LY P
—

N imn ARl i N T

computer operation

MANUAL



gt

TABLE OF CONTENTS

DIVISION A -~ EXPLAINATION OF TYPES OF ACCOUNTS

SECTIONS

I.

IT.

IIT.

IV.

VI.

VII.

VIII.

IX.

VARIOUS QUESTIONS IN THE SYSTEM

SET UP CHART OF ACCOUNTS AND PAYROLL FILE FROM SCRATCH
SET UP CHART OF ACCOUNTS AND PAYROLL FILE FROM A MASTER
JOURNAL AUDIT LIST

BACKUP PROCEDURES

EDIT JOURNAL AUDIT LIST

SORT, DETAIL GENERAL LEDGER AND PAYROLIL COMPENSATION
FINANCIAL STATEMENTS (BALANCE SHEET & INCOME STATEMENTS)
OPTIONAL REPORTS

CLOSING OUT A FISCAL YEAR

WORKING TRIAL BALANCE



TYPE "A"

TYPE "B"

TYPE "C"

TYPE "D

TYPE "X"

TYPLS OF ACCOUNTS

are title accounts.
kxamples: ASSETS

CURRENT ASSETS

FIXED ASSETS

INCOME

v EXPENSES

They can be centered by saylng yes er no te the questien
in Client File Maintenance.

are meney acceunts er pesting acceunts.
Examples: CASH : :

ACCOUNTS RECEIVABLE

SALES

TELEPHONE

They are the only accounts yeu can post to.

are total accounts.

Examples: TOTAL ASSETS
TOTAL LIABILITIES
TOTAL INCOME
GROSS PROFIT

You can have up to 9 levels of totalr. Equal levels
will not add to each other but a higher level will
add all levels lower than it.

Examples: TOTAL CURRENT ASSETS LEVEL 4
TOTAL FIXED ASSETS ’ LEVEL 4
TOTAL ASSETS LEVEL 9

The 9 will add the two 4'S to get total assets,

are schedule accounta. SGHEDULE
Examples: INCOME (SEE SCHEDULE) D
SALES - 1 B Y
SALES - 2 B Y
SALES - 3 B Y
TOTAL INCOME o 4y
TOTAL INCOME c 4 N

The only account that 4111 appear on the Income Stat.
will be the "D" account. Then on a separate page

a break down of Income will appear as a separate
schedule.

will delete an account that exlsite on a file. When
it asks what type of account 1t 1s put an®X" and it
willl automatically delete it.



VARIOUS SET UP QUESTIONS

COLUMN A YES OR NO

This is additional column on the Balance Sheet to
accomodate depreclatien, emertizatien or any other
group of accounts you wish to indent.

POSTION OF COLUMN A 1 OR 2

This glves you the abllity to bring the sum of column A
into the middle column of the Balance Sheet.

EXAMPLES : COLUMN A
POSITION A B c

BUILDING 1 100,00

LESS DEP. 2 geg.oo) 75.00

EQUIPMENT 1 .

AUTOMOBILE 1 900.00

LESS DEP. 2 (250,00) 950,00

A 1 wlll put the amount in the A column and & 2 will
put the amount in the A column and the sum of all i's
end 2's in the B column as above.

TYPE OF ACCOUNT
IF yeu answered yes to Cash Flow in the control accounts
it will prompt you with the follewing:
C ==CASH
D ==DEPRECIATION
A ==AMORTIZATION
N -« OTHER
Just type the letter of each type of account 1t is.
If you have any question on how to determine whether it
is a C, D, A or N ask the asccountant in your offlice.
CASH FLOW YES OR NO

Enter a yes or no 1f this particular account is in a
Cash Flow Statement or not.

SCHEDULE ACCOUNT YES OR NO

If you intend to schedule thils account answe: ye8 other-
wish answer no.



CENTERED DESCRIPTION YES OR NO

If you wish to center a title and enly "A" can be centered.

PAGE OVERFLOW OR NEW PAGE YES OR NO

If you want a new page for schedules or if a group of acceunts
will not fit on a page.



Thae Cash Chart of Accounts

The CAS) Computer maintains on each of your Client Diskettes, a
Chart of Accounts. This Chart of Accounts consists of a listing
of 2ll ledger accounts in ascending order by account number.
There 1is additional information and also additional "types® of
accounts which are also included with the Chart of Accounts.
This additional information is used by the computer to actually
control the format used to print a Client's Financial Statements.
You may customize the printing of Financial Statements for vyour
clients depending upon their individual reguirements.

When vour System is installed, you and the CASH System Specialist
develop a "Master Chart of Accounts® based upon the most typical
or average account that you process. This "master® serves as a
basc from which to work adding or deleting acecounts, to customize
a client's Chart of Accounts as required,

First we will examine the *additional information® that is
contained in the Chart of Accounts and we'll discuss how this
infornation controls the computer output.

Refer to page 2 of the Chart of Accounts in the example attached.
A description of each account, as it appears on the Financial
Statenent, appears under the heading DESCRIPTIOM, TImmediately to
the 1left of DESCRIPTION is the account number. The restrictions
placed upon you by the computer in the wuse of account numbers
are:

°

You may use account numbers from 1 to 9,999,

Account numbers must be all pumeric (numbers only).
Maximum number of individual accounts (including title,
total an< schedule accounts) may not exceed 750.

W b

However the account numbering scheme, the selection of specific
account numbers within the range from 1 to 9,999, is entirely up
to you. We suggest that you use the account numbers that vyou
have been using and are familiar with.,

In order to permit this degree of flexibhility, in account
numbering, it 1s necessary for the computer to "know" certain
basic information. If you will refer to page 1 of the attached
Chart of Accounts you will see how we provide this information to
the computer., The account numbers of key accounts is maintained
under "CONTROIL ACCOUNTS". FEach of the control account numbers is
immortant to the operation of the computer. For example, vou
will recall that Liability Accounts do not print with a CR or (-)
on the CASH Financial Statement. The computer is prograrmed to
reverse the sign, on print out, of those accounts that appear
after "IMDING ASSE™S, in  this case 399, up to and including
"TMNING LIABITITIES & FEQUITY....599", Thus each of the Control
Accounts 1is very important to the functioning of the computer,



In aaking up a Chart of Accounts "from the qground up" one would
Leadin by listing the ledger accounts by account number. After
fully describing all the accounts, including the total and title
accounts (which we shall describe in a moment) one would then go
through and select those account numbers in the Chart of Accounts
which fit the description shown in the Control Accounts. The
first control account is "ENDING ASSETS". One would look through
the Chart of Accounts and find the ending assets account to be
"TOTAL ASSETS" = account number 399, Take a few minutes now to
go through the Chart of Accounts looking for the account and
account number which is described under the heading COMTROL
ACCOUNTS.,

One thing that you have probably noticed is that the CASH Chart
of Accounts contains other than "money"” accounts. In addition to
type "B" accounts, ("money" accounts) there are type "A" - "title
accounts", type "C" - "total accounts® and type "D¥ ~ "schedule
accounts", Type "B" accounts are the accounts that alwavys appear
in the ledger - they are the accounts which are posted to
throughout the accounting cycle. If they contain a zero balance
when vou run the Financial Statement they will not print out.
Consequently, it is not necessary to delete "B" accounts when vou
create a client'ss Chart of Accounts from the Master Chart as
they will not print unless vyou have posted amounts to them.
lHowever, 1if vyou base vyour client billing on the number of
accounts you may wish to delete unused "B" accounts so that
totals (see page 1l1l) accurately reflect your client's chart size,

There are a number of additional parameters, contained in the
Chart of Accounts, which control the printout of "B" accounts.
Refer to page 3, For "B" accounts that appear on the Balance
Sheet there is the option to print in column A (the first of
three columns on the DBalance Sheet), This option has been
selected when a "Y" appears under the heading CL on the Chart of
Accounts. L.Look at example 3 and see the resultant effect on the
Financial Statement (page 12, 3a). An "11" for column as shown in
example 2 will leave the "B" account to print in the "B" column
(see 2a page 12).

Column A is usually used to "subtotal" "B" accounts. Refer again
to page 3. Under the next heading called "ST" (subtotal) a "1°"
indiciates that "B" account is sinply to be printed in column A,
A "2" (example 4) indicates that the "B" account is to be printeid
in the A column and a subtotal of it with preceding "1" “Rp"
acconnts 1s to be placed in column B, This provides a good way
of showing the effect of (depreciation of an asset on the Balance
Sheet (see page 12, 4a),

There are several other parameters which effect "n”"  accounts.
The hecader "CF" stands for Cash Flow, When setting up a Chart of
Accounts vyou nwust indicate those cash accounts which vou wish to
be included in the analysis of disbursements and receipts in the
Cash Flow Statement. A "Y" in the "CF® column indicates that the
"B" account is to be included in the Cash Flow Statement.

n"Y" in the "SC" column is used to idlentify those accounts which
yont wish to have included on a separate schedule following the
Financial Statements proper.



A description of Schedules, subaccounts and branches make up a
separate section of Division C.

Another feature contained in the CASIl Chart of Accounts for "p*
accounts is the ability to have automatic Journal Entries applied
for ecach month, This feature is useful for depreciation. Any

account for which there is an amount listed under "MONTHLY J/E"
will have that amount posted to it for each month of the fiscal
vear,

We should now describe the other "types" of accounts = Type “A",
Type "C", and Type "D,

Tyne "A" accounts, the "title accounts”, can be placed anywhere
in the Chart of Accounts. They will always print as titles on

the Balance Sheet and the Income Statement, In addition, they
can bhe used as titles on Summary Schedules (see section on
schedules, subaccounts and branches), They have a "centering

option" which will automatically center the title for you on the
financial statement. Titles longer than thirty characters can be
handled by making up two title accounts (with separate account
nunbers) , If you wish to indent the second title with leading
spaces or if you have punctuation within the description vyou
intend to wuse for the "A" account, the description should be
enclosed hy quotes when you key it in. If you wish to use both
upper and lower case characters for your account descriptions the
upper-lower case switch (see figure 1) should ke placed in the up
position while vyou are keying in your description, The use of
quotes and upper-lower case applies to all types of accounts and
is not limited to just "A" accounts,

Type "C" accounts are "total" accounts, They are not used for
posting. When vyou run the financial statement for a Client,
these accounts accumulate the total amesunts of B accounts which
preccde thoem, Please refer to page 3 of the Chart of Accounts.,
T.ook first at the column headed "7TI,%, This colnmn indicates
"level of totaling" and is used for all "C" accounts. The rule
to follow to determine which B account totals will bhe accumulated
in a given "C" account is:

Our "C" account will total all "B" accounts since the last "C"
account having a level equal to or greater than our "C" account,

Refering to our exanple on pages 3 and 4 (example 5) note the
following:

1. TOTAL GSlHORT TERM PAYABLES (level 3) will total all "B"
accounts from account #402 to #450,

2, TOTAL CURRENT LIABILITITS (level 4) will total all "B"
accounts from account #402 to #499,



3¢ TOTAL LONG TEMM LIABILITIES (level 4) will total only
those "B" accounts since the last level 4 (account #502
to #585),

4, TOTAL LIABILITIES (level 5) will total the "B" accounts
from #402 to #585,

5. TOTAL STOCKHOLDER'S EQUITY (level 4) will total the "B"
accounts from #590 to %597,

6. TOTAL LIABILITIES AND EQUITY (level 9) will total all
"B" accounts #402 to #597. An additional feature used
for level 9 (the highest level) is the printing of a
double 1line wunder the 9 level total (see page 14
example 5a),

There are other control features that are contained within the
CASH Chart of Accounts. In order to speed up the process of
changing an existing Chart of Accounts, or creating one from
scratch, there are several basic control options that you may
select hefore you begin adding, deleting and changing individual
accounts, If you do not want any of the features below, you nay
indicate this to the computer initially and vou will not be
prompted for this type of information each time you process an
account, These parameters are:

l, Will you be producing a Cash Flow Statement?
2. Will you be using column "A" for any "nB" accounts?

3, Will vou be uéing schedules with vyour financial
statements?

4, Will you be using the Automatic Journal Fntries?

Again, if you choose not to use any of the items, vou will not he
asked for this information as you are creating or changing types
n, B, € and N accounts. Further, if vou choose to come hack at a
later date and add one of the above features that you had
previously excluded, you must first chanage the basic control
option to permit vyou to add the feature. 1In other words you
would have to Key Y EXEC following the computer prompt:

INPUT TO CHANGE CLIENT'S INFORMATION Ol CONTROI, ACCOUNTS
Y=YES or N=NO



The computer will display the following on the CRT:

WANG CRT DISPLAY

CLIENT'S RECORD ~ CREATE OR MAINTAIN
0l CHECK DIGIT USED = ’
02 PAYROLL USED = .
03 CASH FLOW STATEMEWT =
04 COLUMN A =
05 SCHEDULED ACCIS. =
06 DISCLALNER =
07 MONTHLY J/E =

ENTER THE NUMBER TO BE CHANGED OR -0~ IF NO CHANGES

Then change the appropriate feature, You would now go ahead and
change the particular account to incorporate the new feature,

There are a nunber of items that are a part of Basic Client
Information contained in the Chart of Accounts. Besides the
Client's name and address there is the "current fiscal year®, the
"first nionth of the fiscal vyear" and the <clients type of
business, If you wish +to have a disclaimer on the client's
financial statements, you may have it print at the top of page as
"UNAUDITED", or on the bhottom of the page as "PREPARED WITHAUT
AUDIT", )



In aldition to the information above, the Chart of Accounts
~ontains information on Payroll accounts (if vou plan to produce
W-2's, 941A's and the Payroll Compensation Report refer to page 1
of the Chart of Accounts). Had this client planned to set up a
pavyroll mnaster file to nroduce the reports we just mentioned, he
would have provided the computer with key account numbers. There
is room for up to ten gross accounts, FICA, Federal and State
Withholding as well as room for three deductions. A fourth
deduction account titled "OTHER INCOME" can be used to keep
leductions which vyou do not wish to have contribute toward
meeting the FICA limit,

Je have now covered the major control features of the CAS!l! Chart
of Accounts, This is the basic information that you need to know
in order to set up a clients Chart of Accounts. In the next
section we will examine the steps you must go through to put this
inforrmation on a Client's Diskette,
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CREATING A CHART FROM SCRATCH

Put PHASE I into the "F' drive.

Put a formattted disk ibto the "RY drive,

Type CLEAR -  EXEC

LOAD DCF"START" - | EXEC
- RUN - EXEC |\

i
This will bring the\menu on the screen.

DEPRESS SPECIAL FUNTION KEYﬁOS (gray keys at top of keybeard)

1

DISK INITIALIZATION %
Three optioens will appear Kjf A1 = EXEC

Five eptions will appear ch«ise which ever optlon you
for this cllient. KEY A _ | - EXEKC

[
i

It will then as for GENERAL ,iDGER ACCOUNTANT #
" P CLIENT #

PAYROLL ;K?GER ACCOUNTANT #
" AN CLIENT #

RIS
L

If you choose option 1 it will ) gk for the second
General Ledger and Payroll #°S.!

Otherwlse it wlll goback to theimenu.
Depress Special Function Key 152,
Depress Special Functilon Key 01
CLIENT FILE MAINTENANCE
Key Accountants # - = EXEC

Client # = EXEC

It will then ask whether you are
1 - creating
2 - maintaining

KEY A 1 -« EXEC
It will then ask yeu to key all the lnformation from
your Account Maintenance Fotm (fron and back)
EXEC after each question. :
When ENTER =0« TO CONTINUE =Y~ TO FI}LSH appears

KEY A O = EXEC ;

wish

- EXEC
= EXEC
= EXEC
EXEC



It will preompt for:
Enter Branch or Sub Acct # - EXEC
If you answered no to branch or sub accts in control accts.
it will not prompt for this at all, but if you answered
yes and you don't have any just EXEC

Enter Acct. # - EXEC
Enter type of Acct. __ - EXEC

It then will ask whether you entered it correctly
enter a Y or N.

If you entered an A for type of Acct. go to Step 13,
B for type of Acct. go to Step 14,
C for type of Acct. go to Step 15,
D for type of Acct. go to Step 16,

Continue this until you have keyed all the Accts. in.

TYPE "A"
ENTER Y OR N FOR CENTERED DESCRIPTION __ - EXEC

ENTER Y OR N FOR PAGE OVERFLOW . = BEXEC
ENTER ¥ OR N FOR SCHEDULE ACCOUNT —. = EXEC
ENTER "A" ACCOUNT DESCRIPTION - EXEC

It then will ask 1f all thils waa keyed in correctly and
give you the opportunity te cerrect it.
ENTER NUMBER TO BE CHANGED OR O IF NO CHANGES __ = EXEC

ENTER =0= TO CONTINUE =9- TO FINISH O « EXEC
GO TO STEP 12

TYPE "B"

ENTER Y OR N FOR COLUMN A - EXEC

If you entered a Y

ENTER 1 OR 2 FOR COLUMN A - EXEC

ELSE

If you answered Yes to Cash Flow 1t will prompt with

ENTER A C - CASH ACCOUNT
D - DEPRECIATION
A = AMORTIZATION
N - OTHER

KEY A = EXEC

ENTER Y OR N FOR CASH FLOW = EXEC



14 CONTINUED

ENTER Y OR N FOR SCHEDULE ACCOUNT - EXEC
ENTER "B" ACCOUNT DESCRIPTION - EXEC

Again 1t will glve ygu chance to correct
ENTER NUMBER TO BE QHANGED OR O IF NO CHANGES __ - EXEC

ENTER Y OR N TO ZERO OUT CURRENT AND PRIOR YEAR FIELDS?
WE usually suggest than you answer Yes to this and
go thru Journal Audit List and put yeur epening balances
rather than answefing no and puting them at this time
because you will have no audit trail if yeu put the
money at this point.

key a Y = EXEC
ENTER =0~ TO CONTINUE OR =9- IF FINISHED EXEC

GO TO SPEP 12

15 TYPE "c"

ENTER TOTAL LEVEL 1 thru 9 - EXEC
ENTFR "C" ACCOUNT DESCRIPTION = BEXEC
ENTER NUMBER TO BE CHANGED OR O IF NO CHANGES = EXEC

ENTER =0~ TO CORTINUE OR =9= IF FINISHED = EXEC
If you are fininshed and you key a 9 the machine
will automatically go back to the menu and you
should go te STEP 17. ELSE

GO TO STEP 12

16 TYPE “D"

ENTER Y OR N FOR COLUMN A - EXEC
ENTER A 1 or 2 FOR COLUMN A = EXEC
ENTER "D" ACCOUNT DESCRIPTIOW « EXEC

ENTER NUMBER TO BE CHANGED OR O IF NO CHANGES - = EXEC
ENTER =0« TO CONTINUE OR =9= TO FINISH = BEXEC
GO TO STEP t2



17 Depress Speclal Function Key 15
Depress Specilal Functlen Key 03
PAYROLL FILE MAINTENANCE

ENTER ACCOUNTANT # = BXEC
ENTER CLIENT # = EXEC

ENTER A 1 = TO CREATE
2 = TO MAINTAINE

KEY A 1 = EXEC

It will prompt for the Infe on your Payroll File Maintanance
Form (front and back).

FICA should be keyed in as 15300 - EXEC

State should be keyed in as 4200 - EXEC
Enter =0= to continue =9=- if finished key a O « EXEC
ENTER EMPLY # - EXEC

And all Informatien pertaining to this Employee
EXEC after each prompt.

You shouvld key EMPLOYEES in numbrical oerder.

Enter a O to continue or a =%9- to finish

when you are finlshed and you key a 9 the machine will
go back to the menu. :

18 Depress Speclal Functien Key 15
Depress Speclal Function Key 02

PRINT CHART OF AGCCOUNTS

Check the chart fer errors and then if thelr are
none you can go te precess an acceunt seétion.

ELSE

go to Step 7 and correct any errors you may have had.



SET UP CHART OF ACCOUNTS AND PAYROLL MASTERFILE

Section Overview

This section shows how to set up a Client Diskette using the "HMaster"
Chart of Accounts Diskette (supplied by Cash System Specialist). The "Master®
is copied to a new (unused) Diskette.

‘The new copy is customized by:

1. Assigning new and unique Accountant and Client Numbers to identify
the diskette,

2. Modifying the chart of accounts to conform to the individual
Clients® Chart of Accounts {accounts are added, deleted, etc.)

‘dhen section I has been completed, we will be ready to process the Client's
Account.




Set up Client Chart of Accounts

Part 1 - Disk Initialization

Preliminary Analysis:

i

You should go through the following steps before you sit down at the

computer:

71‘

Determine the approximate number of accounts that will be in your
client®s General Ledger. Decide whether or not he will be using a
Payroll HMasterfile (necessary if he will be producing 941Afs and W-2's).
Select the appropriate "“Master® chart of accounts from those outlined
below:

CLTENT MASTER OPTION 1: 2 CLIENTS PER DISK (250 EACH ACCOUNTS PER G/L
FILE - MAXIMUM) WITH 2 PAYROLL FILE (50

EMPLOYEES EACH - MAXIMUHN)

CLYIENT MASTER

i

OPTION 2: 1 CLIENT PER DISK (500 ACCOUNTS IN G/L FILE -
MAXIMUM) WITH 1 PAYROLL FILE (50 EMPLOYEES
EACH - MAXIMUM)

CLIENT MASTER

OPTION 3: 1 CLIENT PER DISK (250 ACCOUNTS IN G/L FILE -
MAXIMUM) WITH 1 PAYROLL FILE (300 EMPLOYEES
MAXIMUM)

CLIENT MASTER OPTION 4: 1 CLIENT PER FILE (700 ACCOUNTS IN FILE) -

G/L ONLY

Fill in the Account Maintenance and, if applicable, the Payroll
Maintenance worksheets. Fill out the worksheet(s) with your client‘®s
information. (Examples of these forms are shown in Division C).

Select a printed copy of the "Master Chart of Accounts' and write-in
the changes you wish to make for this client such as:

a. Changing amount descriptions.
b. Adding and deleting accounts.
c. Changes to basic control information

%Computer Operations:

Note:

If you have chosen a 2 client per disk configuration, and you are
adding the second client to a previously set up client disk, then
skip to step 16.

Place the "Master"™ Disk in the "F% Drive and a new, unused Client Disk
in the "RY¥ Drive.
CLEAR EXEC

Key: MOVE F R EXEC
Wait until the light flashing on the Disk unit has stopped and a (:)



10.
11.
12.

13.

14,

has appeared on the CRT. This indicates that the copy of the "Master" has

been completed.

Remove "master® from "F" Drive, Place PHASE I (Program Disk) in "F®
Drive.

Key: LOAD DC¥ "START"™ EXEC
RUN EXEC

The menu will appear on the CRT.
Press Function Key 05 (Disk Initialization).

¥k TINITIALIZATION OPTIONS#*%%%

01 PREPARE CLIENT FILE(S)

02 ACTIVATE UNUSED CLIENT'S FILE

03 REUSE 1 OF 2 CLIENTS FILE

ENTER NUMBER OF OPTION TO BE SELECTED
Key: 3 EXEC

Computer will prompt:
*%%%CLIENTS? FILF OPTIONS#*%%xx%
1 -2 CLIENTS PER DISK
**%% G/L - TO 250 ACCTS. IN CHART
**% PAYROLL - 50 EMELOYEES
2 -1 CLIENT PER DISK (LARGE PAYROLL}
*%% G/L - TO 250 ACCTS. IN CHART
¥%% PAYROLL - 235 EMPLOYEES
3 -1 CLIENT PER DISK (LARGE CHART OF ACCTS}
**%¥% G/L, -~ TO 500 ACCTS IN CHART
*%% PAYROLL - TO 50 EMPLOYEES
4 - 1 CLIENT PER DISK
*%% G/L —--ONLY-- TO 700 ACCTS. IN CHART
5 -1 CLIENT PER DISK
¥*%% PAYROLL--ONLY-- TO 360 EMPLOYEES

Key:___ (01 to 05 depending upon Preliminary Analysis step 1) EXEC.

Computer will prompt:
%% ACCOUNTS ON DISK#***¥x%
01 GENERAL LEDGER 001 998
02 PAYROLL LEDGER 001 998
03 GENERAL LEDGER 001 999
04 PAYROLL LEDGER 001 999
Key: 1 EXEC

Computer will prompt for Accountant®s and Client®s nunmber.

Key: (Accountant #) _ _ _ EXEC

Key: (Client #) _ _ _ EXEC

Computer will change the General Ledger accountant and client number
to the unique account and client number you have selected. Return of
menu to CRT indicates job has successfully completed.

If you have planned to create a Payroll Masterfile for this client, you
would complete steps 13 through 16. If no Payroll is planned at this
time, go on to PART IX.

Press Function Key 00 then Function Key 05 (Disk initialization).

Computer will prompt



15.

l6.

17.
18.

19.

21.

X%k A CCOUNTS ON DISK*®**

01 GENERAL LEDGER 003 128 (your changes, step 9)
02 PAYROLL LEDGER 001 998 (you will now change)
03 GENERAL LEDGER 001 999

04 GENERAL LEDGER 001 999

Key: 2 EXEC

Computer will prompt for Accountant's and Client's Number. Assuming
we have chosen 003 as Accountants Number and 128 as Client®s Number,
we would use them again for our client's payroll masterfile.

Key: (Accountant #} 0 0 3 EXEC

Key: (Client #) 1 2 8 EXEC

Return of menu to CRT indicates job has been successfully completed.
You are finished with PART I. Go on to PART II.

When you are initializing the second client on a Diskette set up for
two clients (you have already set up the first client) you should
complete steps 18 through 21.

Press Function Key 05 (Disk Initialization).
Computer will prompt as shown in step 7.
Key: 1 EXEC

Computer will prompt:
*%¥% ACCOUNTS ON DISK**k**

01 GENERAL LEDGER 001 132 This is Pirst Client (previously set up).
02 PAYROLL LEDGER 001 132

03 GENERAL LEDGER 001 999 These are files you wish to initialize
04 PAYROLL LEDGER 001 999 with your new Client Number.

Key: 3 EXEC

Computer will prompt for Accountant®s and Client's Number.

Key (Accountant #) _ _ _ EXEC '

Key (Client #) _ _ _ EXEC

Return of menu to CRT indicates job has successfully completed. If you
wish to initialize the Payroll Masterfile for this Client complete
steps 18 through 20 (Key 4 EXEC in step 18). Go on to PART II to set
up your client's Chart of Accounts.



SET UP CLIENT CHART OF ACCOUNTS

PART YY - MODIFY CLIENT CHART OF ACCOUNTS

In PART I of this Section we accomplished the following:

1. Created a new client diskette by copying (MOVE F R) a
“"master chart c¢f accounts to a new Diskette.

2. "Initialized" that Client Diskette with new Accountant and Client
Numbers.

Part II involves the actual "changing of information! within the Chart of
“Accounts to make it consistent with the information which you have filled in on t!
"Accountant Maintenance" (and "Payroll Maintenance® if applicable) form({(s).

Right now, the informatiop contained on your Client Diskette is identical to

that contained on the "master" Diskette with the exception that you have

changed the Accountant and Client Number.

If you are not familiar with how the CASH Chart of Accounts is set up,
you should review the Section titled "CASH Chart of Accounts" in Division C.



Changing the Chart of Accounts

First put Phase T disk into the 'F' Drive.

Second, put the Client disk into 'R' Drive.

LOAD DCF "START" EXEC
RON EXEC

»ihe Phase I Menu will appear.

YOUR NAME, ACCOUNTANT

* PHASE I *

e e e e ok e e dfe e o o e e e e e e e e e ok e e e e s o e o e ok ode e e ol o e ade ok ok ik ol ik ol o ok e sl e ke o e sl o o sk o 3 o o ok o sk ok

FONCTION KEYS

FUNCTION KEY 00 ¢cceeeeeea START

FUNCTION KEY 01 ,.ccecc20os CLIENT FILE MAINT.
FONCTION KEY 02 «c..<....o PRINT CHART OF ACCOUNTS
FUNCTION KEY 03 <.cececee. PAYROLL FILE MAINT.
FONCTION KEY O4 ......ee.. WORKING TRIAL BALANCE
FUNCTION KEY 05 ...cccceee DISK INITIALIZATION

Key Function Key 01l.

# _ _ Key; (Accountant'*s #) _ _ _ EXEC

‘4 _ _ _ Key; (Client's #) _ _ _ EXEC

Computer will prompt:

Enter ~-1- to create new master.
-2- to maintain old master.

Key -2- EXEC
Enter Y or N to change Clients information or Control Accounts.
If you noticed you keyed a wrong answer or you want to change any information
enter Y. - go to Step 1.
N. - go to step 8.
Step 1 Control Accounts - Basic Client Information
It will prompt with information and you may change any or all of it.
01 CLIENT NAME =
02 CLIENT STREET ADDRESS =

03 CLIENT CITY - STATE =

Enter # to be changed 04 CLIENT ZIPCODE =



using the input sheet

and comparing it with 05 1ST MONTH FPISCAL YEAR =
CRT screen; change
anything that is incorrect. 06 PFISCAL YEAR =

07 TYPE OF BUSINESS =

ENTER NUMBER TO BE CHANGED OR -~0- IF NO
CHANGES

or

Enter -0~ if no changes (and it will continue to prompt until there is no
more inforwmation)

Enter -0~ to continue - go to Step 2.
~9- if finished - go to Step 8.

“Step 2. Payroll Ccntrol Accounts

Enter Y or N
Y - Change Payroll Accts.

01 ACCOUNTANT NUMBER =
Prompts with information

02 CLIENT NUMBER =

03 CLIENT NAME =

04 CLIENT STREET ADDRESS =

ENTER # to be changed 05 CLIENT CITY, STATE
06 ZIPCODE =
07 FEDERAL I.D. =

08 STATE I.D. =

09 OTHER INCOME TITLE

10 DEDUCTION NO. 1 TITLE

#

11 DEDUCTION NO. 2 TITLE

]

12 DEDUCTION NO. 3 TITLE

]

13 FICA LIMIT =

14 STATE LINMIT =

15 RESTAURANT CODE =

ENTER NUMBER OF ITEM TO BE CHANGED OR -0-
IF NO CHANGES

Enter -0- if no changes
(It will continue to prompt with information until there is no
more.)



§ - Enter -0~ to continue - go to Step 3.
-9- finish - go to Step 8.



Part B Changing an Account Already on the File
Tt will prompt with information pertaining to that account # you entered.
"A" ACCOUNT - CREATE OR MAINTAIN

01 A ACCOUNT DESCRIPTION =

02 SCHEDULED ACCOUNT =
iEnter #*s to change 03 NEW PAGE =
Enter -0- if no changes.
04 CENTERED DESCRIPTION =
ENTER NUMBER OF ITEM TO BE CHANGED OR -0- IF
NO CHANGES

It will continue tc prompt with information for that account.

Enter #°s to be changed.
Enter -0- if no changes.

After you have seen or changed all information for that account

Enter -0- to continue Go to Step 3.
-9~ to finish Go to Step 8.

Step 3.

Enter Branch or Sub Account?

Enter Acct. # (to be changed or inserted)?

Enter type of acct?

Title -A- Go to Step

Money -B- Go to Step

Total -C- Go to Step
Subschedule -D- Go to Step
: Delete -X- Go to Step

[ooBEN N S, I =

It will ask if it is correct Y or N.
Step 4. A account
Part A Adding a new account

#

Enter Y or N for Centered description
(This will center title on financial statements).

Enter Y or N for Page Overflow
(This will put information on new page.)

Enter A description.
Chance to correct.

Enter # to be changed or -0- if no change.

Enter -0- to continue Go to Step 3.
-9- to finish Go to Step 8.



tep 5. B Account
Part A. To Add a -B- Account
Enter ¥ or N if Column A

Enter Monthly Journal Entry?
(if at this time you don't want to use J/E, enter a -0-)

Enter B Description.
Chance to Correct.

j0 you want to zero out current & prior year fields? Y or N.

Enter ~-0- to continue Go to Step 3.
-9=- to finish Go to Step 8.

"Part B. Change a B Account

‘3ives you the chance to change information in groups of 7 lines.

#"B" RCCOUNTS - CREATE OR HAINTAIN
Enter #9s 1 through 7 to change 01 "B*% ACCOUNT DESCRIPTION =

-0- if no changes.
02 MONTHLY J/E =

I

03 SCHEDULED ACCOUNT
04 CASH FPLOW ITEHN =

05 CASH ACCOUNT =

06 COLUMN "AR® 1 OR 2
07 COLUMN "A®" =
ENTER # OF ITEM TO BE CHANGED OR -0~ IF NO
CHANGES 1-7 OR O
It will continue tc prompt with information pertainring to that 'B?' account.

Enter -0~ to continue Go to Step 3.
-9- to finish Go to Step 8.

Step 6. C Account

part A. To Add a C Account

Enter 1 through 9 Total Level?
Enter C Description.

Chance to correct.

Enter -0- to continue Go to Step 3.
-9- to finish Go to Step 8.

Part B. Change C Account




It will prompt with information pertaining to the C account.
Enter -#- to be changed. “C% ACCOUNTS - CREATE OR MAINTAIN

-0- if no changes.
01 #C" ACCOUNT DESCRIPTION =

02 SCHEDULED ACCOUNT =

03 TOTAL LEVEL =
ENTER NUMBER OF ITEKHS TO BE CHANGED OR
-0- IF¥ NO CHANGES.
Enter -0- to continue Go to Step 3.
-9- if finished Go to Step 8.
Step 7. D Account
Part A. Add D Account

Enter Y or ¥ for Column A

Enter D Description.
Chance to correct.

Enter -0- to continue Go to Step 3.
-9- to finish Go to Step 8.

Part B. Change a D Account
It will prompt with 'D' information.
npw ACCOUﬁTS -~ CREATE OR MAINTAIN

01 "p™ ACCOUNT DESCRIPTION =

Enter # to be changed dr 02 SUBTOTAL =
-0-if no changes.
03 COLUMN "A® =

ENTER NUMBER OF ITEM TO BE CHANGED OR
-0- IP NO CHANGES

Enter -0- to continue Go to Step 3.
-8- to finish Go to Step 8.
Step 7A. X Account (Deletes)
After you say Yes on step 3, the account is now deleted and it will prompt

Enter -0- to continue Go to Step 3
-9- to finish Gc to Step 8

Step 8. =-9- Finish.

At this point the system is copying the information onto your client's disk.
The Menu will appear
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00
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02
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FUNCTION KEYS

ENANCEENANCEENANCEENANCEENANCEENANCEENANCEENANCEENANCEE!

START

PRINT CHART OF ACCOUNTS
PAYROLL FILE MAINTENANCE
WORKING TRYAL BALANCE
DISK INITIALIZATION

Again, it is good practice to Print out Chart of Accounts and edit it for

eITors.

It will pronmpt for

Enter a 1 or

Are you using

2.

Enter Clients #_

Enter Accountants #

-1- high speed printer
-2- output writer

To do this you simply Key Function Key #2

Enter date of report (Form MM/DD/YY)
Is date correct Y or N.

Then check to see if printer is ready?

It will print complete chart of accounts.

Menu will appear

FUNCTION
FUNCTION
FUNCTION
FUNCTION
FUNCTION
FUNCTION

KEY
KEY
KEY
KEY
KEY
KEY

00
01
02
03
ou
05

* PHASE I *
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FUNCTION KEYS

® e e 5 0 e0 009

START

CLIENT FILE MAINTENANCE
PRINT CHART OF ACCOUNTS
PAYROLL FILE MAINTENANCE
WORKING TRIAL BALANCE
DISK INITIALIZATION



Section Overview

This section describes how Journal Entries are input to the computer.
Journal Entries can be "keyed in" from the console as soon as the Client
Diskette has been set up. A summary report of the Journal Entries called
~the Journal Audit List is produced. When you have finished the current
batch of Journal Entries, the next step will be to sort the Journal Entries
and post them to the General Ledger

o
vt




JOUTGIAT il ey (00 b Aarunnes or CALIH

The unidgue acsign features of CASH insurc. ...
. Speed
. Accuracy
. Lase of Operation

. Ability to Lxpand Input Capability

sbunn O 11PUT

Systen has hecen designed to facilitate rapid entry of data, Tho
Conszole Operator 1s alerted to input errors by an auditory
siinal, olininating the need to reference the CRT  Screen  during
nost invult  opcerations. Likewise, the use of the unigque CROI

WYPAD, set up Lo operate lile an  addpuanch  or  adding machine,

keeps operator attention feocused on 3Scurce Docunents 90% of the
tine.

ACCURACY .

Tnout accuracy is  enhanced by extensive  aedlting  of  Journai
Lntrices as  they are inout, nccount, Subaccount and Dranchi
Hwal:ers are checred to b2 in the proper rance for each  ontry.,
Hash totals for account number are providod at the end of each
batch, Batches of input wmay not ke closed unless they are in
balance. A "Journal Audit List" (report) is printed as
transactions are input.

DASD OF OPLRATION

The invut of ‘Journal I'ntrics has been hept as sinple and easy to
learn as possible.  An Operator familiar with an addpunch wachine
should be capable of running in Fiftecen Lo twenity niinutes,
Others will thoroughly understand the input operation in  less
than forty-five minutes



ADTLTON o sty Ly CHADNATTTY

A1l the operator "input" operations may be noved  from  the CASH
Coaputer  to a  separate "Vork Station" with the purchase of the
PPiz—-CAGH SYGTUd As o the  kKeying  in of Journal Intrics  will
CoONGwe 606 Lo 7035 of all conputer tine, the addition of a ork
Station can  increase your overall capacity significantly by
eliminating this function from your main computer completely,

HOW IuPUT TO COMPUTER WORKS

The muieric keynad located on the right of the Computer Xeyboard
15 modified to look like the diagiran below,

ARC [ N
PRINT 31 It J [T“'

SRR ) SR N S

=== =1 -_,.._ -

7 8 9 ;ﬁi
alls T] F‘ CASIl KIYBOARD

HiBEn

(o] i (7] ]

Uninue CASH Input Pad

SPICIAL &NYG 01 KEYPAD

The special kxeys on the Xeypad are:

1. ﬁIﬂ - called the "non=-add 3" key - 1is used to begin
cach Dbatch of  input  (CASH  USHS "hateh" and "source
journal" interchangably). The follouving inforrnation is
input in conjunction with the non-~add 3 key:

a., Accountant Number,
>~
b. Client lunber.
c. itonth you wish to post to (for all following J/0's),

d. Current Fiscal Year,

e. DBatch Nunmber (you may use numbers 1 to 9).



2. [_UJ - called the "non-add 2% Koy - is used for input of
chock (or  othor referencee nunber) and caployee nahoer
(i transoction 15 a4 payroll transaction),

3. ll]~ called the "non-add 1" koey - is used for  input  of
accounlt nuber . {(also  subaccount or branch mueber if
applicable) .

4, ‘DAYiw is used to identify the day for all following
transactions.,

5. E] the ‘“credit" key or [E] the "debit" key is
depressed after entering the awount you wish posted for
a particular entry.,

G. |DEGC|=- is used to enter up to 25 positions of alpha
description (which will be printed on the Journal Audit
List and Detail General Ledger).

7. ’SUHI— is used to obtain total dehits, total credits and

hash total for account nunber for current batch.

JOURNAY, AUDIT IIST REPORT

The Journal Audit List 1is produced while vyou are keying in

Journal Intries. Should you have an "out of balance” condition
- .y P N T T s | N e T e N e S e SN B L O 7 I s ¢ Py
Al LBl QLG Wa A Jua ol Wl LlbpsA g L S S S T2 T SR Y FEW RS 5 Iy 91 ORI L O I R e (S

spot input errors. Each time you beuln a new hatch, batch totals
for the previous batch are printed and the Journal Audit List
continues on a ncw page,

DETAILED INFOIJBMATION OM SPECIAL FLATURES O CASH INPUT
. Hierarchy of iemory
. Bditing for Accdunt Number
. Bditing for valid Client and Client Month and Year
. Payroll totals on Journal Audit List
. Calculation of ﬁth Amount"
. Automatic Increment of Reference Number
. Repeating Descriptions

. Restart =~ Continue Feature



The CALIHL Systoa has bheoen desioaned to eliainate the need bo inpuat
reduandant  infornation when that inforiation doens nob change fron
ore entry to the next, In other vords, the conputer  kecons  thoe
last transaction's III II I DAY in nenory for the transacition
currently being processed, Suppose,  for oexanple, that:  you
accidentally ey in an incorrect dollar amount., All you neced Lo
do 1s to baclk out the incorrect amount (using opposite sign) then
ey in the correct figure. 7“There is no need to use the IILT IX
or I kevys.

2

The Computer lemory works in a hierarchy shown below:

ITI Posting Month & Datch Humber,

DAY Day (two positions - optional),

II Imployee #. & Reference #.

DESC 25 Position Description (optional),
I Subaccount/Branch & Account ,

The System will "reaaaber" all the information from vyour last
transaction, However, whenaever  vou change one of tha itons
ahove, you must also re-jkey those items below it on  the list,
Fur & Fayvodlli Toansection Tor J.  Saith, the Chock inunaber and
Description would not be changed as vou are posting to WICA, FiT
and various deductions., Thus you would onlv nend to key account
nunher then amount for cach of the entries. If vour next entry
involved another ciiployce, you would be changing the II (caployec
¢+ and reference i) which would require a new DBESC (description)
as well as I (account number), ’

-

\.;’J

ENITING FOR ACCOUNT JUMBLR

Ilach account nunber is checked against the highest Account jumber
vou said would be valid when you crcated the Cllent's Chart of
Accounts. Shoula you accidentally enter nuwiber higher than the

highest account nunber specifiod, an auditory sisgnal will  sound
to indicate the error. Tor payroll transactioss (when you have
sed enployee # with the IT key) accouut number vould b chocked
with the gross, tax ond deduction accounts vou spacificd in the
Clicents Chart of Accounts, Failing to find the account nunber
there, an sterisk (*) will be placed next to the entry on the
Journal Audlt List,
?



EDTTING 17O VALID CLIENT AND FISCAL MONTIL AND YTIAR

whenever, you key in client number fiscal month and  year  (using
tho U{i] key) the computer checks to sec that you are using the
correct client nunber and that the date you are using falls
within the client's current fiscal year. You are not allowed to
post to the !onth of June 1976 if the current fiscal vyear for
your client begins in June 1975,

PAYROLL TOTALS O¥ JOURINAL AUDIT LIST

p
Totalg for Gross, Tayx and bDeduction Accounts are summarized wvhen
vou indicate vyou arce ending all batches of input for a client.
These totals arce sunmarizoed on the end of the Journal aAudit List
Reporxt,

CALCULATION OF ™iuT ANOUNT" FOR PAYROLL CHECKS

CASI has been designed to display "net amount" on the CRY Screcen
for all entries that fall under on check number. This fcature
is particularly valuable when keying-in payroll transactions.

AUTOMATIC TUNCREHMEWT OF REFIRENCE NUMBUER

Recognizing the fact that reference numbers will be in  close
scquence in many instances, the system will automatically aad onc
to the previous reference mucher if you skip input of refercnce
nuiber and simply depress E}] key.

RUPEATTHNG DLSCRIPTIONS

Alpha Description (keyed with the DESC‘ key) will continue
automatically from one transaction to the next until you key in
the next E} (reference  number), This featnare is uscful for
payroll transactions or, say, when you wish to identify all
transactions ags "INITIAL TRIAIL RALANCE". Detail that is keved in
with vyour Jjournal entries is carried through to the Detail
General Ledyer Report,




RITGWART ~ COMTINUEL FEATURE

The input. of Journal Imtrics to the conputer  is  the wost  time
consuning  ooeration  on the comnuter., 1L is likely that vou nay
wvish to discontinue input for a client and then return  later  to
finish the input operation. The CASil System has this facility.,

To "discontinue" input:

1. Subhtotal.
2, Inter one transaction to a durmmy (invalid) account to
"palance” the current batch,

3. End the kbatch in the normal fashion (9999 |[ITI ).

4., Remove Phase II and Client Disk,
110TE: Journal Intries are temporarily stored on Phasgse II
Disk. This disk should not be used for input of other
client J/E.

Laters...

To continue input:

1. Mount Phase IT and Client Disks, select Journal Audit

List.
2. Reply "yes" to question: "Do you wish to continue

J/n?"  Then supply last scquence number of last Journal
Audit List.

3. Enter the same non-add EEE} information as you were
using in last batch (including !DAYi ).

4, Enter beyginning transaction to reverse transaction in
itewm 2 of "discontinue input" (above).

5. Continue input of Journal Entries,

HOTI: It is unlikely that vyou will exceed the nmaxinmum
nunber  of maximum  nunber  of Journal Entries that can be
handled by the System at one time, lHowever, as a point of
refercnce, the naximum number of Journal Intries that can
be stored without posting is 1,200,

The input features of CASII have been developed and refined around
our customers' needs. Lach feature mentioned above is  justified
by hcavy custoner usage. The najor considerations in the design
of CASHl Journal Entry are 1) Speed, 2) Accuracy and 3) Ease of
Opcration., ‘



Journal Audit list

PART T

This section is devoted to explaining how to key in various transactions into

he systenm.

1. You use Phase ITI disk, put it into drive *F®. Put Clients Disk into

drive *R?Y,

b

2. CLEAR. EXEC.

Key RUN EXEC.

Key LOAD DCF ¥"START"™ EXEC

he Phase IT menu will appear:

YOUR NAME, ACCOUNTANT

* PHASE ITI =%
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FUNCTION
FUNCTION
FUNCTION
FUNCTION
FUNCTION
FUNCTION

KEY
KEY
KEY
KEY
KEY
KEY

00
01
02
03
ou
05

'{ey Function Key 01 EXEC.

FUNCTION KEYS

ececessaece START

esevesenss JOURNAL AUDIT LIST
seseesesss SORT .

ccesmmass . DETATLED GENERAL LEDGER
eesessneeass FINANCIAL STATEMENTS
esssecesess PAYROLL COMPENSATION REPORT

2. Computer will prompt:

Are you using the

-1- High Speed printer.

Key 1 EXEC

-2~ Output Writer (typewriter).

3. Computer will prompt:

Is this a continuation of J/E?

Note: The system has been designed so that you can interrupt the input of
J/E's, and return later to continue keying J/E's.

The computer will now ask you if you wish to continue inputting J/E's for a
client for whom you already had keyed some J/E. If you are keying J/E for a

c:lient for the first time,

reply N to the message; "Is this a continuation

of J/7E?" 1If you are adding additional entries after keying interrupted -



then reply Y.

PART IT (input transactions)

STEP 1. N-ADD IIT (identifies a new batch and you only need 1 per batch.)

It expects three digit accountant #
three digit client #
two digit month
one digit year
one digit batch #

Prompt Enter N-ADD IITI = ? 00110010161 IIY EXEC.

Prompt N-ADD III 001/100,/01/6/1
2

Go to Step 2

STEP 2. N-ADD II (This key is used to identify the source document with
your transaction. For non payroll transactions, key up to 5 digit
check or other reference number. For payroll transaction, key a 1
to 4 digit employee number then 5 position check or reference
number. A reference number must be 5 positions when employee
numbers are being used. Add leading zeros if necessary.

Key (employee # and reference #) IT EXEC.

— o e e e e e

STEP 3. N-ADD I (This key is used to identify the branch or subaccount
(2 digits) and a 5 digit account number. When subaccount or branch
is used, account number must be 5 positions. If no subaccount or
branch key account number as a 1 to 5 position number.

Key (subacct/branch # and acct #)
(optional) I EXEC.

STEP 4. DAY of Transaction

Key (day - e.g., 31lst is 31) DAY EXEC.

STEP 5. Descripticn (optional)
This is just a description of the entry itself (up to 25 characters).
ALPHA EXEC.

Computer will prompt with:

Description?
Key (Description - 25 positions) EXEC.

STEP 6. Amount + or - used just for the money to be entered.
Key (amount + or -) EXEC.

Now if you want to continue entering for same batch go to Step 2.



6a. If you are through entering a batch and you want to start a new
batch
If you are through entering journal/E for this session

Key SUB EXEC to see if the batch is in balance.
TOTAL

If at this time the batch is not in balance go to Journal Audit
List on the printer and find the entries that may be WCOoNng.

Make correcting entries and take a subtotal again to see if you
have found all errors.

Then go to Step 1.
6b. If you are through entering J/FE for this session

Key SUB EXEC.
TOTAL

Check to see if batch is in balance. If it is not check the
Journal Audit List on the printer and find the entry or entries
that are incorrect; make correcting entries; take another subtotal
to see if you have found all errors, then

Key 9999 III EXEC.

This will close the batch and go back to the menu.



Client File Backup Procedure

What is "Client File Backup?"®

Client File Backup is simply the maintaining of a "backup copy"” of your
Client Diskettes. A copy of your Client's Files can be made by following the
procedure below:

i. CLEAR EXEC.

2. Place the Client Diskette that you wish to be copied (the "original")
in the "F" Drive. Place the Diskettte that you wish to have your client
"copied to" in the "RY™ Drive.

3. Key MOVE F R EXEC.
The computer will now begin to copy the information from the Diskette
in the "F" Drive to the Diskette in the "R" Drive when the Read/Write
lights on the Diskette Drives stop flashing and a (:) appears on the

: CRT, the copy operation is finished. The Diskettes may now be removed
from their Drives.

#hy is File Backup Important?

File Backup is essential because it is the only means that you have of
avoiding lengthy restoration of a client file should an operator make an
error or should you lcse power while you are updating a file. While the
chances that you will need to use the backup copy are relatively small, the
cost to you in man hours and computer time should you need that backup is
substantial.

What are The Costs Involved in Client File Backﬁp?

The "cost" of File Backup is measured in terms of time used for the copy
operation on the computer and in terms of Diskettes that are tied up as

dackup files. The copy operation itself will take approximately two and a
aralf minutes. The number of Diskettes that are used to hold backup files will
depend on how you run your computer operation and when you choose to backup
your client files.

When Should The Client File Backup be Done?

A Client's Files - his Diskette - should be backed up just before it is
apdated. This means that some time before you post transactions to the General
Ledger and Payroll Masterfile you should back up the Client's File. You

r1ave probably noticed the red tabs on the Section dividers in Division A. We
“ecommend that you organize your data processing so that you process a given
client from the first red tab through the second one "non-stop". 1In other
7ords you should key in your Journal Entries, sort and then post them to the
seneral Ledger (and Payroll Masterfile, if applicable) as an uninterrupted
operation on the computer. If you follow this scheme, a good time to back up
vour client file would be just before you key in your Journal Entries.

'ou might also consider backing up a client file before you make changes
hrough Client file Maintenance to the Chart of Accounts.

low Many Diskettes Will Be Tied Up as Backup Files



e recommend that you keep one File Backup for each of your client
)yiskettes.

When you are satisfied with the results of your latest posting

by reviewing the Detail General Ledger Report or by running a Working Trial
alance) you can "release" the Diskette for reuse as soon as you are sure that
your current posting operation has been successful.

jow Many Times May a Diskette be Reused?

Diskettes may be reused indefinitely. One large computer manufacturer has
“suoted the figure 50,000 times. While we would be inclined to be less
)ptimistic we doubt that you will encounter difficulty in the near future.

Are There Other Times That Should You be Concerned With Backing up a Diskette?

7fou should maintain, at all times, a backup of your Phase I, Phase II and

Phase III Diskettes. As you may have guessed already, you can make copies of
jour "program Diskettes" with the same MOVE FR EXEC that you use for backing

1p your client Diskettes. Whenever you receive program updates (a new PHASE I,
IT or ITI Diskette) you should make up a backup of each new Diskette. Then,
should a serious error occur, you will not have your processing delayed while we
jet a replacement Phase I, II or III to you.

A word of caution is in order here. When you do the MOVE FR EXEC you copy
whatever is on the Diskette Drive "F" to Diskette Drive "R". Whatever was

on the Diskette in the "R"™ Drive before you press EXEC is '"gone" once you
push that button. The MOVE FR will copy over whatever is on the "R" Diskette.

The PHASE I, II and PHASE III Diskettes are the property of Wang Laboratories,
Tnc. and are licensed for your exclusive use at the installation designated
in your contract. The information on these Diskettes is traceable and you
should exercise the same caution in protecting this material from authorized
use as you use in protecting the confidentiality of your client's information.



EDIT JOURNAL AUDIT LIST

1. Depress Speclal Functlon Key 15
2e Depress Speclal Functlon Key 02
EDIT JOURNAL AUDIT

D Machine will print LOAD ACCOUNT TABLE

4, ARE YOUR USING
-i= high speed printer

=2« output writer
KEY A 1 « EXEC
5e Machine will print VALIDATING ACCOUNTS

6. IF YOU HAVE ANY INVALID ACCOUNTS OR EMPLOYEE NUMBERS
THEY WILL APPEAR ON THE PRINTER IN THE FORM OF A WORKSHEET
IF YOU KEYED THE AMOUNT AS A DEBIT THE MACHINE WILL REVERSE
THE ENTRY ON THE PRINTER MAKING THE INVALID TRANSACTION A
CREDIT AND GIVING YOU A BLANK DEBIT LINE TO MAKE YOUR
CORRECTION.

Te IF YOU HAD ANY ERRORS GO BACK TO JOURNAL AUDIT LIST AND
REOPEN THE BATCH SAYING YKES TO CONTINUATION QUESTION.
AND MAKING THE REVERSING ENTRIES PER ERROR LOG.

IF YOU HAD NO ERRORB GO TO NEXT SECTION IN THIS MANUAL.

*** NOTE THIS PROGRAM SHOULD BE RUN ONLY ONCE ---- REASON
BEING YOUR CORRECTIONS WILL SHOW UP AS ADDITIONAL ERRORS ON
THE SECOND RUN,****xk*%



Sorting Transactions - (General Ledger and Payroll)

Section Overview

This section describes how Journal Entries, which were input to the
system (Section IT) are sorted and posted. Entries which are to be posted
‘to the General Ledger are first sorted and then posted to the General Ledger
while a "Detail General Ledger" report is being produced. Payroll transactions
.are sorted, then are posted to the Payroll Masterfile while the Payroll

Compensation Report is being produced.

5




2

3

SORT TRANSACTIONS

Depress Speclal Functlion Key 15
Depress Speclal Function Key 03
SORT

The Sort Program 1a autematic and it will sort both
General Ledger and Payrell transactions in one step.

The program wlll go back to the menu when it cempletes
sorting the transactions.,



10.

Posting Sorted Transactions
to General Ledger

Make sure that the Phase II Disk is in the "F" Drive
Disk is in the "R" Drive.

CLEAR EXEC

Key LOADDCF "START" EXEC

RUON EXEC

The Phase IT menu will appear.
Press Function Key o}

The computer will prompt
Are you using the

-1~ High Speed Printer
- 2= Output Writer

Enter a 1 or 27__
Key 1 EXEC
The computer will prompt:

ENTER DATF OF REPORT - FORM - MM/DD/YY?_
DATE ENTERED CORRECT - Y-N?

Key (Accountant #) -—-
Key (Client #)---

New Piscal Year - Enter Y or N?
Key N EXEC.

Closing FPiscal Year - Enter Y or N?
Key N EXEC.

Select Print Option:

-1- All Accounts
-2- All Accounts, Except Zero Balance
-3- Only Accounts with Activity

Enter Print Option - 1 through 32
Key 1 EXEC.

and that the Client

The Phase IY menu will appear and posting General Ledger Transactions



are finished.

11. If you have payroll transactions to post to the Payroll Masterfile
proceed toaestMeg ; otherwise you are finished with posting.



Posting Sorted Payroll Transactions
Make sure that the Phase ITI Disk is in the "F" Drive and that the Client
Disk is in the “R" prive.
CLEAR EXEC
Key LOADDCF “START" EXEC
RUN EXEC

The Phase ITY menu will appear.
Press Puncticn Key 05.

Computer will prompt

Enter period ending date - Form - MM/DD/YY?
Date Entered Correct Y - N? __ EXEC

Computer will prompt

Select Punction

-1- to list Master Pile

~2- to procegg Transactions
-3- to list Transactions
Enter Function 1 through 3?
Key a 2 EXEC.

Computer will prompt

Are you using

-1- High Speed Printer
-2- Output Writer

Key 1 EXEC.

The Phase II menu will appear and you are now finished posting Payroll
Transactions.



FINANCIAL STATEMENTS

(BALANCE SHEET & INCOME STATEMENTS)

PUT PHASE III DISK INTO "F" DRIVE
PUT CLIENT DISK INTO "R" DRIVE

TYPE CLEAR - EXEC
LOAD DCF"START" =~ EXEC
RUN - EXEC

THIS WILL BRING THE PHASE III MENU INTO THE SCREEN.
DEPRESS SPECIAL FUNCTION KEY 01

FINANCIAL STATEMENTS

ARE YOU USEING THE
-1- HIGH SPEED PRINTER
-2- OQUTPUT WRITER

KEY A 1 - EXEC

ENTER ACCOUNTANT# - EXEC
ENTER CLIENT # - EXEC
ENTER DATE OF REPORT MM/DD/YY - EXEC

WHICH INCOME STATEMENT OPTION DO YOU PREFER?
=1- CURRENT AND YEAR TO DATE

-2- YEAR TO DATE ONLY

-3- VARIABLE PERIOD AND YEAR TO DATE

KEY A 1,2, or 3 =--- = EXEC

WHICH DATE FORMAT DO YOU PREFER ON INCOME STATEMENT?

~-1- (FOR X MONTH PERIOD ENDED MMMMMMMM XX, 19XX)
-2- (FOR MMMMMMMM XX, 19XX THRU MMMMMMMM XX, 19XX)
ENTER A I or 2 - EXEC

CHECK TO SEE THAT THE PRINTER IS READY.

THE MACHINE WILL PRINT BOTH BALANCE & FINANCIAL STATEMENT

TOGETHER.

THEN IT WILL GO BACK TO THE MENU



Rdditional Financial Reports

Fund Statement and Flow of Funds

Make sure that the Phase IIT Disk is in the

Client Disk is in the "R" Drive.
CLEAR EXEC

Key LOADDCF "“START" EXEC

RON EXEC

The Phase ITT menu will appear.
Press Function Key 05.

Computer will prompt
ARE YOU USING THE

-=1- LINE PRINTER (high speed printer)
=2~ OUTPUT WRITER (typevwriter)

Key 1 EXEC

"F"

Drive and that the

Computer will rrompt for accountant's and client's number.

Key (accountant's #) __ EXEC

Key (client's #) _ _ EXEC

Computer will prompt

ENTER DATE OF REPORT - FORM - MM/DD/YY
Key MM/DD/YY EXEC

Computer will give you chance to correct date.

Key Y EXEC
Computer will prompt

DO YOU WISH YFAR TO DATE?
RKey Y EXEC

Computer will prompt

ENTER THE NUMBER OF MONTHS TO BE COMPUTED?

Key 0 EXEC
Computer will prompt

WHICH DATE FCRMAT DO YOU WISH TO USE?

-1- (FOR X MONTH PERIOD, ENDED MMMMM XX,

19XX)
—-2- (FRCM MMMMM X, 19XX THROUGH MMMMM XX, 19XX)



10.

o

Key 1 EXEC

When menu returns to the CRT,

job is completed.



Payroll Compensation Report

Make sure that the Phase II Disk is in the "F" Drive and that
appropriate Client Disk is in the "R" Drive.

CLEAR EXEC
Key LOADDCF "START"
RUN EXEC

The Phase II menu will appear on the CRT.
Press Function Key 05.

Computer will prompt for period ending date.
Key MM/DD/YY EXEC

Computer will prompt for date correction (if necessary).
Key Y EXEC

Computer will prompt:
SELECT FUNCTION
~1- TO LIST MASTERFILE
~2=- TO PROCESS TRANSACTIONS
-3~ TO LIST TRANSACTIONS
Key 1 EXEC

Computer will prompt:

ARE YOU USING THE
-1- LINE PRINTER (high speed prlnter)
-2- OUTPUT WRITER (typewriter)

Computer will prompt for accountant's and client's number.
Key (accountant's #) _ _ _ EXEC
Key (client's #) _ EXEC

When report is complete, menu will return to the CRT.

the



Payroll W-2 Statements

Make sure that the Phase III Disk is in the "F" Drive and that the
appropriate Client Disk is in the "R"™ Drive.

Place W-2 forms in the printer. Press the "select" button on the
printer.

CLEAR EXEC
Key LOADDCF "START"
RUN EXEC

The Phase IIT menu will appear on the CRT.
Press Function Key O01l.

Computer will prompt for accountant's and client's number.
Key (accountant's #) _ _ _ EXEC
Key (client's #) _ _ _ EXEC
Computer will prompt:
ARE YOU USING
-1- LINE PRINTER (high speed printer)
—-2- OUTPUT WRITER (typewriter)

Menu will return to screen when all reports are completed.



Payroll 941A Reports

Make sure that the PHASE III Disk is in the "F" Drive and that the
correct client disk is in the "R" Drive.

CLEAR EXEC
Key LOADDCF "START" EXEC
RUN EXEC

Menu will appear on the CRT.
Press Function Key 02 for 941A FORMS

-or- 03 for 941A NON-FORMS.
Computer will prompt for accountant's and client's number.
Key (accountant's #) _ _ _ EXEC
Key (client's #) _ _ _ EXEC

Computer will prompt:

ARE YOU USING THE
-1- LINE PRINTER (high speed printer)
-2- OUTPUT WRITER (typewriter)

Key 1 EXEC

If forms are to be used they should be placed in the printer at this
time.

Computer will prompt:
ENTER DATE QUARTER ENDED - FORM MM/DD/YY
Key MM/DD/YY EXEC

Menu will appear when job has been completed.



CLOSTNG OUT "'t 1L SCAL YEAR

In order to understand how the computer assists you in closing out
the Fiscal Year, it is helpful to know something about the format used
by the computer to save your Client information.

For each one of the "money" accounts (type "B" accounts) in your
Client's General Ledger, the computer saves a full 24 months of informa-
tion. The information saved or "stored" by the computer is the "account
balance" for each twelve months for the "current" year and for each of
the twelve months of the prior year. When you key in Journal Entries,
the month that you post to is determined by the month used with the Non-
add III key. Below is an illustration of what a general ledger account
which had a full twelve months of information would look like.

: c A _1ST 2ND_ 3RD_ATH STH 6TH T7TH 8TH OTH 10TH 11TH 12THCURRENT

?q?q"‘ YEAR
L

G%SH =0=1 =0= | 1300| 1100| 800| 2100] 2050| 1374 1929 1500} 1413|1042 |1655| 1263
IN

RIRT ' PRION

YEAR

""0"' -a-O- —O— -O- —O- nO- -O- 00-. -O- -Oa —O- -Oc- -O- -—Ou

.

You will notice that the prior year has a zero balance for each of
the twelve months. (This is the first year on the computer for this
particular client). Looking at the current year, the "bucket" labeled
"lst" represents the account balance for the first month of the fiscal
year. Immediately to the left of this is a bucket labeled "A" (for
adjustments"). You post amounts to this bucket by using "batch zero"
with the Non-add III key.

When you post your adjustments at the end of the Fiscal Year you
may use batch zero to put them in bucket "A" or you may post them to any
month. Adjustments posted to the "A" bucket will effect the account
balance for the entire year, but will not effect any particular month.

The computer closes the fiscal year in a two step process:
STEP 1 - MOVING CURRENT YEAR TO PRIOR YEAR WHICH INVOLVES:

a. Zeroing out all prior year amounts for each account.
b. Moving all current year monthly balances to prior year.
C. Zeroing out all current year amounts.

After Step 1 has been completed, the Cash in Bank account will look
like this:

C R ot oo 3'"’ u' gtk (TR qth gtk gtk gk 4k otk

CUREENT VEAR
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sSTEP 2

s,
by,

ZERO OUT INCOME AND EXPENSE ACCOUNTS, WHICH INVOLVES:

Zeroing out all the "buckets" on increase and expense accounts.

For all other aceonnts, summing all the "paion yvear® backel s
and placing the account balance in the "C" bucket of the

current year. After Step 2 has been completed, the Cash in
Bank account looks like this:

¢

C R 4.“ 'Z”d ‘3‘.d u“‘ AL L‘"‘ ‘7% 3“‘ q'”. ID“' rln‘ l'.lH‘
- ENT VEAR
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U p?ooll,lobl SOOinoo 203K 1873119291 |{oo| 1913 110%2 1611262 RRIOR

We are now ready to begin posting for the new Fiscal Year. The
balance of the Cash in Bank account has been brought forward. The
Income and Expense Accounts has been completely zeroed out:

¢
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PROCEDURE FOR CLOSING OUT THE FISCAL YEAR
In closing the fiscal year you must complete the following steps:
1. Post your adjustments
2. Post the YTD figure to Retained Earnings Account
3. Change Fiscal Year on Client's Chart of Accounts (with Client
File Maintenance).

When closing an account the computer will automatically:

1. Move account balances from "current year" to prior year...

2. Zero out all income and expense accounts

3. Bring account balances for the "prior year" forward to the
current year. - - o

l. Posting Adjustments.

Year end adjustments are made using the reqgular Journal Audit List,
Sort, Detail General Ledger run equence. You should use "Batch O"
if you wish adjustments to be added to the "aA" bucket.

2. Posting the Year to Date Earnings to Retained Earnings Account.

The year to Date Earnings figure must be posted to Retained Earnings

prior to closing the fiscal year. This figure is a "calculated amount".
: While there is a type "B" Retained EBarning Account, there is no money

in it. Consequently when you post to the Retained Earnings Account,

you will have to post to a dummy account (an invalid account #) at the

same time.

3. The Fiscal Year (i.e. 75 to 76 etc.) must now be updated using the
Client File Maintenance Procedure.

The actual closing of the fiscal year occurs the first time you run the
Detail General lLedger Programs for the next year. You key in your transactions
for the first month of the new fiscal year, you then sort then.

When you start the Detail General Ledger you are asked:

"Is this the first month of the fiscal year?" You should reply "yes" (Y)
to this question. The computer will now complete Step 1 {above) by zeroing out
the prior year and moving current year information to prior year, then zZzeroing
out the current year.

The computer will now ask:

"Are your closing the fiscal year?"

You should reply "yes"_ (Y) to this question. This will zero out youre
Income and Expense Accounts and bring the balance from "prior year" forward to
the current year ("C" bucket) for all other accounts.

The reason for asking two questions:
Is this the first month of the fiscal year?



and
Are you closing out the (previous) fiscal year?

is that the CASH System allows you to begin to accumulate input for the new
year without clcsing the previous fiscal year. Once you have posted your adjustme
and Retained Earnings for last year you can reply "Y' to the question: "Is this
the first month of the fiscal year?". This will place "current year" information
into "prior year", allowing you to input infomration for new year.

To the question "Are you closing the fiscal year?" you can reply "N" thereby not
zeroing out Income and Expense Accounts. You may, at a later date close the fisce

wyear by replying "yes" to this question.




Working Trial Balance

This report may be run any time you wish to see the current debit or

“§redit balance on all your General Ledger accounts.

Make sure that the Phase I Disk is in the "F% Drive and that the
appropriate Client Disk is in the "R" Drive.

CLEAR EXEC
Key LOADDCF "START" EXEC
RUN EXEC

The Phase I menu will appear on the CRT.
Press Function Key 04. '

Computer will prompt:

ARE YOU USING THE
-1- LINE PRINTER (using the high speed printer)
-2- OUTPUT WRITER (using the typewriter)

Key 1 EXEC
Computer will prompt for accountant's and client's number.
Key (accountant's #)_ _ _ EXEC

Key (client's #) _ _ _ EXEC

Computer will prompt for date to be used in taking Trial Balance.
Key MM/DD/YY EXEC

Trial Balance will print. Return of menu means that the job has ended
successfully.



Error #

07

22

29

44

58

61

62

64

67

Common Machine Errors

Reason

Missing Quotation Marks

Forgot to Clear Vv -
Function Key 15

Keyed in Alpha data when
numeric data was required

Tried to list programs but
they were protected

Tried to process non-existing
file

Disk Hardware Error

Tried to write more than
space was allocated

Disk door open or disk not

inserted correctly

Disk format error

Possible Solution

Retype using opening
and closing quotation
marks.

Reset

Clear - Exec
Load DCF "START"
Run - Exec

Retype with correct
numeric data.

NONE

Create the file or

check file numbers.

Call Service

Recreate the file

through disk initialization
using larger configuration.
Check door or disk.

a) Check format button.

b) Reformat the disk.
c) Machine is over heated.
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