mind that the program calculates state tax amounts first and then uses
that information when calculating federal income tax amounts. If you
want to create automatic journal entries for both state and federal income
taxes, you must create two separate entries, one each for federal and
state. The program automatically annualizes the income before

comparing it to the table.

Automatic Journal Entries

Reference Description

Reference: l:l Dezcription;

Joumal,  General

Percentage | Inventory | Income Tax | Overdraft

(O Federal

Table:

Frofit/Lozs accountz

vl to| vl

Basis:

T ag liability account:
Federal tax expense account:

State tax expenze account;
T axable income adjustment;
Tax amount adjustment;
[ Reversing

X)
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Note: The program includes a predefined federal tax table. To edit or add
income tax tables, or to set up a fixed percentage, click the Tables
button.

Automatic Journal Entries / Overdraft tab
Use the Overdraft tab to set up automatic journal entries that are
calculated based on account balances. This can be used to affect the
presentation of financial statements. For example, you can create an
automatic journal entry that will post a credit balance of a cash account
to a liability account and then reverse the entry in the next period. If the
account has a debit balance, it prints in one section of the statement, and
if it has a credit balance, it prints in a different section.

fAutomatic Journal Entries F§|
Reference Description
Reference: l:l Dezcription; Joumal,  General
Basis:

Percentage || Inventory || Income Tax | Owerdraft

Calculate from Diistribute to
~
From Account To Account Dverdraft accaunt:
I =
-
Compare to
v 0.00

Dane
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Setting up an automatic journal entry

In this tutorial, you will set up an automatic journal entry to book the
estimated cost of goods sold based on 40 percent of sales for the period.

For this example, the range of sales accounts on which you wish to base
the calculation starts with account 401 and proceeds through account
450.

Once the program has summarized the dollar amount of sales for the
period using these accounts, you want the program to debit 40 percent of
that figure to account 501-Cost of sales and to create an offsetting credit
to account 130-Inventory.

1. On the Percentage tab, enter the information below. This information
tells the program which accounts to debit and credit, as well as the
percentage of the specified accounts to calculate. Remember to press
TAB to move from field to field.

Reference 77

Description COGS adj

From Account 401

To Account 450

YTD/Current Current

Debit or Credit Credit
Notes

= For the accounts you referenced, Current means the current
period’s amount and YTD means the year-to-date amount.
Simply begin entering Current or YTD and the program will fill
in the rest of the word.
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= For Debit or Credit you have selected Credit. The Debit / Credit
buttons specify the type of balance the sum of these accounts
should have — either debit or credit, so that when the entry is
created it will have the correct sign. If you click Credit when you
should click Debit, the entry that is created will be the opposite
of what it should be (for example, negative when it should be

positive).

= By default, each percentage journal entry is calculated
independently. To instruct the program to calculate a percentage
entry based on an amount from another percentage entry, you
can mark the Compounding checkbox. This causes the program
to complete each calculation based on a numeric or
alphanumeric sort of the Reference field.

2. Press TAB to move to the Distribute to grid on the right side of the
dialog. Here you specify how the entry will be created for each

period.
First line Account 501
Percentage 40.0000 (not 0.40000)
Debit/Credit Debit
Second line Account 130
Percentage 40.0000 (not 0.40000)
Debit/Credit Credit
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Automatic Journal Entries

Reference Descriptian

Reference: Degeription: | COGS adj Journal  General

Basiz:

Fercentage |Invent0l_l,J Income Tax || Owerdraft

Calculate from Diztribute to
et Aeman | T AemE MO e Account Percentage | Debitiredi | A
i 450 . C“’;te"“ = 501 400000 |Debit
UITe 130 400000 |Credit
v =]
() Dehit [ Compounding
(®) Credit ] Reversing -

3. Click the Enter button to save the automatic journal entry. The entry
appears in the list section at the top of the Automatic Journal Entries
dialog.

4. The program assumes you want to continue adding automatic journal
entries. Since you do not want to enter any more, click Done to close
the Automatic Journal Entries dialog.

To post transactions
1. Open the Transactions window by clicking the Transactions icon on

the shortcut bar.
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2. Press F5 to post the transactions. You will see the automatic journal
entry at the bottom of the transaction list.

Transactions

Reference Date Account: Amount | Description S
z 01/za8/07 101 7,200,00 To book cash receipts
z 01431407 101 4,800.00 To book cash receipts
z 013107 120 -12,000.00  Depasit
JES 0131407 120, 401, 405 78,000,00 To book sales
1419 012307 &01 670,00 illiam Jackson
1 01/23/07 101 -670.00  Cash Disbursements
77 013107 01, 130 31,200,00  COGS adi =
& | @
add [ Edt ][ Delte
Checks and Deposits | Jaurnal Entries
Reference Drate PEBTLT) Amount Description 1099 kem
“endor
14135 01/3107 618 443500 |Hartford Ins.
Additional Distributions
Account Amourt Description 1099 tem L
b
Insurance Tatal: $445.00
Hash:631.0000000000 Dish: $0.00 [Dr: $31.200.00 Cr. $31,200.00
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3. Choose Edit / Automatic Journal Entries Diagnostics to see how
the entry was calculated.

Automatic Journal Entries Diagnostics

Reference: |77 * | Description: COGS adj Jourmal: General

Percentage Entry:

Current Period amaunt for aceounts 4071 ta 450 = $-78,000.00
The account(z] generally have a Credit balance

Total amount uzed in percentage calculation = $78,000.00
Debit account 501 for $31,200.00 ($73,000.00 = 40.00%)
Credit account 130 for $31,200.00 ($72,000,00 » 40.00%)

Automatic journal entries are calculated in the order listed above.

=T | [ Close

4. Click the Close button to close the dialog.

To find information on the Income Tax tab
We are not going to review the Income Tax tab of the Automatic Journal
Entries dialog in this tutorial.

For examples and further information about automatic journal entries,
search on Automatic journal entries from the index of the CSA help
browser.

Working with multiple journals

A journal is a collection of transactions. You can choose to not use
separate journals for the client or you can choose to set up multiple
journals. To work with multiple journals, you must first indicate this in
the Properties dialog.

1. Choose File / Client Properties.
2. Click the General Ledger tab.
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3. Mark the Use separate journals in transaction data entry

checkbox.

4. Click OK.

Properties

General Information | General Ledger | Payroll

LChart of accounts mask: | CCCCCCCCCC

Processmg. X ‘Years of balances to save: 5 L
Current period ending date:
! ‘V'ears of ranzactions to save: 2 ~
Current fizcal year end:
X X Deposits reference: 2
Latest perind ending date:
L Starting check number: 100
Mumber of periods in curent year: 12
Balancing entry reference: 1
Change fizcal pear end date Usze separate journals in tranzaction data entry
Periods Journal for Fiked Assets C5 JE:
(® Monthly (O Quartery O wWeekly
O annual O 13 perods (O Semi-annual Entity Type
1120 11208 1040 1065
Edit period end dates P2 o S 2HE

Q141 QIE  OQ9IFF O Dther

[ ok ] [ Cancel

X

To set up multiple journals, choose Setup / Journals.

In the Journals dialog click the Add button to switch to Add/Edit
mode.

Enter Cash receipts in the Description field and press TAB.

Select 101 from the Balance Account drop-down list. While you are
entering transactions in this journal, the Balance Account will appear

in the account field in transactions whenever you press ALT+B to
balance the current entry, as well as in the last distribution line in
journal entries.

In the GL Report Code field, you can enter up to 5 characters. This
information can also be included on the General Ledger report. For

this exercise, you can leave the field blank.

10. Click the Enter button to save the data.
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Journals E|

Descripkion Account GL Report Code

General

[ Enter l[ LCancel ]

Description: | | Balance Account:
GL Report Code: I:I

11. Click Done to close the Journals dialog.

Recording a transaction with multiple journals
1. Open the Transactions window by clicking the Transactions icon

@ on the shortcut bar or by choosing Tasks / Transaction
Entry.
2. Select the journal of your choice.

3. Switch to Browse mode by pressing the ESC key or by clicking the
Cancel button.

4. From the drop-down list for the Journal field at the top of the dialog,
select Cash Receipts.

Notice how the transactions that you entered earlier are no longer
visible. That is because if you are not using separate journals, all
transactions go into the General journal and you are now looking at
the Cash receipts journal.
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2 Transactions

Journal:

Referen eneral

|A
|

Add

Checks and Deposits | Joumnal Ertries
Reference Date Account/ Amount Description 1099 kem
“Wendor
0.00
Additional Distributions

Account Amournt Description 1099 tem S

b

Tatal: $0.00
Hash:0.0000000000 Dish: $0.00 Dr: $0.00 |Cr: $0.00

Transferring transactions from one journal to another

The program allows you to easily transfer transactions from one journal
to another.

Note: This option is only available if the Use separate journals in
transaction data entry checkbox is marked in the General Ledger tab of
the File / Client Properties dialog. You must also have set up one or more
journals in the Setup / Journals dialog.

1. Inthe Transactions window, select the General journal from the
Journal drop-down list.
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2. Choose Edit / Transfer Transactions Between Journals.

Transfer E|
Tranzactions available: 12 Transactions selected: 1

Ref, Date Account Amount | Des,.. Ref, [rate Account Amount | Descript. ..

1

1 012307 101 -1,338,00 Cash...

z 0yfzE07 101 7,200,00 Tab...

z 0131007 120 -17,000.,. Deposit

z 013107 101 4,500,00 Tab...

77 0131007 501,130 31,200.00 COG...

1415 01/31/07 618 445,00 Hartf...

1416 01/16/07 605 220,00 Mobi...

1417 012307 622 123.00  Offic...

1415 01/23/07 635 550,00 Bell...

[ selectai s> | [ Select>

Current journal iz General
Transfer transactions to: Cash receipts hd

3. Inthe Transactions available pane, highlight the transactions you
wish to transfer and then click the Select button.

4. Inthe Transfer transactions to field, select the journal to which you
wish to transfer the transactions.

5. If you wanted to transfer the transactions, you would click the
Transfer button. However, since you will not be transferring any
transactions for this tutorial, click Cancel.

Selecting a period to process

When you wish to examine or modify data for an earlier processing
period or to advance to a new processing period, use the Select Period to
Process dialog to change to a different period. You may choose any
prior, current, or future period for the open client.

You may only select prior periods as far back as the number of years of
transactions you choose to save in Client Properties.
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Note: The program allows you to save up to 10 years of transactions and
balances. To modify the default option of 2 years of transactions and 5
years of balances, choose File / Client Properties, click the General
Ledger tab, and then enter the number of years in the Years of balances
to save and Years of transactions to save fields.

If you move the general ledger back to a previous period, you will not be
able to enter reversing, recurring, or recurring template transactions, but
you can enter all other transaction types.

1.

Write-Up CS Tutorial

Choose File / Select Period to Process to open the Change
Processing Period dialog.

Change Processing Period gl

(®)iChange both General Ledaer and Pavroll processing periods

(") Change General Ledger processing period only
(") Change Payroll processing period only

[ Ok l[ Cancel ]

The Default option in the Change Processing Period dialog is
Change both General Ledger and Payroll processing periods.
Since you want to change both the general ledger and payroll
processing periods, click OK.

In the Select General Ledger Period to Process dialog, specify the
period to process. You can either select a specific period to process
or tell the program to move to the next period.
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Select General Ledger Period to Process @

December 31, 2006

February 28, 2007
Match 31, 2007
april 30, 2007

May 31, 2007

June 30, 2007

July 51, 2007
Augusk 31, 2007
September 30, 2007
OQckober 31, 2007
Movemnber 30, 2007
December 31, 2007

I tove to Mext Period ]

Cancel

You want to move to the next period, so click the Move to Next
Period button. Since you set up this client as monthly, it moves you

ahead 1 month.

4. A similar dialog now opens, but this time it’s for the payroll period
and is called Select Payroll Period to Process. Again, click the Move
to Next Period button. Notice that the status bar now shows both the
GL and PR dates as 2/28/07.

| GL Period: 02{28(07

PR Period: 02/28/07 |

Notes

= You can move both the General Ledger and Payroll processing
periods to a prior period or to a future period by selecting prior-
period dates. When you select a prior period, an asterisk appears
next to the GL and/or PR dates in the status bar to indicate that
you are not in the latest period.

= To move to periods in a prior year, you must first select and
move to the last period of the prior year. When you choose
Select Period to Process again, you will be able to select any

period in the prior year.
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Entering prior-period journal entries

Prior-period journal entries are entered in the Transactions window.

1. Open the Transactions window.

Write-Up CS Tutorial

Note: The program does not treat transactions as prior-period or
future-period entries just by the date you enter on the transaction.
The transaction must be flagged correctly.

Let’s assume that you need to correct an error in classification from
the month of January. A $50.00 portion of the Bell Atlantic check
should have been posted to Advertising (account 601) instead of to
Telephone expense (account 635).

Click the Journal Entries tab.

Enter the information for the journal entry as shown below and click
the Prior option in the Special Types group box. Remember to press
ENTER to move between the fields.

Reference 22

Date 01/31/07

Description to correct classification
Accounts 601 debit 50.00

635 credit 50.00

Special types Prior
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2 Transactions

Joumnal | General

Reference Date Account

|~

Amount | Description

| =

Add E dit Delete

Checks and Deposits | Journal Entries

Enter ] [ LCancel

Reference Drate: Description
22 01031007 to correct clazsification
J Account Amount b Special Types
T [em s000 = (® Begular O Brior
ﬂ 535 sa00 I ) Reversing O Adiusting
ﬂ () Recuring () Tax Adjustment
ﬂ O Recuring Template () Budgst
5
6 | A
Telephone
Hashi:0.0000000000 Dish: $0.00 [Dr: $0.00 |Cr: $0.00

dialog opens.

Click the Enter button to complete the transaction. The Select Period

5. Inthe Select Period dialog, select 1/31/07 and click OK.

Select Period [‘5_(|

Chooze a penod in which to enter thiz
tramzaction.

1431407 v|

I oK. H Cancel ]

102
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6. Highlight reference 22 in the Transactions list. Note that it is
classified as a memo transaction by the MEMO notation at the
bottom right corner of the window. (You will need to expand the
window fully to see the MEMO notation.)

“# Transactions

Journal | General h

Reference Date Accounk Arnount | Descripkion

01/31/07 50,00 ko correck classification

<9 2

i

Checks and Deposits | Joumnal Entries

Reference Drate Description

22 0143107 to correct clazsification
J Account Amourit S Special Types
1_|&01 5000 =
2 635 -50.00
Ell
4 |
5 |
6 | A~

Advertising

Hashi:1:236.0000000000 Dish: $0.00 [Dr: $50.00 |Cr: $50.00
Tips

= Prior-period journal entries provide an audit trail. The program stores
a memo entry in the period in which you entered the prior-period
journal entry. The actual entry that affects the balances will be stored
in the period you selected above.

= |If you delete a prior-period journal entry, you need to delete the
memo transaction in the period in which it was entered and the actual
entry in the prior period to which you sent it. The memo entries
appear on the General Ledger report with an M to designate memo.
The entry in the prior period will appear with P to designate Prior
Period on the General Ledger report.
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You can also move back to the prior period and enter the journal
entry as a regular entry.

From the Transactions window, you can enter a prior-period journal
entry in any period within the current fiscal year. To make an entry
to a prior year, you need to open the Select Period to Process dialog
and move back to that year. Move to the period in which you want
the entry to appear and enter a regular entry and then open the Select
Period to Process dialog again and advance to the current year. This
will automatically put you into the year-end close process. If this is a
year that you previously closed in Write-Up CS, the information that
you entered (where to close out net income and balance sheet
accounts) will be filled in for you.
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Processing After-the-Fact Payroll

The Payroll Compliance module, sometimes referred to as after-the-fact
payroll, captures the client’s payroll information as it has been calculated
outside of the program. This information is recorded for producing
payroll compliance reports and to create journal entries that reflect
payroll activity in the client’s general ledger. Some of the reports
produced by this module include 941s, Earnings Report, Employee
Check Record, Payroll Tax Summary, and W-2s.

Although a calculating payroll module (Payroll CS) is available from CS
Professional Suite, it is not covered in this tutorial. To view or print a
Portable Document Format (PDF) copy of the Payroll CS Tutorial using
the Adobe Reader version 5.0.5 or higher, search on Tutorial from the
index of the CSA help browser. (Note that you will need an active
Internet connection to view this guide.)

Note: Prior to processing after-the-fact payroll, you may wish to verify
that your tax tables are current. To do so, choose Setup / System
Configuration / Payroll Tax Information / Update.

Global payroll items

The first step in preparing to do payroll compliance work is to learn
about some important information items that will be referenced during
data entry and reporting.
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These payroll items have been set up globally to be shared by all clients.
There are four types of payroll items. For example, the following
information is shared by all clients in the program:

*= Pay Items

= Deduction Items

=  Withholding Items
= 1099 Items

Notes

= When you change information in one of the above groups, it affects
all clients in the program.

= The commands on the Setup menu are arranged so that all of the
commands above System Configuration are client specific.
Commands below System Configuration are global.
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4% Chart of Accounts. ..
Autornatic Journal Entries. ..
Journals. .

Account Groups...,
Additional Amounts. ..

Checkbook. ..
Employee Templates. ..
Pavrol Departments. , .

% Employees...
@ Wendars,.,

Financial Statements. ..

Invoice...

Transmittal Letker. .

Syskem Configuration Pay Items...

User Preferences. .. Deduction Ikems. ..
withholding Items. ..

Pavyrall Tax InFormation 4
1099 Ikems...

Lawout Editar. .,

Fees 4
Custom Headers. ..

Cuskom Reparts..,

Status Events...

XBRL Taxonomy Groups, .,
Text Wariables. ..

Administration. ..

We will cover each of these payroll items in detail in this chapter. These
payroll items are used to classify payroll amounts for such things as tax
treatment and special designations (from Earned Income Credit Advance
to Reported Tips to Federal Garnishment). These items also determine
how payroll amounts come into various reports, including 940s, 941s,
state unemployment and withholding forms, and W-2s.
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The program includes a sizeable list of pay, deduction, and withholding
items. You will be using these items in this tutorial. In many situations,
at least one of these predefined items should meet your needs. If not, you
can add your own item or copy a similar one and modify it to meet your
needs. We will demonstrate this feature when we discuss deduction
items.

Setting up a pay item
1. Choose Setup / System Configuration / Pay Items.

2. Scroll down and highlight the Wages item, and then click the Edit
button. Let’s look at the different tabbed pages in this dialog.

Description and W-2 Info tab
In the Description and W-2 Info tab, you will notice a Description field
and a Report description field. Often these descriptions will be the same.
The Description field is used on employee records and payroll check
entry. The Report description field is printed on reports and, if you are
using Payroll CS, on check stubs. You can check the Add column in the
W-2 box selection group box for any W-2 box for which the amounts
you enter using this pay item should go into.
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If you have an amount that should reduce the amount in a W-2 box, you

can mark the checkbox in the Sub (subtract) column. We’ll see this when
we look at deduction items.

Pay ltems [g|
Descripkion Special Type W2 Boxes i~
W-2 Tips <Mone > 1,5,7,16,18
W-2 Wages <Mone > 1,3,5,16,18
‘Wages <Mone > 1,3,5,16,16
WCBS 401(k) Payments <None> 3,5 e
WCES Cafe Payments  <MNone> 3,5 "
MITRS Crace Do #1 ~hlana—- 12E418 15 —

[ Enter l [ LCancel ]

Deseription and W2 Info | Tax Treatment | Special Information | Previous Dezcription and /-2 Info

Drescription; |Wages Feport description; |Wages |

Wi-2 bow selection: 1.3.5.16.18 Box 12 code: | - |

Aol Sub B and Description =

[ |1 -Wages, Tips, Other Bow 14 description: l:l

[T [T |2-Federal TaxWH W

¥ [T |3 - Social Sec. Wages Bow 13 bores: [ | Statutory employes A

[~ | |4-S0oc. Sec. Tax WH [ |Retirament plan B

W [ |5 - Med. Wages, Tips v [ | Third-party sick pay v

LDone

Note: This tab allows you to enter description and W-2 information for
the year 2001 and beyond. The Previous Description and W-2 Info tab
allows you to add information for the year 2000 and earlier. The program
will automatically use the correct tab based on the client’s payroll period.
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Tax Treatment tab
»  Click the Tax Treatment tab.

This tab allows you to specify the federal, state, and local taxes that are
to be included (if any) in the tax calculation of the selected pay item.
Here you identify the taxes to which this pay item is subject. Our Wages
item is fully taxable, so all of the checkboxes in the Federal taxes group
box are marked and All appears in the State taxes and Local
withholdings drop-down lists. For state and local, this indicates that any
amount on this pay item is subject to any state or local withholding item
that is set up for an employee that uses this pay item.

Pay ltems Pz|
Description Special Type W2 Boxes -
W-2 Tips <Mone > 1,5,7,16,15
W-2 Wages <Maone: 1,3,5,16,15
i ages 1,3,5,16,15
WCES 401(k) Payments <Maone> 3,5
WCES Cafe Payments  <None> 3,5
MRS Craee Do W1 hlmme - 12018 12 b

[ Enter l [ LCancel
Diescription and ‘-2 Info | Tax Treatment | Special Information | Previous Dezcription and 'W-2 Info
Deszcription: Wages
Federal tases State taxes Local withholdings
Tax=able by All w Taxable by All w
FICA-Medicare WiH | SUT S0 S0 State WiH Locality 25
. ] T Akets [T |NYC- Nonresidert

v

Federal withholding CIC T ek [~ Y- Resident

Federal unemplogment T [ |Ashams [~ |"onkers - v
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Special Information tab

b

Click the Special Information tab.

Use this tab to specify any special pay item information, such as EIC
advance payments and reported tips.

Pay ltems [g|
Descripkion Special Type W2 Boxes -
W-2 Tips <Mone > 1,5,7,16,18
W-2 Wages <Mone > 1,53,5,16,18

&5 > g
WCBS 401(k) Payments <None=>
WCES Cafe Payments  <MNone> 7
MITRS Cracs Do #1 ~hlana— 12E418 15

Diescription and -2 Info | Tax Treatment | Special Information | Previous Description and ‘-2 Info

Description: 'Wages
Speci
O]

() Beported Tips

O Indirect Tips
(O EIC Advance

| pay item infarmation

() Weighted Average Overtime

[ Enter l [ LCancel

[ Do ot dizplay during data entry

[ Esciude from net pay

[ Exclude from aross pay presentation

[ Exclude fram weighted average avertime calc

LDone
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Previous Description and W-2 Info tab
1. Click the Previous Description and W-2 Info tab.

This tab is similar to the Description and W-2 Info tab, but is used
for 2000 and prior W-2s and reports. Note that the box numbers are

different.
Pay ltems Pz|
Description Special Type W2 Boxes ~
W-2 Tips =Mone > 1,5,7,16,15
W-2 Wages =Mone = 1,3,5,16,15
————— =Mone> 1,3,5,16,15
WCES 401(k) Payments <MNonex 3,5
WCES Cafe Payments  <MNonex 3,5
MRS Crace Do W1 hlama 12818 182 b
Enter ] [ Lancel ]
Description and 'W-2 Info | Tax Treatment | Special Information | Previous Description and W-2 Info

-2 box selection: 1,3.5,17.20 Box 13 code: | v |

ol S Blox and Description ~ Box 14 description: ||

™ |1 -vages, Tips, Other B ;

! ! ox 15 bozes:
I | |2- Federal Tax wi = r ?amm'demp'wee -
W | |3 - Social Sec. Wages F P:;:iZSnEPIan
4 - Soc. Sec. Tax ViH
E F 5~ Med. Wages, Tins [ |Legal Representative
: : bt [~ |Deferred Compensation | s

2. Since you are not making any changes to the Wages pay item, click
the Cancel button and then click the Done button to close the Pay
Items dialog.

Setting up a deduction item

1. To work with Deduction Items, choose Setup / System
Configuration / Deduction Items. This dialog lists all of the global
deduction items that have been defined.

2. Scroll down and double-click Uniform. This is one of the common
deduction types provided by the program. You can add other
deductions required by your clients to this list.
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Tip

When searching for existing items, begin entering the item name in the
deduction description (in this case, Uniform) and the program will take
you right to that item.

Description and W-2 Info tab
The Description and W-2 Info tab on the Deduction Items dialog works
much like the Description and W-2 Info tab on the Pay Items dialog. The
difference is that many pre-tax deductions need to be subtracted from a
W-2 box instead of added. You will see this when you look at the
deduction 401(k) % of Gross item.

You can also mark W-2 designations in this tab as needed, such as Box
13 — Retirement Plan.

Deduction items E|
Description W2 Boxes =
Prev. Carryforward MNone
Seckion 125 Plan (13,(3),(5),(16),(18)
Urifarm Hane [
Union Dues Mone
W-2 Boe 14 Mone
WP Tada b Mere :
gdd | [ Edt | [ Delte |
Description and /-2 Info | Calculations | Tax Treatment | Company Match | Previous Description and 'w-2 Info
Description: |Uniform | Fieport description: |Unif0rm
w2 bow zelection: Mone Bos 12 code:
Ioddd Sub Box and Description =
[ T 1 -ages, Tips, Cther Box 14 description: l:l
[T | 2-Federsal TaxwiH W
™ [ 3-Social Sec. Wiages Bow 13 bowes: ™ Statutory employes ~
[T | 4-Soc. Sec. TaxWH [~ Retirement plan =
[T [T 5-Med Wages, Tips v [ Third-party sick pey v

Write-Up CS Tutorial 113



Processing After-the-Fact Payroll

114

Note: This tab allows you to enter description and W-2 information for
the year 2001 and beyond. The Previous Description and W-2 Info tab
allows you to add information for the year 2000 and earlier. The program
will automatically use the correct tab based on the client’s payroll period.

Calculations tab

»  Click the Calculations tab.

Use this tab to specify how this deduction needs to be calculated.
Uniform is a flat amount, so the program automatically marks the Fixed
amount Calculation type.

Tip

The Other direct deposit checkbox should be marked for any direct
deposit deduction item that is not processed through the Payroll CS
Direct Deposit module. Marking this will make clearing direct deposit
items in Bank Reconciliation very easy.

Deduction items Pz|
Description W2 Boxes ~
Prev, Carryforward Mone
Section 125 Plan (13,(33,(5),016),(18)

Unifarm MNone

Union Dues Mone

W-2 Box 14 Mone

WA Tada Rlama v
add | [__Edt | [ Delee

Description and -2 Info Tax Treatment | Compary Match | Previous Description and -2 Info

Description: Unifarm

Caloulation type

Retirement plan tppe: | <Mone>

Done
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Tax Treatment tab
»  Click the Tax Treatment tab.

This tab allows you to specify whether various federal, state, and local
taxes are to be included in the tax calculation of the selected payroll item.
Since the deduction item of the Uniform item has no special tax
treatment, none of the checkboxes in the Federal taxes group box are
marked, and None appears in the State taxes and Local withholdings
fields.

Notice that Subtract deduction before calculating the indicated taxes
appears in the top right corner of the tabbed page. This means that for
any tax you mark on this tab, the program sums all pay items subject to
that tax, then subtracts any deductions that are marked on this tab before
it calculates the tax.

Deduction items Pz|
Description W2 Boxes ~
Prev, Carryforward Mone
Section 125 Plan {13,(33,05),(16),(18)

Uniform Mone

Urnian Dues Mone

-2 Biox 14 Mone

WD Tada A LAPYa v
add | [_Edt | [ Delete

Diescription and -2 Info | Calculations | Tax Treatment | Compary Match | Previous Description and W2 Info

Dezcription: Uniform Subtract deduction before calculating the indicated taxes
Federal tases State taxes Local withholdings
Subtract: Mane Subtract; Mone
WiH | SUT S0 S0 State R WiH Locality R
T |&kets [T |WY¥C - Nonresident
T Asska [~ MYC - Resident
| [ Alsbama v [~ “onkers - v
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Company Match tab
¢ Click the Company Match tab.

This tab allows you to include company match amounts on the W-2
and/or to include company match in taxable wages for calculating checks
and reports.

Deduction items

X

Description W2 Boxes G
Prev, Carryforward Mone
Section 125 Plan £13,(33,05),{16),(18)

Uniform Mone

Urnian Dues Mone
-2 Biox 14 Mone
WD Tada A LAPYa :
add | [ Edt ][ Delete |
Description and 'w-2 Infa | Calculations | Tax Treatment | Compary Match | Previous Description and -2 Infa
Dezcription: Uniform Include amount in wages before calculating the indicated takes
State taves Loczal withholdingz
-2 Info Tarable by Mo Tawable by Mo
WiH | SUT | S0 SD State G WWiH Locality G
T Aketa _ [T |NYC - Nonresident
o T [T Aaska [ |MY¥C - Resident L
Biow 14 description: C' T |aabama v [ ‘wonkers - v
If the compary match calc method is “After-tas income percentage or "Met income percentage’ this tab will be ignored.

Lone
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Previous Description and W-2 Info tab
1. Click the Previous Description and W-2 Info tab.

This tab is similar to the Description and W-2 Info tab, but is used
for 2000 and prior W-2s.

Deduction items [g|
Description W2 Boxes G
Prev, Carryforward Mone
Section 125 Plan (13,03),(5),(163,(18)

Uniform Mone

Urnian Dues Mone

-2 Biox 14 Mone 3
WD Tada A LAPYa

add | [__Edt | [ Delete

Description and /-2 Info | Calculations | Tax Treatment | Company Match | Previous Deseription and -2 Info

'wi-2 box selection: Mone Box 13 code:
A0d | Sub Blox and Description Lol Box 14 description: l:l
[T [ 1-Wages, Tips, Other

= Box 15 boxes:
- Federal Tax WiH - L EEtmy cnyee &

[~ Deceaszed

[ Pension Plan

[ Legal Representative |3
r Deferred Compensation w

- Soc. Sec. Tax WH

1

2

3 - Social Sec. Wages
4

3 - Med . \Wages, Tips

I£4

Lone

2. Since you are not making any changes to the Uniform deduction
item, click Cancel.

Let’s revisit these five tabs, highlighting the difference between a
deduction item that has no tax ramifications (Uniform) and one that is
pre-tax (401(k) % of Gross).

1. Double-click the 401(k) % of Gross item.
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2. Click the Description and W-2 Info tab. Boxes 1, 16, and 18 are
marked to subtract. As a result, the amounts that transfer to these
boxes will be reduced by this deduction.

Deduction items Pz|

Description W2 Boxes -
% of Gross Wages

40 (Gross Cont.
401(k) Fixed Amount  {1),{16),(18)

A1 LY Fivad ok [P v

Enter ][ LCancel ]

Description and W2 Info | Calculations || Tax Treatment | Company Match | Previous Description and -2 nfo

Description: |4D1 [k] % of Gross Feport description: |4D1 + |
-2 bow selectior:_[1)[16).115] Box12code:  |D-Section 401 (k) v
Sld Sub Biox and Description .
|E| ¥ |1 -wages, Tips, Other Biox 14 description: l:l
[T [T |2 - Federal Tax wiH
[ | |3 - Social Sec. Wages Bow 13 boves: [~ |Statutary employee ~
[T [T |4-Soc. Sec. TaxwH [v | Retirement plan
™ [T |5 - Med. Wages, Tips v [ | Thirc-party sick pay w

Done

3. Close the Deduction Items dialog.

Copying a payroll item
You can save time by copying pay, deduction, and withholding items.
Let’s say that you have a client that has a Tools deduction. It has no
special tax treatment, so you can copy Uniform.

1. Choose Setup / System Configuration / Deduction Items.

2. Scroll down the Deduction Items dialog and highlight Uniform. (Do
not double-click Uniform or you will switch into the Add/Edit mode.

If you accidentally double-click, click Cancel to return to Browse
mode.)
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3. Press the F3 key.
4. Choose Copy Deduction item.

Deduction items

Find Chrl+F ~
Copy Deduction item

Ulmimr Pz Mlere 4

5. Enter Tools in both the Description field and in the Report
description field. The information in the Calculations and Tax
Treatment tabs is correct.

Deduction items

X

Description W2 Boxes ~
Pre-Tax - % of Gross  (1),(3),{5),(16),(18)
Pre-Tay - Fixed (13,(3),(3),(16),(18)
Prev, Carryforward Mone B
Section 125 Plan (13,033,(5),{16),{18)

if Mone &
Llmimm Fuase LARYTY —

feld Edit Delete [ Enter | [ cancel |

Description and W-2 Info | Calculations || Tax Treatment || Company Match || Previous Description and 'w-2 Inf0|

Description: |T00|S | Repart description: |T00|S |
Wi-2 bow zelection: Mone Bow 12 code: | - |
S| Sub Biox and Description 8
™ | |1 -vages, Tips, Other Bow 14 description: I:I
I~ | |2 - Federal Tax wH -
™ | |3 - Social Sec. Wages Bow 13 bowes: [ |Statutory employee ”~
[~ | |4-S0c. Sec. Tax vwiH [ |Retirement plan E
™| |5-Med. Wages, Tips w [ |Third-party sick pay

|€

Done
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6. Click the Enter button to save the record.

7. The program assumes you want to continue adding deductions. Since
there are no more deductions to add, click Done.

Deduction items

X

Description W2 Boxes

~
Pre-Tax - Fixed (13,033,(53,(16),(18)
Prev, Carryforward Mone =
Section 125 Plan (13,(3),(5),(16),(18)

Mone

Unifarrn Mone

Ulrimr Puise Rlere b

Enter ][ Lancel ]

Description and W-2 Info | Calculations | Tax Treatment | Company Match | Previous Description and ‘-2 Info

Desciription: |TDD|S Feport description: |TDD|S |
W2 bow selection: Mone Box 12 code: | - |
Dl Sk Biox and Description ~
|E| ™ |1 -wages, Tips, Other Biowx 14 dezcription: l:l
[~ | |2 - Federal Tax wiH W
™ | |3 - Social Sec. Wages Bow 13 bowes: [ |Statutory employee -~
[ [ |4-Soc. Sec. TaxwiH [ |Retiremert plan
™ T |5 - Med. Wages, Tips v [ | Third-party sick pay :

Done
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8. Click the Calculations tab. This information varies only by the type

Write-Up CS Tutorial

of deduction. In this case, it’s a gross income percentage.

Deduction items ['5__(|
Description W2 Boxes ~
%o of Gross Wages Mone

one

(1,(18),(18)

401(k) Fixed Amount

AN (LY Bivad ok Rlere

Enter ] [ Lancel

Diescription and -2 Info | Calculations | Tax Treatment | Company Match | Previous Description and -2 Info
Description: 407(k] % of Gross

Calculation type

(@

] Don't include in net pay
[ Dan't display during data entry
[ Other direct deposit

[ Exclude from workers comp cale

Retirement plan type: | 407 (k] w

(O Fixed amaunt
(O Hourly amount

(O Aftertax income percentage

Done
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9. Click the Tax Treatment tab. The 401(k) % of Gross item is pre-tax
for federal, state, and local taxes. As a result, the Federal
Withholding checkbox is marked, Selected appears in the State taxes
field, and All appears in the Local withholdings field.

Deduction items

X

% of Gross Wages Mone
% of Met Pa Mone

Mar

AN (LY Bivad ok Flere

Description W2 Boxes

401(k) Fixed Amount (13,0167, (18)

”~

Description: 401(k] % of Gross

Federal taxes

I FICa-Medicare
Federal withholding

[] Federal unemployment

Description and 'w-2 Info | Calculations | Tax Treatment | Company Match | Previous Description and 'w-2 Info

Enter ] [ Lancel

Subtract deduction before calculating the indicated taxes

State taves Lacal withhaldings
Subtrack: Selected Subtract: All v
WiH | SUT | sUE S0 State A WiH Locality b
W || |Akerta ™ N¥C - Nonresidert
W ([T [T | [T &laska ™ |NYC - Resident
W [T [T | A&lakama v ™ |orkers - w

Done

10. Click Cancel.

11. Click Done to close the Deduction Items dialog.
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Setting up a withholding item
1. To work with withholding items, choose Setup / System
Configuration / Withholding Items. The Withholding Items dialog
contains the setup information for withholding items. The program
lists the W-2 boxes for each of the withholding items as a guide for
printing W-2s.

2. Click the Edit button to more easily see the withholding item setup
information. The program uses withholding items for taxes only
(FICA, federal, state, local, etc.). They should not be confused with
deduction items (union dues, 401(k), insurance, etc.).

Description and W-2 Info tab
The W-2 box selection group box allows you to mark checkboxes in the
Add or Sub (subtract) columns as needed.

Note: This tab allows you to enter description and W-2 information for
the year 2001 and beyond. The Previous Description and W-2 Info tab
allows you to add information for the year 2000 and earlier. The program
will automatically use the correct tab based on the client’s payroll period.
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General tab

# Click the General tab.

This tab allows you to specify the tax type. For example, the Federal
WI/H item is a federal withholding. Depending on the withholding item,
you may be able to specify a Default state and a Default locality or you
can leave it blank. If you leave it blank or if you enter one, you can
specify it or overwrite it at either the template or employee level.

Withholding ltems Pz|
Description Tax_Type W2 Boxes ~
| Federal withbolding
FICA-Med FICA-Medicare [
FICA-55 FICA-Social Security 4
Local Lacal withholding 19
sDI D1
Chaka WM Ckaka withhaldina 17 b
[ Enter l [ LCancel
Diescription and -2 Info | Gereral | Previous Description and -2 Info
Description: Federal 'w/H
Tax type
O FICA Sacial Secuity () State withholding Default state:
O:Elc'é"MEdica'e . Osol Default locality:
O} . Osul
() Local withholding

The Default state field is accessible only if the State withholding, SDI, or
SUI option is marked in the Tax type group box. The Default locality is
accessible only if Local withholding is selected in the Tax type group
box.

Previous Description and W-2 Info tab

1. Click the Previous Description and W-2 Info tab. This tab is similar
to the Description and W-2 Info tab, but is used for 2000 and prior
W-2s.

2. Click Cancel.
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3. Click Done to close the Withholding Items dialog.

Setting up the client’s payroll

Before you can begin entering payroll checks, you need to set up the
following information items specifically for this client:

= Checkbook
= Employee templates
= Payroll departments
=  Employees

It is easy to remember these steps because they are listed sequentially in
the Setup menu.

Note: All of the items are client specific but can be transferred from
client to client.

Setting up a payroll checkbook

Before you can begin entering payroll checks, you must set up a payroll
checkbook.

» To add a payroll checkbook, choose Setup / Checkbook.

General tab

The General tab allows you to enter basic setup information for the
selected checkbook. This includes the bank name, address, routing and
account number, as well as the general ledger account number.
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»  Enter the following information.

Description

Payroll Account

Bank name

First National Bank

G/L acct #

104

Checkbook.

X)

Description

ll Account

Banik Marme

tional Bank

[ add ||

] [ Delete Enter LCancel

General | Bank Reconciliation |

Description:
Bank name:
Address line 1:
Address line 2:
Address line 3:

| First Mational Bank

Riouting number; | |

G/L account #: 104

| Account number: | |

Done

126

Write-Up CS Tutorial




Processing After-the-Fact Payroll

Bank Reconciliation tab

1. Click the Bank Reconciliation tab. Use this tab to enter information
for adjusting the General Ledger during bank reconciliation. The
information you enter here will apply only to the selected checkbook.
All of these fields are required for bank reconciliation. Since you are
not performing a Bank Reconciliation for this checkbook, leave the
fields in this tab as they are.

Checkbook X

Description Bank Mame

Fayroll Account First Mational Bank.

[ add | [ Edt | [ Delete

General |

Checkbaook description:  Payrall Accaunt
Reference: l:l
Joumal: General

Done
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2. Click the Enter button to save the checkbook. The checkbook you
just set up appears in the Checkbook list at the top of the Checkbook
dialog.

Checkbook X

Descripkion Bank Name

Payroll Account First Mational Bank.

add | [ Edt | [ Deke

General | Bank Reconciliation

Description: | Fayroll Account |

Bank name: |First Mational Bank | Routing number: | |
Address line 1: | | Account number: | |
Address line 2: | | G/L account #: 104

Address line 3: | |

Done

3. Click Done to close the Checkbook dialog.

Setting up employee templates

Employee templates provide common sets of default information for
various groups of employees — for example, officers, salaried
employees, hourly employees, tipped wage employees. You can use
templates to enter a large amount of setup information for one or more
new employees quickly and accurately. When you specify the
department(s) and template(s) to use for a new employee, all information
from the template selected for that department is automatically entered in
the employee’s record but may be edited as necessary in the Employees
window.
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Note: Templates are client specific, not global. For each template, enter
as many fields as you wish to have automatically included in the setup
for each new employee for whom you want to use that template.

To save time when you are setting up employees, we recommend that
you set up a template for each group of similar employees.

There are three types of default employee templates: Hourly, Salaried,
and Tipped. You may use these when setting up a new or converted
client or as a basis for building your own customized set of employee
templates for each client.

Each template has three tabs: Earnings, Tax Withholdings and
Deductions, and Other to allow you to set the various options.

Let’s assume the Hourly template will meet the needs of our client and
that you only need to fill in the general ledger account numbers and state
information.

1. To create or modify a template, from the menu bar choose Setup /
Employee Templates to open the Employee Templates dialog.

2. Click the Hourly template to highlight it.
3. Click the Edit button.
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Employee Templates E'
Descripkion
Salaried
Tipped
Enter ] [ LCancel ]
Eamnings | Tax Withholdings and Deductions | Other
Drescription: | Hourly |
J Description GIL Acct Rate ~
1 |vages Ral=N] §0.00
2 |Other Wages o] $0.00
3 |vacation o] §0.00
4 |sick o] $0.00
+ | al
b

4. Click the Item Properties 2l button next to Wages to open the Pay
Item Properties dialog.

Pay Item Properties dialog

The Pay Item Properties dialog allows us to set the various pay item
properties for employees based on the selected template.
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Pay Item Properties E|

Exclusions | Qther

Description:  “Wages

Exchude accruable benefits: Exclude deductions:

Accruable Benefits -~ Deduction -
% of After-Tax Wages

% of Gross Wages

% of Met Pay

401(k) % of Gross

401 (k) %4Grozs Cont.

4011k Fixed Amournt

401(k) Fized Cort.

401(k) Roth %iGross

4017k Roth Fix &mt M

Holiclay
Fersonal
Sick
“acation

L

L. i

[ ar l ’ Cancel ]

Use the Exclusions tab of this dialog to choose which, if any, accruable
benefits and/or deductions to omit when performing calculations for the
selected pay item.

Use the Other tab of this dialog to enter Workers” Compensation
information as it relates to the selected pay item.

¥ Click OK to return to the Employee Templates dialog.

Employee Templates / Earnings tab

1. Inthe Employee Templates dialog, enter account number 625
(Salaries) in the the G/L Acct field for all wage items.

2. Leave the Rate field blank.
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Employee Templates

3

Descripkion

Salaried
Tipped

Enter ] [ LCancel ]

Eamnings | Tax Withholdings and Deductions | Other

Drescription: | Hourly |

J Description GIL Acct Rate ~

1 |ages al 625 $0.00

2 |Other Wages [oT] 625 $0.00

3 |vacation [oT] 625 §0.00

4 |Sick [o]] 625 $0.00

+ | al =l

%

Employee Template / Tax Withholdings and Deductions tab

132

1. Click the Tax Withholdings and Deductions tab.

2. Enter the following account information. Press the
key to move to the next general ledger account field.

(down arrow)

FICA-SS 212
FICA-MED 212
Federal W/H 213
State W/H 214
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Employee Templates [z|

Descripkion

Salaried
Tipped

Enter ][ LCancel ]

Earnings | Tax Withholdings and Deductions | Other

Drescription: Hourly

J Description GIL Acct ~
1_|FIca-5s o] 212

2 |FICA-Med 7] 212

'3 |FederaliH qJ 213

4| State wiH oY) 214 4
E aJ

3. After you have entered the State W/H account number, click the Item

Write-Up CS Tutorial

Properties button S| next to the State W/H item to display the State
Withholding Item Properties dialog.

Use the drop-down list to select the state code for Michigan (Ml) and
then click OK to close this dialog.

State Withholding ltem Properties ['5_(|

Dezcription: State 'w/H

State:

Michigan

Note: The list of available states comes from the State tax
information in the Payroll tab of the File / Client Properties dialog.
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5. Now click the Description field to the right of the + sign on the last

line of the grid. Select Tools from the drop-down list.

Note: If you begin entering the first few letters of your selection, the
program will automatically fill in the item name.

[ Eriter ] [ Cancel
Earnings | TawWithholdings and Deductions | Other
Description: Hourly
J Description GIL Aot -~
1 |Fica-ss al 21z
2 |FIca-Med Q 22
3 |Federal viH al 3
4 |State WiH aQ 214
+ >
A
IIrifarm b’
Lnion Dues
-2 Biox 14
-2 Cocle &
-2 Code B w

Press TAB twice to advance to the G/L Acct field, enter 125, and
then press TAB. Since account 125 is not yet in the program, the
program displays the following prompt.

Creative Solutions Accounting
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7. Click Yes. The Chart of Accounts dialog opens in the Add/Edit
mode with the 125 account number already displayed in the Number
field. Enter A in the Type field and enter Employee Tools
Reimbursement in the Description field.

Chart of Accounts &l

GfL Acch #

Descripkion -~

T...
A Cash in bank.
104 A Cash in bank - payroll b
120 A Accounts receivable
130 a Irreentary
140 A Prepaid insurance
151 A Furniture and fixtures
153 A Automobiles
161 L AID - Furn & fixbures w

b ask: CCCCCCCCCC
Mumber: |125 |
Tupe:

Dezcription: |Emp|n:uyee Toolz Reimburzement |

Done

8. Click the Enter button. The following prompt opens.

Creative Solutions Accounting
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9. Click Yes to return to the Employee Templates dialog.

Employee Templates E'

Descripkion

Salaried
Tipped

Enter ][ LCancel ]

Earnings | Tax Withholdings and Deductions | Other

Drescription: Hourly

J Description G Acct ~
1 |Fica-ss al 212

2 |FICA-Med o] 212

'3 |FederalWiH o] 213

4| State WiH o] 214

5 |Tools o] 125

+ | (=N 3

Employee Templates / Other tab
1. Click the Other tab. Enter the following accounts in the FICA and
FUTA G/L accounts group box:

FICA SS Liab 212
FICS SS Exp 630
FICSA Med Liab 212
FICA Med Exp 630
FUTA Liab 210
FUTA Exp 630
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2. Enter the following accounts in the SUTA G/L accounts group box:

State Ml
Liability 210
Expense 630

Note: The list of available states comes from the State tax
information in the Payroll tab of the File / Client Properties dialog.

Employee Templates PZ|

Descripkion

Salaried
Tipped

Enter ][ LCancel ]

Earnings | Tax Withholdings and Deductions | Other

Drescription: Hourly

Standard hours and multipliers:  FICA and FUTA G/L accounts: SUTA GAL accounts:
Description Amourt Description Gl Account A J State Liakaility Expenze |
St Hoursheek 40.0000 | |FICA Med Liab. 212 u Il 210 530
St Weeksear 52 || FICA Med Exp. 630 ﬂ |
T Multiplier 1.9000 | [FUTA Liak. 210
CuT Multiplier 2.0000 | |FUTA Exp. 630 v v
[rata entry reminder:

3. Click the Enter button and then click Done.

Setting up a payroll department

The main purpose of the Departments dialog is to permit you to set up
various departments for reporting purposes.

For example, you may wish to set up one department for Officers, a
second for Administration, and a third for Shop.
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For each department, you will select a default template. This should be
the one that most employees in this department will use. You can change
the template when setting up the employee.

Note: To simplify data entry, you can assign core accounts to the
employee template of a location/department client and select the
location/department for the appropriate template for each department.
When assigned, the employees will have location/department accounts.

1. Choose Setup / Payroll Departments.

2. In the Departments dialog, notice that the Hourly template is already
selected as the default employee template for the Default
Department.

Departments &l

Description Default Template

Default Department

| add || Edt | [Delete

D escription: | Default Department

Detault employes termplate:  Hourly
G/L Location:

G/L Department:

Daone

3. Click Done to return to the CSA main window.
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Adding employee records

Write-Up CS Tutorial

on the shortcut bar.

The Employees window opens with a blank Employee list. When you
add employees you will see their names in this list. Note that there are
five tabs for the various options that can be set for the employee. The
window opens in the Add/Edit mode since you have not set up any
employees at this point.

s Employees

Emplayee 1D Last Mame First Mame ML SSMNJEIM

Adld Edit Delete Epter | [ Cancel
General | Perzonalw-2 | Eamings | Tax Withholdings and Deductions | Other
O e [T T S
Last: | | Department(s]: | Add a department!! Click herel[ Edit depts... ]
Street: | | Email Address: | |
City: | v| Comments:
State: | vl Zip: | v|
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2. Enter the following employee information. Press TAB to move from

field to field.
ID 201
SSN/EIN 333-33-3333
First/Last Francis M Mundt
Street 1639 Jackson Hill
City/State/Zip Ann Arbor, MI 48108

% Employees

Employee ID Last Mame

First Mame ML SSNEIN

General |PersonaIM-2 Earnings | Tax 'Withholdings and Deductions | Other

Enter ] [ LCancel

ID: [2m SSH/EIN:

First: Ml Telephone #: l:l

Last: |Mundt | Department(s]: | Add a department!! Click, here“ Edit depts... ]
Street: 1639 Jackson Hil | Email Address: | |
City: |Ann Arbor w | Comments:

State: (Ml | Zim (48108

|
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3. Click the Edit depts button to open the Edit Employee Departments

dialog and assign a department to this employee. You are going to
use the Default Department.

Mark the Active and Home checkboxes. Notice that the Hourly
Employee Template that you worked on earlier is associated with
this department. The payroll items and account numbers that you
established in the template will be transferred to this employee’s
record, saving a great deal of time and reducing the risk of mistakes.

Edit Employee Departments @

Departrents:

Active Home Department Employee Template | #

[ | Default Department Hourly

k. ] [ Cancel

Tips

= |If you wanted a different template, you would select any of the
templates that this client has from the Employee Template drop-
down list.

= Since you only have one department and you want to use the
default template, you did not need to click the Edit depts button
as it would have been marked for you automatically.

5. Click OK to return to the Employees window.
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Earnings tab

142

1. Click the Earnings tab to see the year-to-date earnings.

This tab allows you to specify the global pay items that are relevant to
the selected employee. Because you assigned a template, the default
information from that template will appear here. Notice that the
Description and G/L Acct number have been transferred from the
Employee template. You may modify this information as necessary for
the selected employee. The Earnings grid includes columns for
accumulated month-to-date, quarter-to-date, and year-to-date amounts
for all of the employee’s pay items that are associated with a selected
department.

The Earnings, Tax Withholdings and Deductions, and Other tabs of the
Employees window are department specific for each employee. Each tab
includes a Department drop-down list field that contains all of the active
departments for the employee. The default selection is the employee’s
home department, and this selection is consistent across these three tabs.
The information on these tabs automatically reflects default information
from the template selected for each department on the General tab. This
information may be overwritten as necessary for the selected employee.

On the Earnings tab, the rate should be entered as the hourly rate for
hourly employees and the annual rate for salaried employees.

Tip

The rows of the Earnings grid can be reordered by dragging the row you
wish to move and dropping it in the desired location. Reverse the order
of the 3 — Vacation and 4 — Sick items as follows.
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2. Click the number 4 in the fourth row of the Earnings grid (Sick item)
to highlight the entire row.

3. Click the number and hold the mouse button down as you drag the

line to its desired new position just above Vacation. A red line shows
where it will be inserted.

4. Release the mouse button.

S Employees

Emplovee 1D Last Mame First Mame ML | SSNJEIN

Enter ] [ LCancel ]

General | Personalfw-2 | Eamings | Tax Withholdings and Deductions | Other

ID: 201 Mundt, Francis b

Department: | Default Department ~
J Description GIL Acct Rate Month to Date | Quarter to Date | Year to Date | #*
1| vages [@lszs $0.0000 $0.00 $0.00 $0.00
2 |Cther Wages 8,625 $ 0.0000 $0.00 $0.00 $0.00
3 |Sick Qe2s 0000 F0.00 $0.00
4 |“acation Qe $ 0.0000 F0.00 $0.00 $0.00
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Tax Withholdings and Deductions tab
1. Click the Tax Withholdings and Deductions tab.

% Employees

Employee ID

Lask Mame

First Mame ML SSNIEIN

General | Personalw/-2 | Eamings

Enter ] [ LCancel

I0: 201 Mundt, Francis M

Tax Withholdingz and Deductions

Other

J Description
1_|Fica-ss

2 |FICA-Med

3 |Federal vt

4| State WwH

ﬂ Tools
E]

PEEE Il e faulk Departmen

GIL Acct Morith to Date Quarter to Date Yearto Date | #
a2 $0.00 $0.00 $0.00
a2 F0.00 F0.00 F0.00
Q3 F0.00 §0.00 F0.00
Q4 $0.00 $0.00 $0.00
Q125 F0.00 § 0.00 F0.00
a v

2. Click the Item Properties =l button next to Tools to open the
Deduction Item Properties dialog.

3. Click the Amount field and enter the amount that is deducted from
each of Francis’ checks for her tools. Enter 50.00 for this amount.

144
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4. Click OK to return to the Employees window.

X

Deduction ltem Properties

Dreduction Info | Deduction Lirnits

Deszcription:  Tools

Calculation method: |Fi?‘“3EI Amount v |

Amount: 50.00000
Bercent: I:I

Deduction description number: IEI

[ Sequential deduction

[ 0K l [ Cancel ]

5. Click the Other tab to display the following information. Use this
tab to specify the standard hours and multipliers for the selected
employee. Also use this tab to specify general ledger accounts for
FICA, FUTA, and SUTA liability and expense amounts. Because
you assigned a template, the default information from that template
appears here also, but you can modify it as necessary for the selected
employee.

% Employees

Employee ID Lask Mame First Mame ML | SSNIEIN

[ Enter ] [ LCancel ]

General | Personalw/-2 | Earnings | Tax Withhaldings and Deductions | Other |
I0: 201 Mundt, Francis b Department: |Default Department e
Standard hours and multipliers: FICA and FUTA G/L accounts: SUTA GAL accounts:

Drescription Amourit Description GL Account | # J State Liathility Expense |
Std. Hoursiveek | 40,0000 |FICA S5 Liah. |212 ﬂ u I 210 630
Std. Wieekslvear 92| |FICA S5 Exp. (630 L u
QI huttiplier 15000 | |FICA Med 212 L
O0T Muttiplier 2.0000 | {FICA Med Exp. 630 hd hd
[rata entry reminder:
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Using the Earnings history command

146

The Earnings history command, available from the Edit menu when the
Employees window is active, allows you to directly edit earnings-related
information for all of the months in the current year. This is used to enter
historical information when first setting up a client and to view detailed
employee earnings. The program automatically updates these amounts as
payroll checks are recorded.

1. To look at the employee’s earnings history, click the Edit button and
then right-click anywhere in an open gray area, or press F3.

2. In the context menu, click Earnings History. The Earnings History
dialog opens for the selected employee. Detailed Pay, Withholding,
and Deduction information is displayed by month. The display
section at the bottom of the dialog allows you to choose viewing
options.

3. Francis has already received a paycheck for 2007, so enter her year-
to-date earnings in the Wages row in the Reg. Amt. column for
January. Press the { key to go to the next field.

Wages $500.00
FICA-SS $31.00
FICA-Med $7.25
Federal W/H $75.00
State W/H $15.00
Tools $50.00
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M Earnings History [201 Mundt, Francis M] E|
Department Default Department M ﬂ ﬂ ﬂ Employee navigation: M ﬂﬂﬂ
Description January o
Reg. Hrs. T Hrs. Total Hrs. Reg. Amt. T Amt. Total &mt. Reg.
Wages 0.0000 0.0000 0.0000 F 50000 F0.00 § 500.00 C
Cther YWages 0.0000 0.0000 0.0000 §0.00 §0.00 $ 0.00 C
Sick 0.0000 0.0000 0.0000 $0.00 §0.00 § 0.00 C
Wacation 0.0000 0.0000 0.0000 F0.00 F0.00 §0.00 C
Gross Pay 0.0000 0.0000 0.0000 § 500.00 F0.00 F 500.00 L
FICA-SS §31.00 $31.00
FICA-ted H7.25 F7.25
Federal WiH F 7500 F75.00
State WWiH §15.00 $15.00
Tools 50.00] §0.00
Match: Tools F 000 F0.00
Het Pay F371.75 $0.00 § 37173 —
v
] >
Display:
Focus Periods Detail Columnz Mizcellaneous
Hours Honthiy Beagular [15ales
Amounts Buarkery Dxertime [ Units
[] Double-time [ Perinds

4. Click Done to save the earnings history, press ENTER to save the
employee information, and then close the Employees window.

Notes

= You can update existing employees by choosing Edit / Transfer
Changes to Employees. This is a quick way to add, modify, remove,
or replace payroll items on an employee.

Changing templates does not affect existing employees.
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Entering payroll transactions
¥ Open the Payroll Check Entry window by clicking the Payroll

Check Entry icon 7 on the shortcut bar.

Before you begin entering employee check information, it is worthwhile
to take a look at some of the data entry options that are available.

M Payroll Check Entry [Payroll dccount]

Enployee:
Description Reg Hrs, | QT Hes | DOT Hrs, | Pay Rate Amourt Description Armourt ~
v
Gross Pay 0.0000 0.0000 0.0000 §0.00 INet Pay $0.00
M
Pallp - Previouz Check PaDin - Next Check Alt-E for Payroll Check Entry Commands
Default profile a 0.0000 0.0000 0.0000 0.00
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Using payroll transaction entry options
1. With the Payroll Check Entry window open, choose Edit / Options.

In the Data Entry Options window the options for payroll data entry are
organized on two tabs: General and Calculations. The General tab allows
you to speed up data entry by disabling and/or skipping fields that are not
required for a particular client.

The options are client specific, so changes you make here will not affect
other clients. The Columns to skip group box is useful if there is a
column that you rarely or never need to access for a client.

Data Entry Options gl

General | Calculations

Avtoprarnpt Emp 1D: [ not autoprormpt w

] Conwert haurs to decimal  [] Sort by employee name [ ] Duplicate units
[ Canfirm using employes initialz [ Suppress GL account verification
Fields to dizable Columns to skip

Period beginning date Rz s

Period end date Bl braus
Sales B Double-time hours

Unitz Pay rate

Wurnber of periods [ Pay amFuunt ) i
[] Deductionwithhalding armount

[rate Field

] Have system automatically:

| Ok | [ Cancel
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The following options are available.

Autoprompt Emp ID. Select the desired employee autoprompt
level: All employees, Do not autoprompt, or Non-salaried
employees only.

Convert hours to decimal. Choose this option to have the program
convert the number of employee hours entered to a decimal value.

Sort by employee name. Choose this option to sort the list of
employees by employee name.

Duplicate units. Choose this option to have the program duplicate
units from check to check for an employee.

Confirm using employee initials. Choose this option to have the
program automatically bring up a prompt requiring you to enter the
employee’s initials. This allows you to confirm that you are entering
the check for the correct employee.

Suppress GL account verification. Choose this option to have the
program suppress a warning message that appears when employee
records contain invalid or missing GL account numbers.

Fields to disable group box. Mark the checkbox for each field you
want the program to automatically skip when using the Payroll
Check Entry window. Each field you mark to skip will be disabled,
or grayed out. As you tab from field to field, the cursor will
automatically skip to the next ungrayed field. You may choose to
skip any of the following fields during payroll check data entry:

= Period beginning date
= Period end date

= Sales

= Units

= Number of periods
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= Columns to skip group box. Mark the checkbox for each column
you want to skip during data entry in the Payroll Check Entry
window:

= Regular hours

= Qvertime hours

= Double-time hours

» Pay rate

= Pay amount

= Deduction/withholding amount

= Date Field group box. Choose this option to have the program
automatically enter the year, month and year, or period end date, or
to leave the date field blank.

2. Click the Calculations tab. Choose the options on this tab to have
the program execute a variety of calculating functions.

Data Entry Options El

General | Caloulations

[] Don't caleulate emplayes SDIASLUI [1Don't calculate employee FICA

Out of balance action Federal tax adjustments

[ sutomatically adjust withhaoldings () None

() Prompt for comection ) Adjust FICA orly

(%) Enter difference in: ) djust FICA and Fed'wW/H
| |

) Adjust FICA if Fed 'W/H entered

Check Template Retrigwval Check Template Update
) Always (%) Always
(®) Never ) Newer
) IF amount matches ) Prompt if different
ak. ] ’ Cancel
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Don’t calculate employee SDI/SUI checkbox. Mark this checkbox
to suppress the automatic calculation of employee SDI or SUI
amounts.

Don’t calculate employee FICA checkbox. Mark this checkbox to
suppress the automatic calculation of employee FICA withholding
amounts.

Out of balance action. Use these fields to specify how you want to
handle discrepancies in the calculated net pay compared to the
amount you entered manually on an after-the-fact (ATF) payroll
check.

Federal tax adjustments. By default, the program automatically
calculates FICA when you enter a check. The options in the Federal
tax adjustments group box allow you to specify whether you want
the Federal tax adjusted when you override the FICA calculation.

Check Template Retrieval and Check Template Update. You can
save time by having the program store and retrieve standard checks
or templates for each employee. This is especially useful for salaried
employees.

Click OK to close the Data Entry Options dialog.

Recording and entering a payroll check

152

1.

Select Francis Mundt by entering 201 in the Employee drop-down
list. Press the TAB key.

Enter the following information. (The FICA-SS, FICA-Med, and
Tools fields will be automatically filled in.) Press the TAB key to
move between fields.

Date 02/07/07
Check no. 1001
Wages 1,000.00
Federal W/H 220.00
State W/H 30.00
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M Payroll Check Entry [Payroll Account]

Employes: Francis # fundt Met pay: E23.50 Total hrs.: 0.0000
Check date: | 02/07/07 Check #: 100
Description RegHrs. | QT Hrs | DJT Hrs. | Pay Rate Amaourit Description Amaount -
WWages 0.0000 0.0000 0.0000 | § 0.0000 F1,000.00 JFICA-S5 F62.00
Cther Wages 0.0000 0.0000 0.0000 | § 0.0000 F0.00 §FICA-Med F14.50
Sick 0.0000 0.0000 0.0000 | §0.0000 F0.00 fFederal WH F 220000
Wacation 0.0000 0.0000 0.0000 | §0.0000 F0.00 | State VWiH F 30000
Tools F 50000
v
Gross Pay 0.0000 0.0000 0.0000 $1,000.00 INe‘t Pay F 62350
M ﬂ ﬂ ﬂ [ Enter ] [ Cancel ]
FICA-55:  B2.00 FICAMed: 1450 FUTA:  8.00 MISUTA:  27.00
G/L Account:
Pallp - Previous Check Pglin - Mext Check Al-E for Payroll Check Entry Commands
D efault profile 0 0.0000 0.0000 0.0000 0.00

3. When you have finished, click the Enter button or press ENTER to
save the paycheck. To return to a previous check, press Page Up. To
go to the next check, press Page Down.

Note: If you override data in a program-calculated field, the program
displays the information you entered in red. If you get a prompt
warning that payroll items are missing GL accounts, you need to add
the account to the employee record. Choose Edit / GL Account
Diagnostics to view GL Account information for a particular check.
To prevent the program from displaying this warning, mark the
Suppress GL account verification checkbox on the General tab of
Edit / Data Entry Options dialog.
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Tip

The Tax Calculation Diagnostics dialog, which is accessible from the
Edit menu when the Payroll Check Entry dialog is active, shows how the
amounts for withholding and company expense are calculated by the
program. When the Payroll Check Entry dialog is active, open the Tax
Calculation Diagnostics dialog by choosing Tax Calculation Diagnostics
from the Edit menu or from the right-click context menu.

Note: Tax calculations are based on current payroll tax setup information
and may not reflect amounts that actually appear on the check.

Payroll exercises

154

Set up an employee

1. Set up a new employee using the following information.

1D 202

SSN 147-50-9776

Name Joan C. Hancock
Address 111 Dogwood Terrace

City, State, Zip

Dexter, Ml 48130

2. Select the Default department and use the hourly template. This
employee does not have a Tools deduction, but she does have 10
percent of her wages deducted for 401(k) with the general ledger

account 220.

Note: Since this 401(k) is a percent, you may choose 401(k) % of
gross. Account 220 does not yet exist in our chart so you can add this
account on-the-fly as 401(K) - liability.
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Record an after-the-fact payroll check
1. Create a paycheck with the following information.

Date 02/07/07

Check no. 1002

Wages 1,100.00

FICA-SS 68.20 (automatically calculated)
FICA-Med 15.95 (automatically calculated)
Federal W/H 245.00

State W/H 50.00

401(k) 110.00 (automatically calculated)
Net Pay 610.85 (automatically calculated)

2. Save the check and close the Payroll Check Entry window.
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Tip
You can also press the ESC key to close the Payroll Check Entry
window.

From the shortcut bar, click the Transactions icon. You will see the
payroll journal entry with reference P89 as you specified in the File /
Client Properties dialog.

Note: Since you chose the summary option for the payroll journal
entry on the Payroll Journal tab of the File / Client Properties dialog,
the program creates one journal entry with the information for both
checks that were entered. A separate summary payroll journal entry
is created for each payroll data entry session (which occurs each time
you enter payroll checks and then close the Payroll Check Entry
dialog).
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Previewing a payroll report

1. To see the results of your check entry, click the Print Reports
icon on the shortcut bar. The Print dialog opens.

2. Click the Reports tab.

3. Double-click the Payroll Journal report.

Frinter:  #erox wWorkCentre 238 PS
Tinter...
[ Store image in FileCabinst C5 =
Frint wahat
Profiles | Reports | Documents Selected
General Ledger ~ Pavroll Journal
Trial Balance

Trial Balance Worksheet
Transaction Listing

Journals

Chart of Accounts

Tax Code Report

Financial Statement Waorksheet
Bank Reconcilistion ‘Worksheet
Bank Reconcilistion Transmitkal
Financial Statement Setup Listings

Pavroll Journal Print all emplopees 7
Earnings Report Checkbook is <ALL> Optiors
Empcyee Lstng @) | [gon orders Enplyee D/Check Nuber |

[ Select -» ] [<-Eemove]

Capies: : [ Frexview ] [ Frint ] [ Cancel ]

4. Click the Preview button to view the report on your monitor. The
information in the Payroll Journal and Employee Check Record is
from the checks. The information in the Earnings Report is from the
employees’ earnings that you can view in the Earnings History
dialog.

5. When you have finished previewing the Payroll Journal report, click
the Close button.
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Creating a transmittal letter

You can use the Transmittal Letter Editor to create cover letters for

reports, billing statements, filing instructions, and other client
correspondence.

1. Choose Setup / Transmittal Letter, or click the Transmittal Letter

icon == on the shortcut bar.
2. Inthe Transmittal Letter Editor, choose File / Open Letter / Global

Letter, select Compilation Letter, and click the Open button.

Open Global Letter @
Look jr: | IC5 Documents v <] ?’ % [~
Y 941 Filing Instructions. ke
| EI _ompilation Letter |ty
My Recent Review Letter.tr
Documnents Sample Cover Letter ltr
7.—~% Sample Letter to Existing Clients - Introduction to Financial Analysis. lkr

Deskiop

My Documents

%9
tdy Computer
.:-f] File name: Compilation Letter.Itr hd
N .
My Metwork. Files of twpe: Transmittal Letter [* ) v

Write-Up CS Tutorial 157



Client Documents

3. Begin by saving the letter to the Client folder. Choose File / Save
Letter As/ Client Letter, and then click Save.

Mew Letter Chrl+1
Qpen Letker, .. L4

Close Letter

Save Letter Chrl+5

Save Letter As,., Clignt Letker

Properties Global Letter
& prirt... Chrl+P

Prink Presiew
Prink Setup...

Exit Letter Editar

Note: The same sample letters exist for each sample client in their
respective subfolder in the CSAData folder, and in the Global statement
folder (...\WINCSINCSASys\DOCUMENTYS). In other words, you may
open and view them either as client documents from any open sample
client or as global documents from any open client.

To insert a variable

With the Transmittal Letter Editor you can insert variables and graphics
in the letters. The layout is similar to a word processing program, with
the toolbar at the top and the editing window below. Let’s insert a
salutation.

1. Inyour letter, position the cursor at the point where you want the
salutation to appear. Let’s click directly above the first paragraph.

2. Choose Insert/ Variable.

3. Inthe Variables dialog, choose the Text option in the Variables
group box.
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4. Scroll down to client salutation, highlight it, and then click OK.

Variables
W ariables
) Amaunt (%) Text O Date () Periods () Additional Amounts
Yariable Mame Description b
client 1D CSBAYS
client name Bay Shore Communications
client pavroll nane By Shore Communications i
client DBA
client address line 1 150 Sunrise Highway
dlient address line 2
client city Dexter
client state I
client zip code 43130
client kel no, 734-414-9300
client EIN Z2-1133555
client salutation I, Kendall
firm name Parnes, velano, Martinez
firm street 7322 Mewman Blhvd
Firrin city Dexter
firm state I
firm zip code 48130
firm kel no. B00-965-0600 v
=

I ak l [ Cancel

5. Click the Preview button &I on the toolbar to view your letter.
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Parne s, Welao Blartine z
T322 Hewmpan Blrd
Dexter, MIT42130
800-962-0600

Tothe Board of Ditectors
Bay Shore C ormemrications
150 Burrise Higwaray

Dexter, MI 43130

It K eracdall

We have compiled the acconpanying balance sheet of BayBhore C omernications as of Febrary 28,
2007, andthe related statements ofincome ard retaired earnings and cash flows for the year then ended,
in accordatce with 3 tatements on Standards for Accownting and Review Serdrces issued by the
American Institube of C ertified Public Accountants,

& compildtion is Bnited to presertingin the form of firancisl statemerts information that is the
represertation of management. We have not andited or reviewed the accomparing finarcial gaemerts
and, accordirgly, do rot express an opinion ot arg other form of assrarce on them

Parnes, Velana, Martines

Aped 13,2007

6. Click Close to close the Preview window.

7. Choose File / Save Letter to save your work.

Tip

If you are setting up an invoice form, choose Insert / Billing Detail. This
will ensure that billing information from the Setup / Invoice dialog will
appear on the invoice when you print it for a selected client.

To include the header or footer in a letter

1. Toinsert your firm’s name or name and address as a header or footer
on the letter, choose File / Properties in the Transmittal Letter
Editor. The firm name and address will appear on the form exactly as
it appears in your CSA license information.
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Document Properties E|
Header/Footer Border
First page Subsequent pages

Header: O Firm name only

(D) Blark lines for lettethead () None

(O Hone

Footer: [ Firm name and address [ Firm name and address
Marging L

Start pagination at page: l:l
Let o0t = Top o0t o

Starting page number:
Bight osom = Bottom -IJ.EIJ" E

- [ OF. l ’ Cancel ]

2. 'You can use the options in this dialog to determine what information
to include in the header and footer and on which pages to print them.
Click OK to close the Document Properties dialog.

3. Choose File / Save Letter, and then choose File / Close Letter.

To edit the header
Transmittal letter headers and footers are global.

1. To change a header or footer, choose View / Header or View /
Footer. Make your changes and then choose File / Save. The
changes will be reflected on all documents that use the selected
header / footer type.

% Creative Solutions Accounting [CSBAYS - Bay Shore Communications] - [Untitled. tr] E"E‘E‘

File Edt Insert Farmat KUCMN Help

Dl % 6@ o

"w Status Bar

80 Done

v Document |

Firm name and address

Footer Firm name only

2. Click Done to close the Transmittal Letter Editor.
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n

Tips

There are several menu commands available in the Transmittal Letter
Editor to edit a footer; insert manual page breaks; insert objects such
as logos or other images, spreadsheets, or other document files; add
special formatting for fonts, paragraphs, and tab settings; and add
special borders.

The Transmittal Letter Editor also provides variables and conditional
statements that you can embed in filing instruction letters. When you
print the letter, the variables are replaced with client-specific
information. For example, the [amount due] variable is replaced by
the amount due or overpayment for the payroll tax form for which
you are printing the filing instructions. The information within a
conditional statement will print only if the condition is met for the
current client.

To view the sample 941 filing instruction letter provided with CSA,
choose File / Open Letter / Global Letter and open the 941 Filing
Instructions.Itr file. Available variables include [client payroll name],
[due date], and [amount due], but you can specify additional
variables if necessary.

Important! The actual information from a payroll form will only
appear on a letter when printing from Utilities / Payroll Tax
Processing. Also, only global letters are available in Payroll Tax
Processing.

Viewing or printing the Client Listing

The Client Listing includes the client 1D, name, EIN, telephone number,
and latest archive date (if any) for all or selected clients.
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Choose Utilities / Client Listing.

In the Clients available pane of the Client Listing dialog, double-
click each client that you wish to include in the listing. The selected
client moves to the Clients to print pane.
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Note: To limit the clients that appear in the Clients available pane,

use the options in the Focus client listing group box.

3. Inthe Sort field, select either Client ID or Client Name as the sort

option.

4. Click the Preview button to view the information on your screen.

5. Click the Close button to close the Print Preview window.

Client Listing

X

Clients available to print. 28 Mumber highlighted: 1 Clients to print: 1
Client 1D Mame 5 Client I Mame
Accounting Template CSEAYS Eay Shore Communications
CSARCOL Architecture Template
CSEANOL Bank Reconciliation Sample Client
CSCESOL Checkiwriter Sample Company
CSCOMOL Construction Template
CSCOM0Z Consulting Template
CSENGOL Engagement Sample Client
CSEOVOL Governmental Sample Client
51 FG | prial Temnlate b
< ¥
Select all -»» ] [ Select -» ] [ <- Bemaove

Focus client listing Options

(@ Al CSA Modules -

Sort: | Client ID
O Selected C54 Modules =5 [en
Freview ] [ Frint

] [ Cancel

Printing mailing labels

You can print mailing labels for one or more clients at any time,

regardless of which client is currently open.

1. Choose Utilities / Mailing Labels.

2. In the left pane of the Select Clients for Mailing Labels dialog,
double-click each client for which you wish to print labels. This

moves the client(s) to the right pane.
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Tip
To limit the clients that will appear in the Clients available pane, use
the options in the Focus client listing group box.

3. In the Which labels group box, choose the following options.
= Client labels, Employee labels, or both.

= Type of separator to use between clients (none, page break, or
blank label).

= Print ID on label (mark the checkbox to print the client ID or
employee ID on each label).

Select Clients for Mailing Labels Pz|
Clients available to print. 28 Mumber highlighted: 1 Clients to print: 1
Client ID Mame ] Client ID Marme
CSACCOL Accounting Template CSBAYS Eay Shore Communications
CSARCOL Architecture Template
CSEANOL Bank Reconciliation Sample Client
CSCESOL Checkiwriter Sample Company
CSCOMOL Construckion Template
CSCOM0Z Consulting Template
CSENGOL Engagement Sample Client
CSEOVOL Governmental Sample Client
Sl F&Nl | rnal Temnlate
£ »
Select all -»» ] [ Select -» ] [ <- Bemaove ]
Focuz client lizting Wwhich labels
(® &l C54 modules Client labels
() Selected C54 modules

[] Employee labels

Separator between clients

(&) Hone O Break page O Label

[ Print 1D on label

[ LContinue »> 1 [ Cancel
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4. Click the Continue button to open the Print dialog.
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Print El
Kerow Work Centre 238 PS
Label zize Copies
|ZCS1 Dafault 11/3" labsl & + | [1 3
[ Lefine label size... | (%) 0f each Jahel

() Of pages of each label

Print barcode on labels
[] Prirtt labels in all capital letters

[ Preview ] [ Print | [ Cancel l

In the Print dialog, choose the printer, the label size, and the number
of copies (or number of pages) to print for each label. You may also
choose to print bar codes on each label and to print the labels using

all capital letters.

165



Client Documents

6. Click the Define label size button to add or edit label formats.

Define Label Size &|

FC51 Defaulk 1 113" label § v 5162]
ZCS1 Defaulk 1" label (Avery 51610

251 Defaulk 2" label {Avery 5163)

e

Label name: |

Top margin: Label height;
Left margir: Label width:
Yertical pitch: Mumber across:
Harizontal pitch: Mumber down:

Note: If you change the number of labels you want to appear across
or down the page, you must also change the selections for vertical
pitch and horizontal pitch.

7. Click Done to close the Define Label Size dialog.
8. Click the Preview button to view the labels.

9. Click the Close button to close the Preview window.
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Using FileCabinet CS

If you are a licensed user of FileCabinet CS, you can store and retrieve
an electronic copy of any Write-Up CS form, report, or financial
statement. FileCabinet CS is a CS Professional Suite software application
that provides automatic storage and retrieval mechanisms for documents
produced by other CS Professional Suite software. FileCabinet CS also
enables you to scan documents for storage, store existing image files,
store documents in alternate file locations, and send documents to email
recipients. You can print most client-related documents, such as returns,
extension, forms, and reports to FileCabinet CS for electronic storage.

Printing to FileCabinet CS

Reports, forms, and other printable items can be printed to FileCabinet
CS if you have purchased and installed it. Use this procedure to send
printed items to FileCabinet CS for storage.

Note: You may need to set up the file location for FileCabinet CS in the
File Locations tab of the Setup / User Preferences dialog.

1. Choose File / Print Reports.
2. Inthe Print dialog, click the Reports tab.

3. Select Trial Balance and Payroll Journal.
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Mark the Store image in FileCabinet CS checkbox in the upper left
corner of the dialog, and then clear the Printer checkbox.

[] Printer:  erox "wWorkCentre 238 PS =

Store image in FileCabinet CS

Frint wahat
Frofiles | Feparts | Documents Selected
General Ledger ~ Trial Balance
Trial Balance Payroll Journal

Trial Balance Worksheet
Transaction Lisking
Journals

Chart of Accounts

Tax Code Report

Financial Statement Waorksheet
Bank Reconciliation Warkshest
Bank Reconcilistion Transmitkal
Financial Statement Setup Listings

Payroll Journal Pririt all emplopess A
Engs ert Checkbook is <ALL> Options
Enplyee Litng ) | |onorerisEnplyee D/Check Nunber |y

[ Select -» ] [<-Bemove]

Copies: : [Togabinet] [ Cancel ]

Click the To Cabinet button at the bottom of the Print dialog.

Notes

= |f you choose to print to both FileCabinet CS and to your printer,
click the Print button. If you click the Preview button to preview
the reports and forms, you can then click the Print All button
within the Print Preview window, and the program will send the
document(s) both to the printer and to FileCabinet CS. You may
also send a single page to the printer and to FileCabinet CS by
clicking the Print Page button from the Print Preview window.
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* You can have the program combine all documents contained in a
single profile so that they appear as one document in FileCabinet
CS. In the Setup / User Preferences dialog, simply mark the
Staple documents when sending to FileCabinet CS checkbox.

6. The FileCabinet Document Names dialog opens and displays a list of
the documents being sent to FileCabinet CS. If you are sending a
document with the same name of one already stored in FileCabinet
CS, an X will appear next to the document name. To avoid
overwriting a document already stored in FileCabinet CS, you may
use this dialog to rename the document that you are sending.

Bl FileCabinet CS Documents

Document Mames | Presview |

FileCabinet CS: |<default> [C:MNWinCSINFCabD ata) L |

The lizted documents will be stored in FileCabinet C35

" Drraweer I0 Document Mame
Trial Balance
C3BAYS Payroll Journal
Document name: | Tnal Balance W ‘
Select name from this drawer's existing documents: | Select Mame » >
[] Open FileCabinet C5 when printing i complete [ 0k l [ Cancel ]

7. Click OK to send the document to FileCabinet CS and close the
FileCabinet Document Names dialog.

8. Open FileCabinet CS by clicking the button on the toolbar.
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9. In the left pane, you will see the client CSBAYS and a CSA
(02/28/07) folder.

B FileCabinet CS [CSBAYS Bay Shore Communications]

File Edit Image Object Setup Help

DR@|EX | &dn- | 7
i"ﬂwaf B © Bay Shore Communications CSBAYS

r s

o
% Drawer Hotes

AL (Test Firm - 193903)
wrica

ke
=@ oz/z8j07
[l Payroll Journal
B rial Balance

3 Event History

Date { Time User | Folder Event Log
Today 2:10 PM U00...  C5 Accounting Praducts (02/28/2007) “Payrall Journal” conterts created
Today 2:10 PM Ui, €5 Accounting Products (02/25{2007) “Trial Balance! contents created

Today Z:10FM uoa... Drawer added

<

|

For Help, press F1

Notes

The folder is created with the current general ledger or payroll
period date. Since both the payroll and general ledger dates were
02/28/07 in CSA, both reports were written to this folder.

»= To automatically populate FileCabinet CS with your existing
CSA clients, choose Help / Repair and click the Miscellaneous
tab. Click the FileCabinet CS button.
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10. Click Trial Balance in the left pane and see the report appear on the
right.

[E)X)

Cabinet CS [CSBAYS Bay Shore Communi
Eile Edit Image Object Setup Help

ons]

h@s 88X o S dhYy- K2 BB 4 4 b pb|TrielBalance - Page 1 3
Drawer. . s
Year: 2007 Bay Shore Communications CSBAYS 1
Trial Balance Page 1
£ $GLOBAL (Test Firm - 199909)
=€ CSBAVS (Bay Share Commuricatiol N R IoutnEuded  2Montts Eades
=k <5 Accounting Products - __Feb28,2007
= & ozjesjor A
Payroll Journal A
o A
. A
A
A
A
L
L
A
L
L
L
L
L
L
L
L
L
®
E €18,000.00)
E 31,2000
E 670,00 LS
E 2000
E
E
E
E
E
Teriod Prefif(Loss)
< bd
e — v
For Help, press F1 Printed on Friday, April 13, 2007, 2:09 PM by

11. Choose File / Exit to close FileCabinet CS.

This concludes the Write-Up CS Tutorial.
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