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BOOKKEEPING SYSTEM

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *            
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             *
.))))))))))))))))))))))) *2. Printout Financial Statements *
                         *3. End of Period Closing         *
                         *4. End of Year Updates           *
                         *5. Accounts Payable              *
                         *6. Accounts Receivable           *
                         *7. GL System Maintenance         *
                         *8. Print Check Batch             *
                         *9. Main System Menu              *
                         .)))))))))))))))))))))))))))))))))-

INTRODUCTION

U pon se lecting BO O KKEEPIN G , and before you see the Bookkeeping M enu, the screen w ill show :

+))))))))))))))))))))))))))))))))))))))))))),
* Checking for non-updated transactions ... *

.)))))))))))))))))))))))))))))))))))))))))))-

D uring th is tim e StockBoy is  looking for any autom atic transfers to  the G enera l Ledger that have not been added
to  the books yet, such as M andatory Journal P rin touts  that w ere inte rrupted, transactions created autom atica lly
by StockBoy from  the Payro ll, C heck B atch, Sales R egiste r End of D ay, or B illing P rogram s.  M ost autom atic
postings go  into a "ho lding  file" un til the  next operator goes into the  books, tha t way StockBoy is  sure som eone
is availab le to  tend the prin ter.  If an autom atic  posting is found, the  M A N D A TO R Y JO U R N AL PR IN TO U T is
printed  as the  transaction  is "posted" into the  books.

INITIALIZATION AND SETUP

Starting your books on the StockBoy System  is qu ick and easy.  You m ust have: a  C hart O f Accounts from  your
accountan t; curren t Balance  S heet; a lis ting  of Each C harge  C ustom er w ith h is nam e, address, and each
outstanding  charge ; a lis ting  of each vendor you  w ish included in your Accounts Payable w ith his nam e, address,
and each transaction you w ish included.  F irst you enter the Chart o f Accounts, the charge custom ers, the
vendors, and then post the Balance Sheet; and you are ready to  go!
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COMMON DEFINITIONS AND OVERVIEW

The five m ajor Accounting C ategories and the ir re la tionship to  the Balance Sheet and Incom e S tatem ents are
displayed in the  chart be low .  The chart a lso show s those accoun ts  tha t are "C red it Balance Accounts"
(Increases to  these Accounts are  C red its), and the "D ebit Ba lance Accounts" (the Accounts w here increases
are Debits).  StockBoy a llow s you to  m ake your entries in  stra ight-forward increase/decrease sta tem ents instead
of forc ing you to use debits &  cred its.  

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
,

*                            GENERAL LEDGER                                *
*    Debit Balance Accounts                Credit Balance Accounts         *

*+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*

**                         BALANCE SHEET ACCOUNTS                         **
**+))))))))))))))))))))))))))))))),                                       **

***  1000'S - ASSET ACCOUNTS      *                                       **
**.)))))))))))))))))))))))))))))))-                                       **
**                                       +))))))))))))))))))))))))))))))),**

**                                       * 2000'S - LIABILITY ACCOUNTS   ***
**                                       .)))))))))))))))))))))))))))))))-**
**                                       +))))))))))))))))))))))))))))))),**

**                                       * 3000'S - CAPITAL ACCOUNTS     ***
**                                       .)))))))))))))))))))))))))))))))-**

*.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-
*
*+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*

**                     INCOME STATEMENT ACCOUNTS                          **
**                                       +))))))))))))))))))))))))))))))),**

**                                       * 4000'S - REVENUE ACCOUNTS     ***
**                                       .)))))))))))))))))))))))))))))))-**
**+))))))))))))))))))))))))))))))),                                       **

*** 5000'S, 6000'S, 7000'S,       *                                       **
***   8000'S, & 9000'S -          *                                       **

*** EXPENSE ACCOUNTS              *                                       **
**.)))))))))))))))))))))))))))))))-                                       **

*.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-
*
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
-

StockBoy w ill translate your positive and negative en tries into the  correct debit or cred it, depend ing  upon w hich
accounting category the account be ing increased, or decreased, fa lls  in to .  (A ll entries are  positive  unless the
am ount is preceded by a  m inus sign.)  Accounting Categories are designated by the first character o f the
account num ber.  (i.e . any account num ber beginn ing w ith a  "1" is an Asset Account, any account beginn ing w ith
a "4" is a R evenue Account, e tc.)

NOTE - This Operator's Guide will refer to four digit account numbers, you have the option of choosing three,
four, five, or six digit account numbers.  Only the first digit is used for determining the accounting category.

Although you do not have to  use debits &  cred its w hen inputting your entries, YO U  D O  H AVE TO  FO LLO W
D O U BLE EN TR Y PR O C ED U R E!  StockBoy fo llow s the  standard accounting  procedures in the  posting  process.
The only procedure that is un ique to  the  StockBoy G L System  is the inputting of num bers w ith  positive  or
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negative va lues (or num bers preceded by a "D " for debits  or a "C " for cred its), instead of putting your debits  in
one co lum n, and your cred its in  the other. 

NOTE - While debits and credits are NOT REQUIRED, you MAY USE debit and credit entries by preceding
a positive amount with a "D" or a "C." 
(e .g . C 150.00)

As per generally accepted  accounting  principles, an  EN TR Y is the  posting  of any change in va lue  to the  ba lance
of any sing le  account w ith in  the G enera l Ledger.  A TR AN SAC TIO N  is any ba lanced (D ebit/C red it) com bination
of Entries regard ing a particu lar business activ ity that d irectly, or ind irectly, affects the va lue of an asset or its
ow nersh ip .

HINT - One way to think of the Double Entry procedure, for those unfamiliar with the process, is to remember
that each transaction must be in a "source/destination" format.  You need to declare where the money (or
value) is going to (the destination) and where it is coming from (the source).  (i.e. As with your daily deposit
the "Source" for the money is today's sales, 4001, and the "Destination" is the bank, 1001.)  Each "Source"
and "Destination" statements will be "ENTRIES."  When they generate a balance between the Debits and
Credits they will comprise a whole "TRANSACTION."

Most merchants are more familiar with increasing or decreasing the various bookkeeping accounts than in
making Debit or Credit declarations.  Its easier to think of decreasing the bank account, and increasing the
expense account, when writing a check for something.  Depositing the money from today's sales will increase
the revenue account and increase the bank account.  A charge sale increases revenues while it increases
the customer's charge balance.  And a payable increases the expense account (or the inventory account)
while increasing the amount owed in the payable account.

StockBoy m akes your bookkeeping life  easier by  keep ing  your books in perfect ba lance at a ll tim es.  Th is is
done by forc ing  each  transaction to  be in  balance BEFO R E it can go in to  the books.  Any unbalanced
transaction  is  s im ply  an incom plete  transaction to  StockBoy and it cannot be added to  the books until it is  in
ba lance.  Each transaction can have up to  48 entries, m ixing debits and cred its to  ach ieve balance.

                                    Business Activity =

                                     GL Transaction
                                            5
                                            5
                                     6444444=4444447                      
                                     5 GL POSTING  5                           
                                     9444444;4444448
                                            5
               64444444444444444444444444444>444444444444444444;444444444447
               5                            5                  5           5
   644444444444=44444444447         64444444=4444444447     644=447     644=447
   5 Financial Statements 5         5 General Journal 5     5 A/P 5     5 A/R 5
   944444444444444444444448         9444444444444444448     9444448     9444448
Balance Sheet                                           Auto A/P Checks
Income Statement                                                       Billing
Trial Balance                                          Cash Req. Report
Account Ledgers                                                       Aging Analysis
Dept. P & L's
Statement of Change

The speed of the  com puter allow s StockBoy to  accom plish severa l tasks that in  a  paper set o f books had to  be
done in separate, tim e consum ing  chores.  You w ill post your transactions to the  G eneral Journa l O N LY .  Each
Entry updates the Account it is  addressed to  when the posting session is com pleted.  There is no reason for you
to  transfer the in form ation from  the G enera l Journa l to  the various Account Ledgers, or even run a Tria l
Ba lance.  Each Account and Ledger is a lready updated and in  ba lance by the tim e you have fin ished w ith  the
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M andatory Journal P rintout.  Because of StockBoy's  un ique m ethod of updating as entries are  input, your
financia l sta tem ents are  ready and current to  the last transaction entered.

FINANCIAL STATEMENTS

BALANC E SHEET

The Balance Sheet represen ts  a  "snap shot" of your business at a particular m om ent.  It prints the  assets,
liab ilities and cap ita l accounts that you have included in  your chart o f accounts as o f the very last posting you
have m ade.  It is  never zeroed, these accounts just keep accum ulating  activ ity as long as the  business exists.

You can think of the Balance Sheet like your car's odometer, totalling the accumulated activity of your
business.  This report totals your current assets, liabilities, and capital accounts to show you the accumulated
status of your business, and who owns how much of it.

IN C O M E STATEM EN T

The Incom e S tatem ent re flects the sta tus o f the expense and revenue accounts over an accounting period.  The
Incom e S tatem ent has a  "C urrent Period" co lum n, that is Zeroed each tim e you close the Current Period.  And
it has a  "Year to  Date" co lum n, that is Zeroed w ith  each End of Year U pdate.  Th is is the m ain incom e sta tem ent
for the entire  set o f books; a ll am ounts re flect every posting to  expense and revenue accounts R EG AR D LESS
of w hether a departm enta l code w as used.  The Incom e S tatem ent is som ew hat like your car's speedom eter.
It show s you the  totals activ ity of each of your R evenue (4000 's) and Expense (5000 's, 6000 's, 7000 's, 8000 's,
&  9000 's) Accounts for a  specific  period of tim e.  And it te lls  you what the NET AFFEC T to  your business w as
for the specific  tim e period.

A lthough the m onth is the m ost com m on Accounting Period, StockBoy w ill le t you  de te rm ine your ow n
Accounting Periods.  The N et A ffect that the Incom e S tatem ent w ill show  you is ca lled your P rofit (or Loss) for
that period.  You can eas ily see w hy th is report is  often called a P ro fit / Loss S tatem ent.  StockBoy uses that
term  for reports generated  in th is form at for separate departm ents.

SU B-AC C O U N TS

You w ill be m aking a ll o f your postings to  the G enera l Journal.  StockBoy w ill take that in form ation and update
each account's ledger and provide an audit tra il re ference to  the posting transaction num ber.  But w hat about
Accounts R ece ivab le and Accounts Payable postings?

The R ece ivab le and Payable Accounts are m ore than just another account in the  G eneral Ledger.  These
accounts have sub-accounts, conta in ing in form ation about the ind iv idual custom ers and vendors.  The  G L
C ontro l Accounts for R eceivab les and the Payables are ca lled KE Y AC C O U N TS .

W hen your transaction entry ca lls e ither one of these specia l Key Accounts, StockBoy w ill in terrupt h im self and
ask for the  additional inform ation  required .  You w ill need to declare w hich sub-account you w ant to increase
or decrease, the  description  you w ant on  S tatem ent or C heck, and the  da te.  This w ay StockBoy on ly needs to
ask once for the  inform ation  to update BO TH  your G eneral Ledger and your B illing  (or A ccounts P ayable).  L ike
the  F inancial S tatem ents your B illing  S tatem ents and your Vendor's C hecks are ready and curren t through your
last transaction posted.
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POST TRANSACTIONS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *            
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping  )))))))))))))))))))))))>))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions  ))))))))))))))>))),
.))))))))))))))))))))))) *2. Printout Financial Statements *      *
                         *3. End of Period Closing         *      *
                         *4. End of Year Updates           *      *
                         *5. Accounts Payable              *      *
                         *6. Accounts Receivable           *      *
                         *7. GL System Maintenance         *      *
                         *8. Print Check Batch             *      *
                         *9. Main System Menu              *      *
                         .)))))))))))))))))))))))))))))))))-      *
          +)))))))))))))))))))))))))))))))))))))))))))))))))))))))2)))))))))))))))),
          * Enter Date of Transaction <M/D/YY> <Q>= Quit Posting Session  04/12/93 *
          .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

W hen you first enter the PO ST TR AN SAC TIO N S option you w ill be asked for the date  o f the transaction you
w ish to post.  O r you can type <Q > <EN TER > to exit.  StockBoy has the  special ab ility  to allow  m ore than just
one opera tor to  "P ost" transactions at a tim e.  Today's date from  the com puter w ill show  as the "D efault Date"
for the first transaction posted.  You can set th is date  to  re flect the actua l date  o f the transaction.  A ll o ther
transactions posted during th is session w ill start w ith  the defau lt date  the  sam e as the previous posting,
designed to save you tim e w hen posting  a series o f activ ities.

NOTE - Next Month Postings - StockBoy has special provisions to allow you to hold ONE month open for a
few days into the Next Month to allow the Postman time to get your bills and bank statements to you.  You can
then enter expenses in the month you incurred them.  This means that on the first of the month you will start
to see "NEXT MONTH POSTING" appear on your postings dated for the new month.  Postings dated for the
original month that is still open will add to those totals while Next Month Postings will only be included on your
Financial Printouts upon request.  You should never allow more than a few days of next month postings to
occur before you CLOSE THE OLD MONTH!!!  (See Income Statements & End of Period Closing)  

IF  YO U  D O  N O T C LO S E TH E C U R REN T M O N T H  B E F O R E A  SEC O N D  'N EW ' M O N TH  BEG IN S, TH E
PO STIN G S TO  TH E N EW EST M O N TH  (or N ext-N ext M onth 's P ostings) W ILL BE  IN C LU D ED  A S P AR T O F
TH E C U R R EN T M O N TH 'S  PO STIN G S.  TH E SYSTEM  O N LY AC KN O W LE D G E S  T H E PO SSIB ILITY  O F
PO S TIN G S  TO  TH E C U R REN T M O N TH  O R  O N E "N EXT" M O N TH !

In  the upper right corner o f the screen w ill be a  "0 .00."  Th is is w here your Transaction Balance w ill be show n,
it m ust return to zero before the  transaction  is com plete and ready to be added to the  books.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Transaction Description                               *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

N ext you w ill be asked for the Transaction D escrip tion.  Th is is the descrip tion that w ill fo llow  each entry in to  the
various ledgers, so it should  be com plete  enough to  te ll you what is go ing on.  Transactions that invo lve issu ing
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a check shou ld start w ith a  N um ber s ign  "#" and the  check num ber.  This he lps StockBoy to  know  how  to
arrange the prin tout w hen you ca ll for a C heckbook R egiste r. (See F inancia l P rin touts)  Let's g ive th is transaction
the description "#1286 U PS C O D  FR O M  AJAX."

NOTE - Once the date and description have been entered and accepted, the transaction must be balanced
before you can exit from this sequence.  You can reject the balanced transaction, before adding it to the
books, and exit when the above prompt reappears.

+))))))))))))))))))))))))))))))))))))))))))))))))),
*  Is Above Information Correct ? <Y> or <N>  Y   *

.)))))))))))))))))))))))))))))))))))))))))))))))))-

Your next prom pt a fter putting in  the descrip tion w ill ask if the in form ation d isp layed so far is correct.  Th is is the
first o f tw o p laces to  re ject m istakes.  Answ ering <N >o to  th is prom pt w ill e rase your date  and descrip tion and
return you to  the beginn ing prom pt w here you can enter <Q > to  Q u it.  (A t the end of the transaction you w ill
aga in  be asked to  approve or re ject the EN TIR E transaction, before it is  entered in to  the books.)  W hen you
answ er <Y>es to accept date and description  you w ill no tice the  screen change sligh tly.

NOTICE that on the top line of the screen a number has now been added.  This is your transaction number
for this transaction.  StockBoy automatically assigns this number sequentially throughout the year.  This
number will provide you with an "Audit Trail" because it will follow each transaction when it is entered into the
account ledgers.  Also, in the event of a power failure after putting in the transaction date and before finishing
this transaction will result in this transaction being printed in the Mandatory Journal Printout with the
description "UNFINISHED TRANSACTION."

The screen w ill look som ething  like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T IO N  #  1 7 2 3
=======================*
*                                                                                *
*Page 1     O4/12/93  "#1286 UPS COD FROM AJAX                              0.00 *
*                                                                                *
*                                                                                *
*                    Enter General Ledger Account Number                         *
*                                                                                *
*  Accts.  M aint.   V iew Accts.   D elete Entries   or  Arrow Keys for Paging  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Let's start w ith  the bottom  line o f P rom pt O ptions.  These are specia l "he lps and a ids" to  assist you w hile  in  the
m idd le  o f a  transaction.

The firs t option is A ccts. M aint., p ress <M > and you w ill be routed to the G L SYSTEM  M AIN TEN AN C E M EN U .
(See G L SYSTE M  M AIN TE N AN C E)  Use th is if you find that you need to  use an account that has not been set
up yet, or if you need to create a new  departm ent.

NOTE - When you exit a transaction to access GL Accounts Maintenance, A/P Vendor Maintenance or A/R
Customer Maintenance, the posting program will save your entries to disk.  When you exit the maintenance
program, you will return to the posting routine with your last transaction intact.

If, w h ile  posting, you discover that you have forgotten or m isp laced the correct num ber for the account you want
to  post to , press <V > to  V iew  Accts.  You w ill be asked for the num ber from  w hich to  beg in  the disp lay.  If you
w ere looking for a  revenue account you cou ld  eas ily start looking at account #  4000; the beginn ing of the
revenue accounts.  The Chart o f A ccounts w ith  account num bers and nam es w ill be d isp layed 15 a t tim e.  W hen
you see the account you were looking for, jum p back to  the posting screen and continue.  Th is saves a  lo t o f



StockBoy Bookkeeping Reference Manual - Page 7

tim e com pared to  com puter system s that force you to  re ject the transaction and exit to  an area where you can
look up th is in form ation.

If you d iscover that you have double posted, or incorrectly  entered an entry (rem em ber an entry is on ly a sing le
line  - a  "source" o r a  "destina tion") you can  delete just tha t entry w ithout rejecting  the  entire transaction .  P ress
<D > to  D ele te  Entries.  You w ill see each line on the transaction identified w ith  a  le tter in  the le ft m ost co lum n
of the screen.  Select the line you w ish de leted and it w ill be gone.  <0> =  Exit.

If you have m ore entries than w ill fit on one screen StockBoy "Pages" the d isp lay.  You can use the  <U P >
<D O W N > Arrow  Keys to view  pages of the transaction that are  no t on the screen.  StockBoy w ill d isp lay the
page that you are currently on, in  the upper le ft o f the posting screen.

+))))))))))))))))))))))))))))))))))))))))))))),
*  Enter General Ledger Account Number        *

.)))))))))))))))))))))))))))))))))))))))))))))-

Enough o f the H elps and A ids, our m ain question that StockBoy is  asking  (To w hich account do you w ant to post
th is entry?) is still w a iting for an answ er.  You w ill notice w hen you type in  the account num ber for the account
ledger you w ant to  increase or decrease, that there is room  on the prom pt line for one m ore character.  Th is is
the position you w ill use w hen you w ish to utilize D epartm ental Bookkeeping.  

By adding a le tter <A  through Z>  to  a  R evenue or Expense A ccount you can post to  both  the G enera l Ledger
and a  "D epartm ental P  &  L S tatem ent."  (If you use a departm ent code w hile posting  to Balance S heet Accounts,
the  departm ent code w ill just be  ignored .)  This is use ful in tracking  "P rofit C enters" w ith in your operation .  Use
of the departm ent feature is to ta lly optiona l, un less som eone has sw itched StockBoy to  requ ire  depa rtm ent
codes on a ll postings. (See G enera l Ledger System  M aintenance O ptions.)

StockBoy w ill put the account num ber on the screen a long w ith the nam e of that account. StockBoy Beeps if
an account is not found for the num ber you typed in .  If the departm ent you ind icated is not active, a  m essage
w ill appear on the screen.  These help you in  the event of a "typo."

+))))))))))))))))))))))))))),
*Enter Amount $             *

.)))))))))))))))))))))))))))-

N ow  enter the va lue of th is entry.  R em em ber if you are  D ecreasing th is account, you m ust start the va lue w ith
a m inus (-) s ign.  If you are w riting a check you are decreasing that account.  Any am ount w ithout a m inus (-)
s ign w ill be a  positive  am ount, do not use a  p lus (+) sign.  O n th is entry w e w ill put in  <-159.95>, because we
w rote a check.  You C AN N O T use dollar s igns ($) or com m as (,) on AN Y prom pt asking for a  do llar input.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T IO N  #  1 7 2 3
=======================*
*                                                                                *
*Page 1     O4/12/93  "#1286 UPS COD FROM AJAX                         159.95  CR*
*                                                                                *
*  1001     FIRST FEDERAL BANK ACCOUNT                                <159.95> CR*
*                                                                                *
*                                                                                *
*                    Enter General Ledger Account Number                         *
*                                                                                *
*  Accts.  M aint.   V iew Accts.   D elete Entries   or  Arrow Keys for Paging  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-
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N otice that the "Balance" in  the upper right corner o f the screen now  show s 159.95 CR .  Th is m eans that you
have to  Debit 159.95 before th is transaction w ill ba lance.  The screen prom pts have re turned to  the sam e
questions as before .  Th is w ill continue until you reach a  ba lanced state.  Let's put 149.95 o f th is check to C O ST
O F G O O D S SO LD  and the rest o f the check to  FR EIG H T IN  E XPEN SE.  Your screen should  look som eth ing
like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T I O N  #  1 7 2 3
=======================*
*                                                                                *
*Page 1     O4/12/93  "#1286 UPS COD FROM AJAX                      IN BALANCE   *
*                                                                                *
*  1001     FIRST FEDERAL BANK ACCOUNT                                <159.95> CR*
*  1101     PURCHASES FOR RESALE                                       149.95  DB*
*  6002     FREIGHT IN EXPENSE                                          10.00  DB*
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                      Is This Entire Transaction Correct ?                      *
*                                                                                *
*               Y es   N o    D elete Entries   or  Arrow Keys for Paging        *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Since we were increasing the CO ST O F G O O D S SO LD  and the FR EIG H T IN  E XPEN SE accounts those entries
w ere le ft as positive  am ounts, w hich StockBoy transla ted for us.  W hen the Transaction Balance reached zero,
the num bers on the screen in  that area changed to  "IN  BALAN C E" and the prom pt a t the bottom  of the screen
changed to the approval prom pt.

If you answ er <N > to  th is prom pt you w ill be asked if you w ant to  vo id  the transaction.  Rejecting the transaction
w ill b ring you back to  the first prom pt w e encountered during the posting process again , on ly th is tim e the
transaction num ber w ill be a  d ifferent num ber.  The re jected transaction is stored as a  "Voided Transaction"
show ing your LO G O N  N am e.

<D > for D ele te  entries w ill a llow  you to  dele te  a  bad entry and continue posting until th is  transaction is re-
ba lanced.

P ressing <Y> w ill accept the transaction.  W hen you accept a  transaction you w ill see:

+)))))))))))))))),
* Saving Entry:  *

.))))))))))))))))-

"Saving Entry" w ill be d isp layed on the screen w hile  the system  saves th is entry  to  the  "N on-U pdated
Transaction" file on the  hard d isk, as a  protection  from  pow er fa ilure until it is  actua lly added to the  books.
StockBoy w ill save your transactions in  th is file  to  avoid  m aking you w ait for the prin ter a fter each transaction.
Then w hen you have fin ished your posting session, the system  w ill p rin t the posting journa l and clear the file .

TH E G EN ER AL LED G ER  IS  N O T A C TU ALLY U PD ATE D  U N TIL TH IS  PR IN TO UT IS  M AD E.  Any other
operator w ho com es in to  the Bookkeeping section from  the M ain M enu after th is has been saved w ill trigger the
prin ting and clearing of th is file , w hen they encounter the "C hecking for N on-U pdated Transactions" nota tion.
Th is can de lay them  for a  few  m inutes w hile  they prin tout your Journa l for you.
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You w ill then be routed to  the sam e prom pt you saw  w hen you started to  enter th is transaction.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Date of Transaction <M/D/YY> <Q>= Quit Posting Session  04/12/93 *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Later, we'll cover the  m andatory printou t tha t is  generated  w hen you are fin ished posting .  For now  let's  assum e
that w e are going to  continue posting.

ACCOUNTS RECEIVABLE ENTRIES

From  an overview  the A/R  C ustom er F ile  consists o f the custom er data , the aged ba lances due, and the fo lio .
The Custom er's Folio  consists of each entry to  th is Accounts R eceivable C ustom er's account.  Paym ents are
not "N etted" against any invo ice, both the charge and each paym ent occupy separa te entries in  the Folio .  

Each paym ent, how ever, M U ST be assigned to a  specific  invo ice(s) to actua lly pay off an  invo ice.  (O therw ise
you w ould have cred it m em os floating in the fo lio  and charge invoices that net out, but the charge invo ices w ould
still be accruing finance charges since they have not been paid off.) 

The m axim um  num ber o f invo ices that can be cred ited w ith  one accounts rece ivab le  paym ent has been
increased to  100.  Th is restriction on ly applies w hen you are apply ing paym ents au tom atica lly during one
transaction.  Any num ber o f paym ents and charges m ay be posted during m ultip le  transactions, but one
paym ent m ay on ly be sub-d iv ided to  100 invo ices on any one transaction.

A fter an  invo ice is paid  off, it (and it's  paym ents) rem ain in  the fo lio  until you purge them  (See PU R G E
O U TD ATED  A /R  FO LIO S in the  A /R  R EP O R T P R IN TO U TS M enu).  They are ca lled  Zero B alance Invo ices.
Zero Balance Invo ices w ill not be seen anyw here except w hen view ing  the Fo lio  or prin ting the screen of the
custom er file  (See V IEW  / ED IT  C U STO M ER  FILES O ption of the AC C O U N TS R EC EIVABLE M enu).

NOTE - As you would expect, the term Credit Memo is used to describe any negative charges to the
customer's account.  These can be payments, charge reversals, or adjustments to charge invoices.  Since
a Credit Memo will reduce the amount the customer owes, it will be displayed as a negative number.

C redit m em os, or paym ents, can be applied to  invo ices e ither autom atica lly or m anually.  M anual application
(Apply Paym ent to  Existing Invo ice) o f paym ents is consistent w ith  accounts that rece ive "Invo ice C learing" type
of statem ents and /o r pay by invo ice.  Autom atic application  of paym ents is m ost com m on under a "Balance
Forw ard" sta tem ent type.

U nder the  Autom atic m ethod o f apply ing  paym ents StockBoy w ill apply the paym ent am ount to  the oldest un-
paid invo ice.  If there is still som e of the paym ent to  be applied, the next o ldest invo ice w ill be cred ited.  Th is
process w ill continue until the paym ent is com plete ly cred ited against invo ices.  If a fter clearing all outstand ing
invo ices there is still m ore paym ent to  be applied, the ba lance w ill be p laced in  a  "C red it M em o" in  the
C ustom er's F ile .

Y ou  m ay post any portion of a  paym ent to  any num ber o f specified invo ices, then apply the rem ainder to  the
custom er's account in  genera l.  The system  a lso d isp lays the ba lance of the posting that rem ains to  be applied.
The w indow  now w ill show  a ll invo ices and cred it m em os so that paym ents can be applied to  a  com bination of
debits and cred its.

Invo ices and paym ents are  only d isp layed in  a  netted, or conso lidated, fash ion in  the "Posting Invo ice W indow"
and on statem ents tha t are se t up to print "C onsolida ted  Totals" and on certain A /R  R eports.

Receivable Posting Procedures

Posting a transaction w ith  an accounts rece ivab le  entry is just like  the s tandard transaction until you reach the
poin t o f entering the A/R  Key Account.  Let's p ick up the process here:
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T I N G  G L  T R A N S A C T IO N  #  1 7 2 5
=======================*
*                                                                                *
*Page 1     O4/13/93  "DAILY SALES 4/12/93                             231.63  CR*
*                                                                                *
*  4001     SALES HARDWARE                                             559.95  CR*
*  4002     REPAIR                                                     150.00  CR*
*  1001     FIRST FEDERAL BANK ACCOUNT                                 478.32  DB*
*                                                                                *
*                                                                                *
*                    Enter General Ledger Account Number  1100                   *
*                                                                                *
*  Accts.  M aint.   V iew Accts.   D elete Entries   or  Arrow Keys for Paging  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

N otice that we are about to  enter account num ber 1100, which in  th is exam ple is our Accounts  R eceivable
C ontro l Account.  Th is m eans that StockBoy w as to ld  during the In itia liza tion P rocess that the A/R  Key Account
for th is system  is 1100, w here our charge custom ers are found. H e know s that he w ill have to  get the additiona l
in form ation whenever th is account num ber is used.

+))))))))))))))))))))))))))),
*  Enter Amount $           *

.)))))))))))))))))))))))))))-

You w ill be asked to  input the am ount, just as in  a  norm al transaction.  Enter the invo ice am ount.  The screen
w ill d isp lay the 1100 account transaction on the screen.  W hen you are entering a C H AR G E IN VO IC E, you w ill
be increasing the am ount the custom er ow es you and the AM O U N T w ill be positive .  Fo llow ing your input o f the
am ount, you w ill s tart to see som e new  prom pts and options.  The bottom  of the  screen w ill say:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter A/R Customer Name or Number                        *

*     <*> = A/R Maintenance  <ENTER> = Cancel Entry         *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Entering <*> for A /R  M aintenance w ill vo id  th is transaction and put you in to  A /R  Accounts M aintenance M enu.
From  there you can  view /edit the custom er files, add new  custom ers, and prin tout reports.  W hen you are
fin ished you w ill be  returned to the  posting  process.

NOTE - When you exit a transaction to access GL Accounts Maintenance, A/P Vendor Maintenance or A/R
Customer Maintenance, the posting program will save your entries to disk.  When you exit the maintenance
program, you will return to the posting routine with your last transaction intact.

StockBoy has tw o m ethods for se lecting the A/R  C ustom er F ile .  F irst, you can enter the A /R  C ustom er N um ber
to  designate which custom er charged that am ount o f goods.  O nce you enter a  va lid  custom er num ber, the low er
m idd le  half o f the screen w ill d isp lay that custom er num ber and the  nam e for that custom er, for verifica tion.
Second, you can type in  the first few  characters o f the Custom er's N am e, S tockboy w ill go to  the A/R  file  and
bring back the next 8  C ustom er N am es that a lphabetica lly fo llow  the characters you typed in .  (O f course if you
typed in  the com plete nam e correctly it would be just like typ ing in  the account num ber above.)

The e ight custom er nam es w ill have a d ig it (1  through 8) beside them .  Se lect the custom er you want by
pressing the corresponding dig it.  Pressing an <N > w ill show  you the next 8  custom ers.  The bottom  ha lf o f the
screen w ill d isp lay that custom er num ber and the nam e for that custom er, for verifica tion.  Just as it w ould  if you
had typed in the  account num ber.  The prom pt w ill now  ask:
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+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Apply  71.28    N ew  or   Ad j ust Existing Invoice          *

*                      <ENTER> = Cancel Entry                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

If you have se lected an  incorrect C ustom er N um ber press <EN TE R > to  e lim inate  th is entry and re-input the
charge in form ation.  W e w ill com e back to  Existing Invo ices la ter.  But first, the screen w ill be s im ilar to  th is w hen
you se lect <N > to  post a  N ew  invo ice.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T I N G  G L  T R A N S A C T I O N  #  1 7 2 5
=======================*
*Page 1     O4/13/93  "DAILY SALES 4/12/93"                            160.35  CR*
*                                                                                *
*  4001     SALES HARDWARE                                             559.95  CR*
*  4002     REPAIR                                                     150.00  CR*
*  1001     FIRST FEDERAL BANK ACCOUNT                                 478.32  DB*
*  1100     ACCOUNTS RECEIVABLE                                         71.28  DB*
*                                                                                *
*  117      GARY'S PLUMBING                          INVOICE  #                  *
*                                                                                *
*           Invoice Description  "DAILY SALES 4/12/93"                           *
*                                                                                *
*                     Enter Accts Receivable Invoice Number                      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

The A /R  Invo ice Num ber is the num ber o f the sa les invo ice that created the charge.  Th is w ill becom e the key
to m aking any ad justm ents or paym ents to  th is  invo ice, and can not be duplicated e lsew here in  the custom er's
fo lio .

 +)))))))))))))))))))))))))))))))))))))))),
*  Enter Posting Date <M/D/YY> 04/13/93  *

.))))))))))))))))))))))))))))))))))))))))-

The Posting D ate is the date of the invo ice that w ill appear on  the  S tatem ent.  StockBoy com putes finance
charges based upon how  m any days since th is date , so it is im portant to  m ake th is date  accurate .  The default
date that appears is the date of the transaction since these w ill usually be the sam e.  

+))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Invoice Description                         *

.)))))))))))))))))))))))))))))))))))))))))))))))))))-

The Invo ice Descrip tion asked for here w ill appear on the sta tem ent a long w ith  the Posting Date and the Am ount
of the Charge.  Th is should  be as descrip tive  as you fee l necessary for your custom ers.  The defau lt descrip tion
is the first 20 characters o f your Transaction Descrip tion from  the top of the screen.

NOTE - Automatic transfers from the StockBoy Sales Screen will carry either the description from the first
item on the sales ticket, or the over-ride statement you established in the Master System Options.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T I N G  G L  T R A N S A C T IO N  #  1 7 2 5
=======================*
*                                                                                *
*Page 1     O4/13/93  "DAILY SALES 4/12/93                             160.35  CR*
*                                                                                *
*  4001     SALES HARDWARE                                             559.95  CR*
*  4002     REPAIR                                                     150.00  CR*
*  1001     FIRST FEDERAL BANK ACCOUNT                                 478.32  DB*
*  1100     ACCOUNTS RECEIVABLE                                         71.28  DB*
*                                                                                *
*  117      GARY'S PLUMBING                          INVOICE  # 1003458          *
*                                                                                *
*           Invoice Description: 04/12/93   "4-INCH PCV PIPE - WHITE"            *
*                                                                                *
*           Is This A/R Information Correct ?  <Y> or <N>                        *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

This last prom pt, "Is th is A /R  In form ation C orrect?", re fers to  the Accounts R eceivab le  In form ation on ly.  Answer
<N > and the com plete  A /R  Entry that you are w orking on w ill be e lim inated.  Answ er <Y> and the screen w ill
look like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T IO N  #  1 7 2 5
=======================*
*                                                                                *
*Page 1     O4/13/93  "DAILY SALES 4/12/93                             160.35  CR*
*                                                                                *
*  4001     SALES HARDWARE                                             559.95  CR*
*  4002     REPAIR                                                     150.00  CR*
*  1001     FIRST FEDERAL BANK ACCOUNT                                 478.32  DB*
*  1100     ACCOUNTS RECEIVABLE [ 117 ]                                 71.28  DB*
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                    Enter General Ledger Account Number                         *
*                                                                                *
*  Accts.  M aint.   V iew Accts.   D elete Entries   or  Arrow Keys for Paging  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

N otice that the A /R  C ustom er Account N um ber has been added to  the 1100 Account line.  And the  screen is
ready to continue w ith the next entry just like a "S tandard  Transaction."  Th is has been an exam ple o f how  to
post the m ost com m on type of Accounts Receivable posting, the posting of a charge sa le .  

Posting Adjustm ents to  Existing Invo ices
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The second m ethod o f posting a  charge is to  increase, or ad just, an Existing Invo ice.  Th is is, o f course, h igh ly
unusua l procedure.  You w ould use th is procedure if you needed to  correct a  previous entry to  increase  the
am ount ow ed.  

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Apply  71.28    N ew  or   Ad j ust Existing Invoice          *

*                      <ENTER> = Cancel Entry                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

W hen you se lect <J>  to  ad just a  charge to  an existing invo ice your screen w ill look som eth ing like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T IO N  #  1 7 2 5
=======================*
*                                                                                *
*Page 1     O4/13/93  "DAILY SALES 4/12/93                             402.91  CR*
*                                                                                *
*  4001     SALES HARDWARE                                             559.95  CR*
*  4002     REPAIR                                                     150.00  CR*
*  1001     FIRST FEDERAL BANK ACCOUNT                                 478.32  DB*
*  1100     ACCOUNTS RECEIVABLE                                       <171.28> CR*
*                           +)))))))))))))))))))))))))))))))))))))))))))))),     *
*       Remaining to Apply: * A  01/02/93  1000004                  42.00  *     *
*                    71.28  * B  02/08/93  1000055                 990.00  *     *
*                           * C  02/12/93  1000089                  15.60  *     *
*                           * D  02/26/93  1000196                 467.00  *     *
*                           * E  03/02/93  1000212                  78.00  *     *
*                           * F  03/14/93  1000389                 132.00  *     *
*                           * G  03/24/93  1000512                 263.00  *     *
*                           *                                              *     *
*  101   CADWALLIDER CUMQUAT*                                              *     *
*                           *                                              *     *
*                           .))))))))))))))))))))))))))))))))))))))))))))))-     *
*                                                                                *
*                Choose Existing Invoice <N> = Next Window                       *
*                          Press <ENTER> to Quit                                 *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

C hoose which invo ice you want to  add th is charge to , and type the appropria te  le tter.  You w ill then be asked
how  m uch of the am ount rem ain ing to  app ly is to  be applied to  th is invo ice num ber.  Enter any figure up to  the
am ount rem aining  to app ly.

N ext you w ill be asked for the Posting D escrip tion that w ill accom pany th is entry in the fo lio .  U sually th is w ill
describe the activ ity be ing done. (i.e . AD JU STIN G  EN TR Y)  Then you w ill be asked to  confirm  the A/R  portion
of the transaction disp layed on the screen.
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C ustom er Paym ents

The screens are a  little  d ifferent w hen you are posting a C U STO M ER  PAYM EN T.  W ith  a  paym ent you w ill be
reducing the am ount the custom er ow es you , so the AM O U N T of the entry w ill be a  negative figure.  W hen
posting a paym ent you w ill se lect the custom er just as  you d id  w hen posting a  charge sale .  Then you w ill see
the custom er file  nam e on the screen for re ference, and the prom pt w ill look som eth ing like  the exam ple below .
N otice the am ount le ft to  apply to the charge invo ices is d isp layed at the beginn ing of the prom pt.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Apply <42.00>   A utomatically or to  E xisting Invoice        *

*                      <ENTER> = Cancel Entry                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

NOTE - Customer Payments that are taken as ROA's at the Sales Register, and then processed through the
automatic end of day transfer to the books, are posted to the Customer's Account in the same manner as an
"Automatic Payment."

Applying Paym ents Autom atica lly

Selecting <A> w ill apply the paym ent "Autom atica lly" to  the o ldest outstand ing invo ice(s), instead of m aking you
select each specific  invo ice to  be pa id .  Th is is used w ith  accoun ts  tha t have  the ir b illing  set-up to  look like  a
"B alance Forw ard" statem ent.  AN Y Paym ent, or part o f paym ent, that cannot be applied to an outstand ing
Invo ice rem ains as a  C R ED IT M EM O .  After typ ing <A> the screen w ill show  you:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)),

*  101   CADWALLIDER CUMQUAT PACKING                 INVOICE #               *
*         Invoice Description:   "PAYMENT - THANK YOU!"                      *

*                                                                            *
*            Enter Accts Receivable Invoice Number  P11111160205             *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-)))

The defau lt Invo ice Num ber is created as a  random  num ber sim ply to  g ive th is entry a  un ique identifica tion.

+))))))))))))))))))))))))))))))))))))))))))),
*  Enter Invoice Date <MM/DD/YY> 04/12/93   *

.)))))))))))))))))))))))))))))))))))))))))))-

The Invoice D ate is defau lted to the transaction date, and the D escription defaults to "Paym ent - Thank You!"
You can accept the defau lts by pressing <EN TE R > or input you ow n.

Then you w ill be asked to  confirm  if the in form ation is correct.  There is N O  D EFA U LT answ er to  the approva l
question, fo rc ing you to  m ake an active choice.  S ince any entry approved here w ill be seen on the custom er's
sta tem ent it should  be checked for accuracy before acceptance.

Apply ing Paym ents to  Existing Invo ices

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Apply  <42.00>  A utomatically or to  E xisting Invoice        *

*                      <ENTER> = Cancel Entry                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

N ow  le t's jum p back to  the "Apply P aym ent" prom pt again to  see w hat the prom pts are  like w hen you decide to
apply a paym ent to an Existing  Invo ice, th ink o f th is as "M anua l" control of selecting  w hich invo ice to pay.

NOTE - You can have up to twenty five (25) "payment" invoices applied to any one charge invoice.
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W hen you press <E> to app ly paym ent to an E xisting  Invo ice the  screen w ill look like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L  T R A N S A C T I O N  #  1 7 2 5
=======================*
*                                                                                *
*Page 1     O4/13/93  "DAILY SALES 4/12/93                             402.91  CR*
*                                                                                *
*  4001     SALES HARDWARE                                             559.95  CR*
*  4002     REPAIR                                                     150.00  CR*
*  1001     FIRST FEDERAL BANK ACCOUNT                                 478.32  DB*
*  1100     ACCOUNTS RECEIVABLE                                       <171.28> CR*
*                           +)))))))))))))))))))))))))))))))))))))))))))))),     *
*       Remaining to Apply: * A  01/02/93  1000004                  42.00  *     *
*                   <50.00> * B  02/08/93  1000055                 990.00  *     *
*                           * C  02/12/93  1000089                  15.60  *     *
*                           * D  02/26/93  1000196                 467.00  *     *
*                           * E  03/02/93  1000212                  78.00  *     *
*                           * F  03/14/93  1000389                 132.00  *     *
*                           * G  03/24/93  1000512                 263.00  *     *
*                           *                                              *     *
*  101   CADWALLIDER CUMQUAT*                                              *     *
*                           *                                              *     *
*                           .))))))))))))))))))))))))))))))))))))))))))))))-     *
*                Choose Existing Invoice <N> = Next Window                       *
*                          Press <ENTER> to Quit                                 *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

The  box, o r w indow , on the right hand side of the screen conta ins the invo ices on file  for th is custom er.  The
item s in the w indow  are d isp layed in  date /invo ice order.  Invo ices, are e ither the charges or the paym ents (cred it
m em os) to the  system .  Charges w ill be  seen as positive num ber and cred it m em os w ill be  show n as negative
num bers.  (C red it M em os seen on th is screen w ill be the resu lt o f an over-paym ent, s ince a ll lines here show
the net ba lance of the invo ice.)

P ress <EN TE R > to  quit th is segm ent and re turn  to  the "Apply Paym ent" prom pt.  Press the le tter that
corresponds w ith the invo ice you w ant to pay.  N otice just to  the le ft o f the w indow  is d isp layed the am ount le ft
to  app ly.  ZER O  BALAN C E IN VO IC ES, w hich are re ta ined by the system  until you "P urge" them , w ill not be
seen on th is screen.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Amount to Apply to Invoice #1000004 $-42.00        *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The next prom pt w ants to  know  how m uch of th is paym ent you want to  app ly to  th is invo ice.  The defau lt am ount
w ill e ither; pay o ff the invo ice, or use the rest o f the uncom m itted am ount o f your paym ent.  W hichever is sm aller
w ill be used.  The am ount entered here m ust be a  negative am ount to  reduce the am ount owed on th is invo ice.
If you pay m ore to  an invo ice than is owed, it w ill show  in  the fu ture  as a  cred it m em o in  the w indow .
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+)))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter Posting Description                         *

.))))))))))))))))))))))))))))))))))))))))))))))))))))-

After declaring the am ount that is  to be applied to the invo ice, you w ill be asked for the posting description to
accom pany th is cred it entry on the sta tem ent.  The defau lt for th is descrip tion w ill be the first 20 characters o f
the  transaction  description .  It is  com m on to type  in the  custom ers check num ber or other identification  to assist
him  to reconcile h is records.

If, a fter se lecting the Invo ice, the am ount to  pay, and the descrip tion; you still have m ore cred its to  d istribute ;
the sam e screen box and the "Enter Am ount" prom pt w ill re-appear again .

NOTE: The invoice balances in the window will not be refreshed with your latest entry(s) until you accept this
transaction.  It is wise therefore to keep careful track of which invoice you worked on last.  Just in case
someone interrupts you midway.

This w ill continue until you have d istributed the entire  paym ent.  If you have paid  o ff a ll outstand ing invo ices, but
you  s till have cred its from  the paym ent to  d istribute , press <E N TE R > at the "C hoose Existing Invo ice o r
<EN TER > to Q uit" prom pt.  Th is w ill bring you back out to  the "A utom atic or Existing Invo ice" prom pt.

N ow  se lect <A >utom atic.  Post the rem ain ing ba lance of the paym ent to  a  "C red it M em o."  W hen you have
fin ished posting your paym ent the process w ill continue w ith the "E nter Account Num ber" prom pt.

POSTING ACCOUNTS PAYABLE ENTRIES

Posting a transaction that conta ins an Accounts Payable Entry is very sim ilar to  do ing an Accounts R eceivable
Entry.  Both  types o f transactions u tilize  the "Posting In terrupt C oncept."  How ever, s ince d ifferent in form ation
is required, the prom pts w ill be a little  d ifferent a lso.  W e'll p ick up the action during a "S tandard Posting" a t th is
point:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T I O N  #  1 7 3 2
=======================*
*                                                                                *
*Page 1     O4/13/93  "FREIGHT RECEIVED 4/10/93                        990.00  DB*
*                                                                                *
*  1350     PURCHASES FOR RESALE                                       990.00  DB*
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                    Enter General Ledger Account Number  2100                   *
*                                                                                *
*  Accts.  M aint.   V iew Accts.   D elete Entries   or  Arrow Keys for Paging  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

A/P INVOICE POSTING

Since our C ontro l A ccount for the Accounts Payable, in  th is set of books, is 2100, StockBoy w ill know  that
additional inform ation  is required  w hen the  A /P  Key Account is called  during  a Transaction  Posting  Entry.  F irst
let us step  through posting  the  incom ing  invo ice, then w e'll com e back and show  how  to pay o ff an  invo ice.
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+)))))))))))))))))))))))))),
* Enter Amount $           *

.))))))))))))))))))))))))))-

NOTE - If you anticipate paying for this shipment in multiple payments, such as with special seasonal buys,
enter the amount of the each payment as separate invoices.  You will need to make each invoice number
unique, do this by adding an A, B, C, etc. to the invoice number for each separate payment.

Enter the  entire am ount to be pa id on one check to one vendor for th is invo ice.  W e'll pu t in 990 .00  because w e
expect to pay this in one  paym ent.  (M ultip le invo ices m ay be com bined on one check, but partia l invo ice
paym ents cannot be done.)

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter A/P Customer Name or Number                        *

*     <*> = A/P Maintenance   <ENTER> = Cancel Entry        *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This is w here you declare  w hich Vendor is go ing to  be pa id , for th is sh ipm ent.  If you needed to  add that Vendor
to  the Accounts Payable you could press <*>  to  exit to  the Accounts Payable M aintenance M enu.  Th is w ill vo id
the  transaction  in process.

Just as in  posting an A /R  entry, there are tw o m ethods for se lecting the Vendor that you ow e for th is Invo ice.
You can use the  A /P  Vendor N um ber, or you  can  type  in the  first few  characters of the  Vendor's N am e, S tockboy
w ill go to  the A/P  file  and bring back the next 8  Vendor N am es that a lphabetica lly fo llow  the characters you typed
in .

(O f course if you typed in the com plete  nam e correctly  your screen w ould go d irectly  to  vendor's file , just as if
you had typed in  the account num ber.)  The eight vendor nam es w ill have  a  d ig it (1  through 8) beside them .
Select the vendor you w ant by pressing the corresponding d ig it.  P ressing an  < N >  w ill show  you the next 8
custom ers.

A fter you select the  correct A /P  Vendor the  screen w ill look like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T I N G  G L  T R A N S A C T IO N  #  1 7 3 2
=======================*
*                                                                                *
*Page 1     O4/13/93  "FREIGHT RECEIVED 4/10/93"                         0.00  DB*
*                                                                                *
*  1350     PURCHASES FOR RESALE                                       990.00  DB*
*  2100     ACCOUNTS PAYABLE                                           990.00  CR*
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*  121   JOHNSON BROS DIST              POST: 04/13/93    AMOUNT: 990.00         *
*                                                                                *
*  #              "FREIGHT RECEIVED 04/10/93      DUE: 04/13/93  DISC: 0.00      *
*                                                                                *
*               Apply 990.00  N ew or Ad j ust Existing Invoice                  *
*                                <ENTER> = Cancel Entry                          *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-
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The Accounts Payable  tracks each entry on an Invo ice by Invo ice Basis.  That m eans each paym ent entered
m ust be assigned specific  invo ices to  pay.  T he O N LY m ethods to e lim inate an invo ice from  the Accounts
R eceivab le  file  are :

            * to  m anually post a  paym ent to  it that cance ls it out, or
            * autom atica lly pay the invo ice through the A /P  Authorization System , or 
            * by m aking an adjusting entry that reverses the invo ice out o f the file .

The  A ccounts Payable input looks a lo t like the Accounts R eceivable input since m any of the procedures
function in  a  s im ilar fash ion.  For instance you w ill notice the prom pt asks if you are entering a  "N ew " invo ice,
or is th is an ad justm ent that you want to  m anually add to  an existing invo ice?  You w ill use the "Adjust Existing
Invo ice" option to  post ad justing entries.  It w ill function just like  app ly ing a paym ent to  an existing A/P  invo ice,
described la ter.  Therefore, w e w ill continue w ith  the procedures o f a  "N ew " invo ice posting.

Just as in  the Accounts R eceivable, the A ccounts P ayable m ainta ins the deta il o f each invo ice as a separa te
line in  the Vendor's Account FO LIO .  W hen entering new  obligations in to the vendor's account, you w ill use the
"N ew " se lection.

+))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Accounts Payable Invoice Number             *

.)))))))))))))))))))))))))))))))))))))))))))))))))))-

The A /P  Invo ice Num ber asked for here is the identify ing num ber o f the Invo ice that you w ill be paying, the
num ber entered here becom es the identifier fo r any paym ents or d iscounts, or ad justm ents to  th is b ill.

Th is num ber w ill be prin ted on the deta il section of the check, w hen pa id, a long w ith  the am ount.  To insure
proper cred it from  your Vendor, it is  it is  im portant that you use the correct A /P  Invo ice Num ber.  You M U ST type
in  an Invo ice Num ber before you can continue.

NOTE - Most of your actual payments will be done through the Authorization System which will automate the
GL payment postings for you.  (See A/P Authorizations and Print Check Batch.)

+)))))))))))))))))))))))))))))))))))))))),
* Enter Invoice Date <M/D/YY>  04/13/93  *

.))))))))))))))))))))))))))))))))))))))))-

The A /P  Invo ice D ate  requested here is the date  that w ill appear in the Accounts Payable file , you w ill probably
w ant to  use the date  on the invo ice here.  The Transaction Date is the defau lt date  here.

+)))))))))))))))))))))))))))))))))))))))))))))))))))),
*   Enter Invoice Description FREIGHT RECEIVED 4/1   *

.))))))))))))))))))))))))))))))))))))))))))))))))))))-

The A /P  Invo ice D escrip tion you enter here w ill fo llow  th is invo ice on a ll p rin touts includ ing the check deta il stub.
The default descrip tion is the first 20 characters of the transaction  D escrip tion.  M any operators use th is
descrip tion to  tie  in  the ir Purchase O rder num ber that ordered the m erchandise.

+))))))))))))))))))))))))))))))))))))))),
*  Enter Due Date <M/D/YY>   04/13/93   *

*    or enter # days till due           *
.)))))))))))))))))))))))))))))))))))))))-

This prom pt is un ique to  the Accounts Payable  In terrupt.  The A/P  D ue Date w ill contro l the deduction of any
d iscount, and even w hen th is invo ice is pa id .  You should  put in  the date  your d iscount exp ires, or if no d iscount
is o ffered the la test date  you want to  pay th is invo ice.



StockBoy Bookkeeping Reference Manual - Page 19

If you know  the num ber o f days you have to qualify for the due date, but not the date, StockBoy can com pute
it fo r you.  Just type in the num ber of days (up to  3 ,650 o ten years in advance) instead of a  date .  The default
date  w ill change to  show  a date  that m any days from  the IN V O IC E  D A TE .  Th is is a  stra ight com putation
includ ing all ca lendar days.  Be aw are th is date  m ay fa ll on a  Sunday or ho liday, so you m ay w ant to  change
even that date .

NOTE - The A/P Check Authorization System looks for invoices that have been approved for payment and
have a Due Date within the target dates for the check run.  If there is a discount amount and the check is
being written on or before this Due Date, the system will automatically take the discount off the amount being
paid.  This keeps you from paying too early - or too late.  And it helps you take full advantage of all possible
discounts available to you.  It all functions from this Due Date!

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter Discount < XXX > = $ < XXX% > = %               *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You can type  in a P rom pt Paym ent D iscount tw o differen t w ays.  E ither type  in the  fixed  do llar am ount, or have
StockBoy ca lcu la te  a  percentage of the invo ice.  T he  d ifference is in  how  the figures are input here.  If you
sim ply enter the num bers (as positive  figures) you w ill be declaring a  fixed do llar am ount o f d iscount.  But, if you
enter a  num ber w ith a percent sign ( %  ) at the end, StockBoy w ill recogn ize tha t as a  percentage entry.

StockBoy w ill transla te  the percentage of the invo ice in to  a  fixed do llar am ount, that w ill be show n as the
D iscount defau lt.  If the am ount o f the orig ina l invo ice is ad justed la ter, th is d iscount should  probably be m odified
also.  NO  autom atic ad justm ent of the  discount am ount w ill be  done, th is is a m anua l process.

The screen shou ld now  look som ething  like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T I N G  G L  T R A N S A C T IO N  #  1 7 3 2
=======================*
*                                                                                *
*Page 1     O4/13/93  "FREIGHT RECEIVED 4/10/93"                         0.00  DB*
*                                                                                *
*  1350     PURCHASES FOR RESALE                                       990.00  DB*
*  2100     ACCOUNTS PAYABLE                                           990.00  CR*
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*  121   JOHNSON BROS DIST              POST: 04/13/93    AMOUNT: 990.00         *
*                                                                                *
*  # 2321         "P.O. # 1132 ORDERED 3/15"      DUE: 04/30/93  DISC: 45.00     *
*                                                                                *
*                 Is This A/P Information Correct ?  <Y> or  <N>                 *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Answering <Y> to  th is prom pt approves the in form ation in  the low er portion of the screen to  be added to  the
Accounts Payable  files.  An <N > answ er w ill e rase the A /P  Entry and a llow  you to  "Try it again , Sam ."  O nce you
have approved this question  w ith a  <Y>, you w ill continue to post as you w ou ld norm ally.

NOTE - It's easy to overlook what was just going on here.  You have just updated each ledger and file without
even realizing that you had left the General Ledger, instead of having to Post your Payable Files then needing
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to go to the General Ledger and update the records there.  And your payables are ready to run checks
effective with the last posting made here.

We should mention here that these A/P Invoices need to be authorized before automatic payment can be
made.  It is possible for you to change the default authorization from NO to a YES anytime you want.  (See
Master System Maintenance.)

ACCOUNTS PAYABLE PAYMENT POSTING

Let's jum p back and  show  you the differences in  posting an Accounts Payable  Paym ent that reduces your
liab ility .  Th is is usually done through your A /P  Authorization program .  How ever, you can m ake the sam e
transactions d irectly  through the posting p rogram  too.  (Such as w hen you hand w rite  a check.) The only
d ifference is that the Authorization sequence com bines severa l steps into  one autom atic  procedure.  U sually
d irect postings to  the A/P  invo ices are done as "Adjusting Entries," to  change the am ount o f an invo ice.

The system  w ill understand tha t any A ccounts P ayable posting  show ing  a  negative figure (debit to L iab ilities)
is a  "paym ent" o f one kind or another.  After inputting a negative figure to  your A /P  C ontro l Account and se lecting
the  A /P  Vendor, your screen w ill look som ething  like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T IO N  #  1 7 3 2
=======================*
*                                                                                *
*Page 1     O4/13/93  "#37047 PAYMENT"                                   0.00  DB*
*                                                                                *
*  1001     CASH IN BANK                                              <990.00> CR*
*  2100     ACCOUNTS PAYABLE                                          <990.00> DB*
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*  121   JOHNSON BROS DIST              POST:             AMOUNT: <990.00>       *
*                                                                                *
*  #              "CREDIT MEMO"                   DUE: 04/13/93  DISC: 0.00      *
*                                                                                *
*           Apply <990.00> C redit Memo or to  E xisting Invoice                 *
*                                <ENTER> = Cancel Entry                          *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

NOTE - Negative obligations in the A/P system are usually called "Credit Memos" for easier understanding,
even though it really is a debit entry.  For our purposes we will define a CREDIT MEMO as an invoice that nets
to a negative amount.

The screen w ill autom atica lly show  a defau lt "C red it M em o" descrip tion on any negative A /P  entries, the dates
w ill defau lt the sam e as the transaction  date .  You can over-ride these defaults .  The prom pt a t the bottom  is
asking for you to  decide if you w ant to  create  a free-standing "C redit M em o," or apply th is paym ent to  specific
"Existing Invo ice(s)" that are  to  be pa id  by th is transaction.

APPLY A/P PAYMENT TO EXISTING INVOICE
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NOTE - You can apply up to 25 payments against any one invoice in the StockBoy System.

Select <E > for "Existing Invo ice" if w ant to  app ly th is paym ent, or ad justm ent, to  a  specific  invo ice.  Your screen
should change to look som ething  like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T I N G  G L  T R A N S A C T IO N  #  1 7 2 3
=======================*
*                                                                                *
*Page 1     O4/13/93  "MANUAL PAYMENT"                                   0.00  DB*
*                                                                                *
*  1001     CASH IN BANK                                              <990.00> CR*
*   2 1 0 0      A C C O U N T S
PAYA+)))))))))))))))))))))))))))))))))))))))))))))))))))))),*
*                        * A  02/04/93       PO - 145694        <2,193.56>      **
*                        * B  03/28/93           J-67608           990.00       **
*                        * C   04/04/93          G-99864         3,478.96       **
*                        *                                                      **
*                        *                                                      **
*                        *                                                      **
*                        *                                                      **
*                        *                                                      **
*                        *                                                      **
*                        *                                                      **
*                        *                                                      **
*                        *                                                      **
*  121   JOHNSON BROS DIS*                                                      **
*                        *                                                      **
*  #              "CREDIT.))))))))))))))))))))))))))))))))))))))))))))))))))))))-*
*                                                                                *
*                               Choose Existing Invoice                          *
*                                Press <ENTER> to Quit                           *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

NOTE - The items displayed in the Accounts Payable Invoice Window are the individual outstanding invoices
in the A/P system for this Vendor.  The amount displayed to the right is the "Net" balance of the invoice.
Notice item # A in the window above shows a negative balance.  This is a Credit Memo.

You are asked to  se lect w hich o f the invo ices, or c red it m em os, you want to  app ly th is paym ent to .  S im ply type
the le tter to  se lect the invo ice.  (R em em ber these are  ob ligations, the negative tota ls you see are  cred it m em os.)
You are then asked  for the invo ice date  o f your paym ent, the defau lt is  the transaction date .  And then the
invoice description, which defaults to "C redit M em o."

N ext you are asked for the Due Date and D iscount am ounts.  Usually these are not used on paym ents.  (See
"Apply A /P  Paym ent to  C redit M em o" for m ore  in form ation on its uses.)

APPLY A/P PAYMENT TO A CREDIT MEMO



StockBoy Bookkeeping Reference Manual - Page 22

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*           Apply <990.00> C redit Memo or to  E xisting Invoice                 *
*                                <ENTER> = Cancel Entry                          *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Let's re turn  to  that first prom pt a fter inputting the A/P  C ontro l Account and  the  am ount o f the paym ent, the
"Autom atica lly or Existing Invo ice" prom pt.  Th is tim e let's go through the posting of a paym ent using the "C redit
M em o" procedure.  You w ill use th is se lection w henever you have a cred it from  your supplier that is  not d irectly
connected w ith  any current invo ices in  the system .  U se th is w hen you re turn  m erchandise for cred it.  W hen you
decide to  use th is cred it s im ply apply the new  invo ices to  th is C red it M em o.

A fter you type <C> the screen w ill change to  look som eth ing like  th is a t the bottom :

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*  121   JOHNSON BROS DIST              POST: 04/13/93    AMOUNT: 990.00         *
*                                                                                *
*  # P111111558129       "CREDIT MEMO"            DUE: 04/13/93  DISC: 0.00      *
*                                                                                *
*            Enter Accts Payable Invoice Number  P111111558128                   *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

The system  defau lt is  a  specia l random ly generated num ber that should  insure un iqueness.  You can over-ride
th is defau lt and enter any identify ing num bers and/or le tters that you chose, just so long as they are not
duplicated.  Norm ally you w ill just press <EN TER > to accept the default paym ent num ber.

N ext it w ill ask for the invo ice date .  Put in  the actua l date  o f the paym ent here.  Then you w ill be asked for the
descrip tion, w hich w ill defau lt to  "C R ED IT M EM O ."  Th is descrip tion is on ly for your in terna l use so you can put
in  whatever you w ant.

The next prom pt asks for the  D ue D ate, s ince  this is a paym ent and not a charge  you w ill usually press
<EN TE R > to  accept the default date  (the transaction date).  The due date  prom pt for, C R ED IT  M EM O 's in
Accounts Payable , should  be considered as the date  that the m em o becom es va lid .  Th is a llow s you to  input
a date from  w h ich the Vendor w ill begin honoring the cred it m em o.  W hen a cred it m em o is cred ited back to
zero, it w ill show  'pa id ' in  the sam e m anner as a standard invo ice; "pd XX /XX" in  the due date co lum n w ith  a "P "
status ind icator.

Then you are asked for a D iscount, aga in th is does not usually apply to cred it m em os so just press <EN TER >
to go on past. The bottom  of the  screen shou ld now  look som ething  like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*  121   JOHNSON BROS DIST              POST: 04/13/93    AMOUNT: 990.00         *
*                                                                                *
*  # P111111558129       "CREDIT MEMO"            DUE: 04/13/93  DISC: 0.00      *
*                                                                                *
*            Is this A/P Information Correct?  <Y>  or  <N>                      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-
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This approva l w ill confirm  or e lim inate  O N LY the A/P  data  a t the bottom  of the screen.  After confirm ing the
inform ation  as correct, your posting  session  w ill continue norm ally.

MANDATORY JOURNAL PRINTOUT

The transactions that you typed in  H AV E N O T BEEN  AD D ED  TO  THE  F IN AN C IAL  STATEM EN TS YET!  They
are in  a  ho ld ing file  and they are ready to  go to  the books.  Th is is a  pro tection in  case of a  pow er fa ilu re .  If you
lost power du ring a "Posting Session" you would  need to  com e back to  the Post Transactions O ption at the
sam e worksta tion to  process the transactions in  the ho ld ing file .

N O  TR AN SAC TIO N S AR E EN TER ED  INTO  TH E BO O KS U N TIL A  M AN D ATO R Y JO U R N AL PR IN TO U T IS
C O M PLETED .  There is no safe  m ethod to  avoid  the Journa l P rin tout; you m ust have a prin ter ava ilab le  and
prepared w ith  paper, etc.  Th is is a prin tout of your "G eneral Journal E ntries."  Let's p ick up the process w here
w e le ft it on page 7.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L T R A N S A C T I O N  #  1 7 2 3
=======================*
*                                                                                *
*Page 1     O4/12/93  "#1286 UPS COD FROM AJAX                      IN BALANCE   *
*                                                                                *
*  1001     FIRST FEDERAL BANK ACCOUNT                                <159.95> CR*
*  1101     PURCHASES FOR RESALE                                       149.95  DB*
*  6002     FREIGHT IN EXPENSE                                          10.00  DB*
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                      Is This Entire Transaction Correct ?                      *
*                                                                                *
*               Y es   N o    D elete Entries   or  Arrow Keys for Paging        *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

As you  rem em ber, w hen the Account Balance (upper right of screen) says "IN  BALAN C E" the transaction is
com plete  and you are asked to  approve the entire  transaction.  W hen you type a  <Y> to  th is question, you w ill
see the transaction date  question again .You can ex it by  typ ing a  <Q > at th is prom pt, or put in  the date  for your
next transaction.

A t the end of your session, you w ill be instructed to  check the prin ter and press <EN TE R > to  beg in  the
M andatory Journal P rintout.

NOTE - Printing the Journal Printout is when StockBoy actually enters your transactions into the books.
During this phase all updates to the various accounts and ledgers are made and the figures for your financial
printouts are adjusted.

C ollect your prin touts and store  them  in  your approved location.  These prin touts are  your paper tra il.  A t the end
of the m onth you w ill reprin t the entire  Transaction Journa l in  a  n ice neat prin tout for s torage and re ference, but
until then these short prin touts  w ill be your G enera l Journal.

NOTE - Following the Mandatory Journal Printout, the system will return to Please Logon for security
purposes.  This applies to all Mandatory Journal Printouts, including the ones following Payroll computation,
StockBoy End of Day, and Bookkeeping Network routines.
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PRINTOUT FINANCIAL STATEMENTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers                    *
                               *    6 = Departmental Profit & Loss Stmt    *
                               *    7 = Stmnt. of Change in Fin. Position  *
                               *    8 = Comparative Income Statements      *
                               *    9 = General Ledger System              *
                               .)))))))))))))))))))))))))))))))))))))))))))-

NOTE - for any of the financial statements in the GL, no data is altered, updated, or erased during the course
of the printout.  All postings you have made are reflected in every printout - there is no need to do an update
or batch process of any kind in order to instantly see any of your financial statements. 

BALANC E SHEET

The Balance Sheet represents a  "snap shot" o f your business a t a  particu lar m om ent.  Ba lance Sheet Account
to ta ls are  NEVER  R E-SET or Zeroed at the end of period, or year.  Th is report prin ts the assets, liab ilities and
capita l accounts that you have included in  your chart o f accounts as o f the very las t posting  you have m ade.
Before  the Balance Sheet prints, you are  g iven three prom pts: date of statem ent, text line, and form at.

IN C O M E STATEM EN T

The Incom e S ta tem ent re flects  the sta tus of the expense and revenue accounts over an accounting period.  Th is
is the m ain incom e sta tem ent for the entire  set o f books; a ll am ounts re flect every posting to  expense and
revenue accounts R EG AR D LESS of whether a  departm ental code w as used.  

TR IAL BALAN C E

This report is  unnecessary in  the M icro  Solutions G L, because you a lready can  be  assured that your debits
equal your cred its (the m ain reason for tria l ba lance in  m anual system s).  

The Tria l Ba lance prin tout show s the current m onth activ ity ba lance and the year to  date  ba lance for every non-
zero balance account in  your system , e ither on the screen or on paper.  The budge t am ount, on incom e
statem ent accounts, is a lso show n.
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TRAN SACTIO N  JO U R N AL

The G L stores every transaction in  genera l journa l form at for the entire  accounting period.  A t the End of Period,
the transaction file  is erased to leave room  for next m onth 's transactions   Th is routine a llow s you to get a
prin tout o f your genera l journa l for a ll transactions stored in  the m achine.

Th is prin tout w ill be identica l to  the m andatory journa l prin tout fo llow ing each posting  except that it m ay include
as m any or as few  of the current period 's transactions as you w ish.

AC C O U N T LED G E R S

These reports represent one of the m ost pow erfu l auditing features o f the M icro  S olutions G L system ; the ab ility
to get a "T " ledger on any ind iv idual account or groupings of accounts.  

The ledger is a  prin tout (or screen d isp lay) that show s a ll o f the postings stored in  the m achine for the account
in  question, show ing the start o f period am ount, a ll o f the postings, and the resu lting current ba lance.

D EP AR TM EN TAL PR O FIT  &  LO SS  STATEM EN TS

This program  a llow s you to  determ ine the profitab ility  o f any o f your departm ents ind iv idua lly or co llective ly a t
any tim e you w ish.  The reports are  ca lled Profit and Loss S tatem ents so as not to  be confused w ith  the Incom e
Statem ent (which ignores a ll departm enta l postings and w hich is functionally identica l).

The D epartm enta l P  &  L 's do not have budgets and do not re flect to ta ls from  postings tha t d id  no t use the
appropria te  departm ent code.

STATEM E N T O F C H AN G E IN  FIN ANC IAL PO SITIO N

O ften referred to  as a C ash F low  Analysis or S ta tem ent o f Sources and A llocations (som ew hat incorrectly), th is
report is  extrem ely usefu l in ach ieving a qu ick look at the business's re la tive w ell be ing.

The S tatem ent o f C hange in  F inancia l P osition is s im ply a  com parison betw een tw o balance sheets separated
by an accounting period.  The report show s both ba lance sheets in  separate  co lum ns, a long w ith  a  co lum n that
reports the positive or negative d ifference and the percentage of change from  one balance sheet to  the other.

By exam in ing the ups and downs of current assets, fixed assets, short term , and long term  liab ilities , the
com parative net w orth  and grow th trend of the business over a  period of tim e can be easily seen.  The system
com pares an end of period  ba lance  sheet that has been previously saved during the End of Period N ew  F ile
P reparation  Sequence to the  curren t ba lance sheet.  You can select any of the  last 12  Balance S heets w hich
w ere autom atica lly stored for com parison.
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BALANCE SHEET

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))>)),
                         *3. End of Period Closing         T    *
                         *4. En+)))))))))))))))))))))))))))2))))2)))))))))),
                         *5. Ac*    FINANCIAL STATEMENTS PRINTOUT SYSTEM   *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet ))))))))))))))))))))))))>)),
                         *8. Pr*    2 = Income Statement                   *     *
                         *9. Ma*    3 = Trial Balance                      *     *
                         .)))))*    4 = Transaction Journal                *     *
                               *    5 = Account  +)))))))))))))))))))))))))))))))))),
                               *    6 = Departme *  Include Next Month's Postings ? *
                               *    7 = Stmnt. o .))))))))))))))))))))))))))))))))))-
                               *    8 = Comparative Income Statements      *
                               *    9 = General Ledger System              *
                               .)))))))))))))))))))))))))))))))))))))))))))-

This prom pt w ill on ly be seen w hen you have posted a t least one next m onth posting.  If no next m onth postings
are present, th is prom pt w ill N EVER  appear.  A  <Y> answ er w ill fo rce the com puter to  gather the ba lance sheet
to ta ls for the current m onth , then scan through the batch o f next m onth  transactions, adding those posting to ta ls
to  the current ba lance sheet.  Th is procedure m ay take a  few  m inutes to  com plete .

The prin tout, w ith  next m onth  postings, w ill ind icate  a 'live tim e' ba lance sheet; one that includes a ll postings
regard less o f the input m onth.  Answering <N > w ill generate  an instan t ba lance sheet for the current
bookkeeping m onth only, com plete ly ignoring any postings that w ere m ade in to  next m onth.

+)))))))))))))))))))))))))))))))))))),
* Enter Date for Statement <M/D/YY>  *

.))))))))))))))))))))))))))))))))))))-

The date be ing sought is the date of the statem ent, not necessarily  today's system  date.  If the dates are  the
sam e you m ay default the answ er by pressing <EN TER  > .

+)))))))))))))))))))))))))))))))))))))),
* Use 10/05/93 Consolidation? <Y>  N   *

.))))))))))))))))))))))))))))))))))))))-

If you want to  see a "Balance Sheet" form at o f your "C onsolidation Report" (See "C onsolidate  F inancia l
S tatem ents" later in th is m anua l), instead of your curren t B alance Sheet data for th is environm ent press <Y>.
The consolidation w ill u tilize  data  co llected on the date  show n.
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+)))))))))))))))))),
* Enter Text Line  *

.))))))))))))))))))-

The text line is a  line of type that you m ay use that prin ts a t the  bottom  center o f the Balance Sheet.  If you
defau lt, the text line w ill s im ply note  the true prin ting date  and tim e, and the nota tion "U naudited."  W hatever you
enter on th is text line w ill appear a t the end of the printout.

+))))))))))))))))))))))))))))))))))))))))))),
*  Printout Options                         *

* Acct. Numbers   Zero Bal. Accts.          *
*                                           *

* 1 =  Yes          Yes                     *
* 2 =  Yes          No                      *
* 3 =  No           Yes                     *
* 4 =  No           No                      *
* 5 = Cancel Printout                       *

*   Select Format Option =  2               *
.)))))))))))))))))))))))))))))))))))))))))))-

This m enu w ill appear before the Balance Sheet prin tout, and re fers to  whether or not the prin tout w ill p rin t the
account num bers (in  add ition to  the account nam es), and w hether any account w ith  zero balance w ill be prin ted.
As you can see, the 1 - 4  options g ive you every possib le  com bination.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Prepare Line Printer - then Select Printer Number to Use  1  *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The prom pt asks you to  prepare your line prin ter (m aking sure the pow er is on, the prin ter is "on line", the paper
is to the top o f the page, the cable is connected, e tc.), then identify w hich prin ter you in tend to  use.  Th is feature
expands the system 's ab ility  to  a llow  any prin tout to  be requested at any term ina l and still have it com e out on
the right prin ter.  The prin tout begins im m ediate ly fo llow ing your keyboard response.

N et P rofit (loss) th is Period:   If your business has had a net pro fit o r loss during
the current accounting period, the com puter w ill d isp lay "N et P rofit th is Period" in  the Capita l section of your
ba lance sheet a long w ith  the am ount.  Th is is not an account that you can change, de le te , or m ain ta in .  It is  an
artific ia l account that is  put in to the capita l section to keep your ba lance sheet in  ba lance during m id m onth
printou ts.

The accounting reasoning is th is:  a t the end of every accounting period, you w ill
c lose  the  net m onth ly pro fit from  the incom e sta tem ent in to  a  cap ita l account.  The G L puts in  th is artific ia l
account as though you w ere  go ing to close the am ount in to C apita l.  W hen you print your Balance Sheet AFTER
an end of period closing, the artific ia l account w ill be zero and w ill not be prin ted.

+)))))))))))))))))))))))))))))))))))))))))),
* Press <Shift F1>  to TERMINATE Printout  *

.))))))))))))))))))))))))))))))))))))))))))-

W hile  the prin tout is be ing sent to  the prin ter (or the spooler) you can press <Shift F1> to  term inate the rest o f
the prin tout.  You w ill then be routed back to  the G L M enu.
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INCOME STATEMENT

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))>)),
                         *3. End of Period Closing         T    *
                         *4. En+)))))))))))))))))))))))))))2))))2)))))))))),
                         *5. Ac*    FINANCIAL STATEMENTS PRINTOUT SYSTEM   *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      R      
                         *8. Pr*    2 = Income Statement S))))))))))))))))))))>)),
                         *9. Ma*    3 = Trial Balance                      T     *
                         .)))))*    4 = Transaction Journal                *     *
                               *    5 = Account Ledgers                    *     *
                               *    6 = Departmental Profit & Loss Stmt    *     *
                               *    7 = Stmnt. of Change in Fin. Position  *     *
                               *    8 = Comparative Income Statements      *     *
                               *    9 = General Ledger System              *     *
                               .)))))))))))))))))))))))))))))))))))))))))))-     *
                                                 +)))))))))))))))))))))))))))))))2)),
                                                 *Enter Date for Statement <M/D/YY> *
                                                 .))))))))))))))))))))))))))))))))))-

The date be ing sought is the date of the statem ent, not necessarily  today's system  date.  If the dates are  the
sam e you m ay default the answ er by pressing <EN TER  > .

+)))))))))))))))))))))))))))))))))))))),
* Use 10/05/93 Consolidation?  <Y>  N  *

.))))))))))))))))))))))))))))))))))))))-

N ext you are asked if you w ant your "C onsolidated Report" in  Incom e S tatem ent form at (press <Y>), or if you
press <N > you w ill get your current Incom e S tatem ent for th is environm ent.  (See C onso lida te  F inancia l
S tatem ents la ter in th is m anual.)

+)))))))))))))))))),
* Enter Text Line  *

.))))))))))))))))))-

The text line is a  line of type that you m ay use that prin ts a t the bottom  center o f the Incom e S tatem ent.  If you
defau lt, the text line w ill s im ply note  the true prin ting date  and tim e.  W hatever e lse you enter on th is text line
w ill appear a t the end of the printout.



StockBoy Bookkeeping Reference Manual - Page 30

+))))))))))))))))))))))))))))))))))))))))))))))))))),
*    Print Annual Budget Column ?    <Y> or <N>     *

.)))))))))))))))))))))))))))))))))))))))))))))))))))-

The budgets are set and m ainta ined in  the G L F ile  M aintenance program   and are a com plete ly optional feature
of the  G L.  You m ay print them  or not w ith the  Incom e S tatem ent w ithout affecting  any budget figures.

+))))))))))))))))))))))))))))))))))))))))))),
*  Printout Options                         *

* Acct. Numbers   Zero Bal. Accts.          *
*                                           *

* 1 =  Yes          Yes                     *
* 2 =  Yes          No                      *
* 3 =  No           Yes                     *
* 4 =  No           No                      *
* 5 = Cancel Printout                       *

* Prepare printer then select format option *
.)))))))))))))))))))))))))))))))))))))))))))-

This m enu w ill appear before the Incom e S tatem ent prin tout, and re fers to  w hether or not the prin tout w ill p rin t
the account num bers (in  add ition to  the account nam es), and w hether any accoun t w ith  zero balance w ill be
prin ted.  As you can see, the 1 - 4  options g ive you every possib le  com bination.  The system  defau lts to  option
# 2.

The prom pt asks you to  prepare your line prin ter (m aking sure the pow er is on, the prin ter is "on line", the paper
is to  the top o f the page, the cab le  is connected, e tc.), then identify w hich prin ter you in tend to  use by pressing
it's  corresponding prin ter num ber.

The Incom e S tatem ent has tw o co lum ns of figures, one for the current accounting period and the other is the
year to date figures that are  kept autom atica lly by the com puter.  The year to  date figures w ill con tinue to
accum ulate  until the End of Year sequence is run 

NOTE - the percentage figures following each amount.  The percentages always refer to TOTAL REVENUES
= 100% for each column.  In this way you can see whether or not a particular expense or expense category
is getting out of hand by comparing its current period percentage to its year to date percentage.

The expense category headings (4000 's, 5000 's, 6000 's, 7000 's, 8000's, and  9000 's) that are  show n on the
prin tout m ay be a ltered in  the System  Level O ptions o ff the M aster System  M aintenance (se lection #8 on the
M ain System  M enu). 

+)))))))))))))))))))))))))))))))))))))))))),
* Press <Shift F1>  to TERMINATE Printout  *

.))))))))))))))))))))))))))))))))))))))))))-

W hile  the prin tout is be ing sent to  the prin ter (or the spooler) you can press <S hift F1>  to  term inate the rest o f
the prin tout.  You w ill then be routed back to  the G L M enu.
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TRIAL BALANCE

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))>)),
                         *3. End of Period Closing         T    *
                         *4. En+)))))))))))))))))))))))))))2))))2)))))))))),
                         *5. Ac*   FINANCIAL STATEMENTS PRINTOUT SYSTEM    *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *      
                         *8. Pr*    2 = Income Statement                   *      
                         *9. MA*    3 = Trial Balance ))))))))))))))))))))))))>)),
                         .)))))*    4 = Journal Printout                   *     *
                               *    5 = Ledger Printouts                   *     *
                               *    6 = Departmental P & L                 *     *
                               *    7 = Stmnt. of Change in Fin. Position  *     *
                               *    8 = Comparative Income Statements      *     *
                               *    9 = General Ledger System              *     *
                               .)))))))))))))))))))))))))))))))))))))))))))-     *
                                               +)))))))))))))))))))))))))))))))))2)),
                                               *   S creen   P rinter  or   Q uit   *
                                               .))))))))))))))))))))))))))))))))))))-

Select w here you want the T ria l B a lance R eport prin ted, e ither <S>, on the screen, or <P>, on paper through
the prin ter.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Last consolidation on 10/5/93 by MANAGER using '03 99'  *

*        Use 10/05/93 Consolidation? <Y>   N              *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The system  now asks if you want your current Tria l Ba lance for th is environm ent or do you want your
C onsolidation R eport in  Tria l Balance form at?  The Tria l B alance form at o f the C onsolidation R eport w ill use data
collected on the date shown.  (S ee C onsolidate F inancia l S tatem ents la ter in th is m anual.)

+)))))))))))))))))))))))))))))))))))))))))))))))))))),
*    <*> = Printout Special Department Analysis      *

*  Enter Department Code or <ENTER> = Ignore Depts.  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))-

This a llow s you to  d isp lay the tria l ba lance for the entire  system  (by defau lting), or se lect any sing le  departm ent
by typ ing departm ent's code <A  - Z> .  If you se lect an inactive depa rtm en t, the  com puter w ill re-ask the
question.  A departm enta l tria l ba lance w ill show  on ly the am ounts generated by postings w ith  that particu lar
departm ent code.
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The <*> w ill generate  a  specia l tria l ba lance that is o f s ign ificant use for those businesses that use departm ent
codes regu larly.  The Spec ia l Tria l B a lance is ava ilab le  on ly on paper; even if you answ er <S> for screen above,
you w ill still rece ive a  paper prin tout w ith  th is option.

The com puter w ill prin tout on ly Incom e S ta tem ent accounts (revenues and expenses).  It w ill p rin t them  in
account num ber order show ing the current and year to  date  ba lances.  If there are any departm enta l to ta ls for
any o f these accounts, the com puter w ill lis t them  in  a lphabetica l order fo llow ing  the account, a long w ith  the
current and year to  date  departm enta l to ta l.  The com puter w ill p rin t the percentage of the m ain account to ta l
that each departm enta l to ta l represents; thus g iv ing you an analysis o f w hat percentage each departm ent
com prises your m ain incom e sta tem ent accounts. Th is is especia lly usefu l in  sa les accounts w here the m ain
G L account num ber captures all the  sales, w hile the  departm ent codes are used as sa les ca tegory breakdow ns.

+)))))))))))))))))))))))))))))))))))))))))),
*  Press <Shift 1> to TERMINATE Printout   *

.))))))))))))))))))))))))))))))))))))))))))-

Pressing <Shift 1> w ill te rm inate  the prin tout and/or screen d isp lay.  The com puter on ly checks for the escape
sequence at the end of each line d isp layed or prin ted, so it m ay take a  second to  react to  your keystrokes.  (For
printou ts sent to the  screen you are instructed  to press <EN TER > to see the  next screenful - you can also press
<ESC > here .)
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TRANSACTION JOURNAL

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal  )))))))))))))))))>)),
                               *    5 = Account Ledgers                    *     *
                               *    6 = Departmental Profit & Loss Stm't   *     *
                               *    7 = Stm't  of Change in Fin. Position  *     *
                               *    8 = Comparative Income Statements      *     *
                               *    9 = General Ledger System              *     *
                               .)))))))))))))))))))))))))))))))))))))))))))-     *
                       +)))))))))))))))))))))))))))))))))))))))))))))))))))))))))2)),
                       *             PRINT FROM TRANSACTION # 28                    *
                       *                                                            *
                       *             TO TRANSACTION # 50                            *
                       *                                                            *
                       *  Enter First Transaction Number to Print   <ENTER> =  28 *
                       .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You can select a range of transactions to print o r p rint a ll transactions in the  file. This p rom pt asks for the  first
transaction num ber that you w ish to have printed ... the default answ er is show n on the screen and it represents
the first transaction num ber o f the current accounting period.  You m ay not input a  starting transaction num ber
sm aller than the defau lt option show n on the screen.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*    Enter Last Transaction Number to Print   <ENTER> = 50  *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This input represents the last transaction num ber that w ill be prin ted, and m ay not be low er than the starting
num ber nor h igher than the defau lt show n on the screen.  It m ay be the sam e as the starting num ber if you
m ere ly w ant to  prin tout one sing le  transaction.

+))))))))))))))))))))))))))))))))))))))))))),
*    Continue with Printout ?  <Y> or <N>   *

.)))))))))))))))))))))))))))))))))))))))))))-
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The com puter asks for a  <Y > or <N > confirm ation of these num bers before proceeding  to  prin t the genera l
journal. 

(if you have next m onth postings, the com puter w ill ask you if you w ish to  include them  in  the journal prin tout).

It is  a  good idea to  run a com plete  genera l journa l (use the defau lt answ ers to  both  start and last questions), a t
the  end o f the  accounting  period .  If you keep every one o f your m andatory journa l printou ts fo llow ing  each
posting session, you w ill have the sam e in form ation.  The on ly advantage to  th is genera l journa l prin tout is that
the prin tout is m ade on continuous sheets o f paper, and therefore w ill take up less pages and less room .
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ACCOUNT LEDGERS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers  )))))))))))))))))))))>)),
                               *    6 = Departmental Profit & Loss Stm't   *     *
                               *    7 +))))))))))))))))))))))))))))))))))))))))))2,
                               *    8 *     ACCOUNT LEDGER ANALYSIS               *
                               *    9 *                                           *
                               .))))))*    1 = Individual Account Ledgers )))))>))),
                                      *    2 = Group Account Ledgers              **
                                      *    3 = Checkbook Register                 **
                                      *    4 = Fix Ledger Discrepancies           **
                                      *    5 = Exit                               **
                                      .)))))))))))))))))))))))))))))))))))))))))))-*
                      +))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2,
                      *  Enter Account Number for Ledger Printout  <ENTER> = Quit *
                      .)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

NOTE - the prompt field length is one character greater than the length of your standard account numbers to
allow for the inclusion of a departmental code.

If you do not w ish to  see that account analyzed by departm enta l codes, sim ply type in  the account num ber and
press <EN TE R >.  The absence of a  departm ent code te lls the com puter not to  pay a ttention to  w hether a  posting
has a  code or not ... a ll postings tow ard that account w ill be d isp layed.

O therw ise by typ ing an Account num ber w ith a  departm ent code, you w ill be asking for O N LY those entries to
th is Account under the departm ent that you specified.  The total w ill then  reflect on ly those postings w ith
departm ent codes.  D epartm ent code requests on Balance Sheet accounts w ill be ignored, since departm ents
are  not utilized w ith Balance Sheet Accounts.  

+))))))))))))))))))))))))))))))))))))))))),
*  P rinter   S creen  or  <ENTER> = Quit *

.)))))))))))))))))))))))))))))))))))))))))-
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This report can be routed to  e ither the video d isp lay or to  your line prin ter, o r w ith  an <EN TER > you can return
to  the Ledger Analysis M enu.

+))))))))))))))))))))))))))))))))))))))))),
* Include Next Month Postings <Y> or <N>  *

.)))))))))))))))))))))))))))))))))))))))))-

D ecide if w ant the next m onth postings included and m ake your se lection.  After your prin tout is com plete  you
w ill be  returned to the  first prom pt of th is section  so you can request other ledger printou ts.
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GROUP ACCOUNT LEDGERS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers  )))))))))))))))))))))>)),
                               *    6 = Departmental Profit & Loss Stmnt   *     *
                               *    7 +))))))))))))))))))))))))))))))))))))))))))2,
                               *    8 *     ACCOUNT LEDGER ANALYSIS               *
                               *    9 *                                           *
                               .))))))*    1 = Individual Account Ledgers         R
                                      *    2 = Group Account Ledgers )))))))))))))>,
                                      *    3 = Checkbook Register                 **
                                      *    4 = Fix Ledger Discrepancies           **
                                      *    5 = Exit                               **
               +)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2,
               *                         GROUP ACCOUNT LEDGERS                      *
               *                                                                    *
               *                                                                    *
               *       This sequence allows the printing of a sequential series     *
               *                                                                    *
               *     of Individual Account Ledgers within a given numerical range.  *
               *                                                                    *
               *        ONE department many be specified on this printout           *
               *                                                                    *
               *     Enter Lowest Account Number to Print  <ENTER> = Quit           *
               .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

G roup Account Ledgers:  Th is is sim ply an easy w ay to  get a  series o f ledgers prin ted out (no screen d isp lay
on group ledgers), w ithout having  to ca ll up  each account ind iv idually.

The com puter prom pts for the low est account num ber and then the h ighest account num ber - the num bers you
input do not necessarily  have to  be va lid  accounts in  your chart o f accounts.  The com puter w ill begin  looking



StockBoy Bookkeeping Reference Manual - Page 38

for accounts at your starting num ber and stop  a fter p rinting  a ll account ledgers w ith num bers equal to or less
than your stop num ber.

For exam ple, a  com plete  G enera l Ledger prin tout o f a ll accounts cou ld  be accom plished by inputting "1000" and
"9999".  If you have four d ig it account num bers, th is w ould guarantee that every account would be included in
the printout.

Th is feature a llow s you to  get ledgers on any group of accounts such as your revenues, or notes payable, s im ply
by keying  in the  proper range of account num bers.

+)))))))))))))))))))))))))))))))))))))))))))))))))),
*    Include Next Month Postings ?   <Y> or <N>    *

.))))))))))))))))))))))))))))))))))))))))))))))))))-

If you have posted a t least one next m onth posting, the com puter w ill ask you w hether or not you w ish to  include
any next m onth  postings in the ledger analysis, otherw ise just postings from  the current bookkeeping m onth  w ill
be disp layed.
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CHECKBOOK REGISTER

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers  )))))))))))))))))))))>)),
                               *    6 = Departmental Profit & Loss Stmnt   *     *
                               *    7 +))))))))))))))))))))))))))))))))))))))))))2,
                               *    8 *     ACCOUNT LEDGER ANALYSIS               *
                               *    9 *                                           *
                               .))))))*    1 = Individual Account Ledgers         *
                                      *    2 = Group Account Ledgers              *
                                      *    3 = Checkbook Register )))))))))))))))>), 
                                      *    4 = Fix Ledger Discrepancies           ** 
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))))2,
*             This program will printout an individual account analysis             *
*                   with a special format for checking accounts.                    *
*  All credit entries whose description begins with '#' will be grouped numerically *
*      while remaining credits and all debits will be grouped together in date order*
*                                                                                   *
*                         Enter Checking Account Number                             *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))))-

C heckbook R egister:  The checkbook reg ister is a  specia lized ind iv idua l account ledger that prin ts in form ation
in  a  non-chronolog ica l form at.  The com puter can run a checkbook reg ister on any current asset account, but
on ly one account at a tim e. Running th is procedure  D O ES N O T affect any account to ta ls or ba lances.  

O nce the G L account num ber has been input, the com puter w ill take a few  m om ents to  bu ild  a new  sorted report
w ith in form ation in  the fo llow ing order: 

               1) C redits  (negative entries) w ith  '# ' in  descrip tion.
               2) C redits in  date order (reductions to your account)
               3) D eb its in date order (deposits, other increases)
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The first grouping is the key to  the checkbook reg ister's usefu lness.  If you have fo llow ed the standard ru le  for
inputting G L transaction descrip tions, the system  w ill now  g ive you a  num bered lis ting o f a ll your checks in  order,
w ith specia l notations to ind icate gaps in  your check num bering sequence.  

A ll the  checkbook reg ister program  needs is for you to have input a  '# ' fo llow ed by a  num ber, fo llow ed by a nam e
som ew here in  the descrip tion for transactions that invo lve checks.  W hen the com puter autom atica lly generates
checks from  payro ll and from  the accounts payable program , th is ru le  is fo llow ed exactly.  If a  '# ' is  not in  the
descrip tion of the transaction, the com puter can not p lace the entry in  the correct sequence; it w ill be located
after the  checks and before the  deposits.

+)))))))))))))))))))))))))))))))),
*  P rinter   S creen or  Q uit  *

.))))))))))))))))))))))))))))))))-

The checking account num ber and nam e are d isp layed on the screen, and you are asked if you w ant the report
sent to the Screen or to  the Prin ter.

+))))))))))))))))))))))))))))))))))))))))))))),
* Include Next Month's Postings ? <Y> or <N>  *

.)))))))))))))))))))))))))))))))))))))))))))))-

If there  have been any N ext M onth Postings you w ill be asked if you w ant them  included.  W hen no N ext M onth
Postings are in  the system  th is prom pt w ill not be seen.  The o ld  sort file  is cleared and the data  is loaded and
sorted for the report.  If you have a large am ount o f posting activ ity in  th is file , the so rting  cou ld  take  a  few
m inutes.   You are w arned about the possib le  delay on the screen.  Do not th ink the system  has gone to  sleep
or crashed, just be patient for few  m inutes.  You w ill see the num bers changing at the bottom  of the screen as
a w ay to te ll you the  system  is at w ork.

+)))))))))))))))))))))))))))))))))))))))),
* Press <Shift 1> to TERMINATE Printout  *

.))))))))))))))))))))))))))))))))))))))))-

Pressing <Shift 1> w ill te rm inate  the prin tout and/or screen d isp lay.  The com puter on ly checks for the escape
sequence at the end of each line d isp layed or prin ted, so it m ay take a  second to  react to  your keystrokes.  (For
printou ts sent to the  screen you are instructed  to press <EN TER > to see the  next screenful - you can  also press
<ESC > here .)
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FIX LEDGER DISCREPANCIES

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers  )))))))))))))))))))))>)),
                               *    6 = Departmental Profit & Loss Stmnt   *     *
                               *    7 +))))))))))))))))))))))))))))))))))))))))))2,
                               *    8 *     ACCOUNT LEDGER ANALYSIS               *
                               *    9 *                                           *
                               .))))))*    1 = Individual Account Ledgers         *
                                      *    2 = Group Account Ledgers              *
                                      *    3 = Checkbook Register                 *
                                      *    4 = Fix Ledger Discrepancies ))))))))))),
                                      *    5 = Exit                               **
     
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2,
       *                         FIX LEDGER DISCREPANCIES                           *
       *                                                                            *
       *                                ATTENTION !                                 *
       *                                                                            *
       *This program attempts to fix any discrepancies between the ledger printouts *
       *                        and the Financial Statements.                       *
       *If running this program fails to fix discrepancies, call Customer Support ! *
       *                                                                            *
       *                                                                            *
       *          May take several minutes - continue ?  <YES>  NO                  *
     
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Fix Ledger D iscrepancies:  O ccasiona lly a  pow er fa ilu re  m ay d isturb  the posting process and cause a ledger
analysis to  include postings from  other accounts.  The com puter w ill a lert you if th is has happened by prin ting
a d iscrepancy notice on the screen or on the printer fo llow ing any ledger analysis.  
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If you should  rece ive one of these w arn ing m essages, s im ply execute th is option from  the Account Ledger m enu.
The d iscrepancy fix m ay take severa l m inutes depending on the num ber o f transactions you have posted thus
far during the accounting period.  There  is noth ing for you to answ er, and you m ay leave the m achine to do its
w ork un-attended.  O nce the  fix rou tine  is com pleted , a ll ledgers w ill ba lance perfectly w ith the ir respective
account totals in the  various financial statem ents.  A fter running  the  Ledger F ix, ob tain a new  System  Balance
C heck.  If there are  any problem s still unresolved, contact Custom er Support.
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DEPARTMENTAL PROFIT & LOSS STATEMENT

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers                    R      
                               *    6 = Departmental Profit & Loss Stmnt S)))>)),
                               *    7 = Stmnt. of Change in Fin. Position  T    *
               +))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2))),
               * Select Department Codes to Print   <A - Z>   <*> = ALL  <+> = Exit *
               .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

At th is prom pt you m ay press the  <+> key to exit the  program , press the  asterisk key to print a P  &  L for a ll active
departm ents com bined, or you m ay enter a  series o f codes for the com puter to  prin t a  com bined P  &  L.

You m ay se lect just one departm ent code or severa l.  If there is m ore than one, the com puter w ill com bine the
to ta ls into  a consolidated P  &  L  and identify it as such.  The asterisk is just a  faster w ay of typ ing every letter in
the alphabet in to  the prom pt line.  If you duplicate  codes or even pick codes that are  not active, the com puter
w ill sort out the "bad" ones and prin t a  P  &  L for the codes that are  leg itim ate.

The screen prom pts and questions are  exactly the sam e as you encounter w hen doing an Incom e S tatem ent.
O nce the report is  com pleted you are re turned back to  the beginn ing  p rom pt so you can request o ther
D epartm en ta l P  &  L 's.  Percentages are handled the sam e way in  these reports as in  the m ain Incom e
Statem ent, a ll a re  based on to ta l revenues = 100% .
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STATEMENT OF CHANGE IN FINANCIAL POSITION

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             R
.))))))))))))))))))))))) *2. Printout Financial StatementsS))))))),
                         *3. End of Period Closing         T      R
                         *4. En+))))))))))))))))))))))))))))))))))))))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers                    *      
                               *    6 = Departmental Profit & Loss Stmnt   *      
                               *    7 = Stmnt. of Change in Fin. Position ))))>)),
                   +)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2)),
                   *  Select Month # for Comparison to Current Month  <ENTER> = Quit*
                   .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The com puter is seeking the m onth #  o f any o f the previously saved ba lance sheet com parisons.  The num ber
w ill be the sam e as the num ber g iven the file  during the Spec ia l End of Period C losing Procedures.  If the
com puter cannot find the num ber you input, you w ill be asked to  enter another.

The com puter can store 12 such balance sheet com parison  files, one for each m onth; and any m onth's file can
be com pared to  the current m onth on the Statem ent o f C hange in  F inancia l Position.  T he Balance Sheet for
last year th is m onth is erased when th is period is closed and the new  Balance Sheet rep laces the old  one.

The m achine w ill take a few  seconds to  load the in form ation from  the file , then w ill p rom pt for text line and zero
balance/account num ber inputs in  an identica l w ay to that described for the Balance Sheet printouts.  

N o statem ent date is requested , because the  S ta tem ent of C hange in F inancial Position  alw ays com pares a
previous ba lance sheet to  the current ba lance sheet; therefore the system  date is a lw ays used as the date  o f
the statem ent.
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COMPARATIVE INCOME STATEMENTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             *
.))))))))))))))))))))))) *2. Printout Financial Statements))))>))),
                         *3. End of Period Closing         *      *
                         *4. En+)))))))))))))))))))))))))))2))))))2)))))))),
                         *5. Ac*    PRINTOUT FINANCIAL STATEMENTS          *
                         *6. Ac*                                           *
                         *7. GL*    1 = Balance Sheet                      *
                         *8. Pr*    2 = Income Statement                   *
                         *9. Ma*    3 = Trial Balance                      *
                         .)))))*    4 = Transaction Journal                *
                               *    5 = Account Ledgers                    *      
                               *    6 = Departmental Profit & Loss Stmnt   *      
                               *    7 = Stmnt. of Change in Fin. Position)))>)),
                               *    8 = Comparative Income Statements      *   *
                               .)))))))))))))))))))))))))))))))))))))))))))-   *
                           +)))))))))))))))))))))))))))))))))))))))))))))))))))2))),
                           * Select Oldest Month/Year for Comparison <MM/YY>       *
                           *            <L> = List    <ENTER> = Quit               *
                           .)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

StockBoy p rovides a  w ay to  com pare tw o End of M onth Incom e S tatem ents in  the G enera l Ledger, P rin tout
F inancia l S ta tem ents system .  The "C om parative Incom e S tatem ents" is very sim ilar to  the Statem ent o f C hange
in F inancia l Position.  

You w ill be prom pted to  input the O LD EST M onth /Y ear for com parison in  the form at "M M /Y Y."  The system  is
seeking the m onth and year num bers separated by the d iagonal (no day is necessary) and the m onth and year
M U ST be tw o d igits (i.e. 07 /93  for July of 1990).  The  com parison  invo lves tw o incom e statem ents, you m ust
se lect the o ldest one firs t.

The system  autom atica lly records both  the m onth ly and the year to  date  to ta ls during each End of M onth routine.
P ressing <L> at th is prom pt w ill d isp lay a  lis ting o f a ll Year to  D ate Incom e S tatem ents that have been saved
on your hard d isk.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Select Newest Month/Year for Comparison <MM/YY>       *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

N ext you are prom pted for the New est M onth/Year to  com pare.  If you input a  m onth/year that is  earlie r than the
date entered above, the input w ill be rejected.  The o ldest and new est dates m ust be input in  the correct order.
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The ability  to  input and prin t a  text line at the bottom  of the Com parative Incom e S ta tem ent is  included and is
identica l to the S tatem ent of Change in  F inancia l Position.  The prom pt regard ing printout options (w hether to
prin t account num bers and/or zero ba lance accounts) is a lso identical.

The system  now asks for input:  "C om pare M onth ly or Year to  D ate F igures".  A t your option, e ither You m ay
com pare m onth to  date  incom e sta tem ent figures or the year to  date  to ta ls, by pressing <M > or <Y>.  The fina l
question invo lves w hich printer to  se lect.

The resu lting com parison w ill show  four co lum ns, 1) the o ldest date incom e statem ent, 2) the new est date
incom e statem ent, 3) the  difference in do llars (col 2 m inus col 1), and 4) the  percentage d ifference (difference
divided by co lum n one).

This report can show  you the increase/decrease o f a ll item s in  your chart o f accounts that appear on your m ain
incom e statem ent.  This fea ture is N O T ava ilab le for departm ental profit and  loss s tatem ents.  If you have
dele ted a chart o f account item  that is included in  the oldest co lum n, the descrip tion for the account is no longer
ava ilab le , and the prin tout w ill show  <<D ELETE D  AC C O U N T>>.  If an asterisk "*" appears a t the end of an item
descrip tion, it m eans that the account num ber had no corresponding entry in  the oldest co lum n... thereby
representing a new  item .

The incom e statem ents tha t are autom atically saved a t the  E nd o f M onth update, w ill rem ain on the  hard d isk
indefin ite ly (they requ ire  very little  storage).  Th is is not to  be confused w ith  the S tatem ent o f C hange in  F inancia l
Position w here  the ba lance sheets are  stored in  a ro tating 12 m onth file  that is  accessed only by the m onth
num ber. Every new  ba lance sheet w ipes out the  one from  12 m onths previous.
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END OF PERIOD CLOSING

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             *
.))))))))))))))))))))))) *2. Printout Financial Statements *
                         *3. End of Period Closing )))))))))))>))),
                         *4. End of Year Updates           *      *
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))))))
))))))))),
*                          END OF PERIOD CLOSING                                    *
*                                                                                   *
*                                                                                   *
*   This sequence allows the transfer of the current period's profit or loss        *
*   to any number of Capital accounts - thus 'closing' the Income Statement.        *
*                The periodic GL transaction file will be erased                    *
*  when next period's transactions are first entered via the GL Posting Program.    *
*  Run Billing PRIOR to this, if you want Finance Charges posted to current month.  *
*                                                                                   *
*        Continue with End of Period Closing ?  <YES> or <NO>                       *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))))-

You m ust answ er <YES> or <N O >.  Typing just a <Y>, or <N > w ill not p lease the com puter.

ARCHIVE - since the End of Period involves potentially destructive updates, start this procedure only AFTER
MAKING A FRESH ARCHIVE of your current data.

NOTE - that you may not close the books twice in a row without at least one posting in between.  If you try,
the computer will display a message and route you back to the GL menu.

+)))))))))))))))))))))))))))))))))))))))))))))))))),
* Month being Closed is # 4  Correct ? <Y> or <N>  *

.))))))))))))))))))))))))))))))))))))))))))))))))))-

If you are c losing  the  books for A pril, as an exam ple, you should enter a <Y>, even if the  system  date is in M ay.
This num ber te lls  the com puter that th is ba lance sheet file  is the fina l one for the m onth of April (the fourth
m onth), and tha t the  da te to be used in the  S tatem ent of C hange in F inancial Position  should be April 30 , 19xx.

StockBoy's  G L system  handles the end of period c losing in  m uch the sam e way as you would  in  a  m anual
bookkeeping system .  F irst, the incom e statem ent accounts are to ta lled and a debit (loss) or cred it (profit)
ba lance is com puted.  Th is figure w ill be "c losed" in to  any one or com bination of cap ita l accounts via  an
interm ediary N et M onthly Pro fit account.  

In  e ffect, every account from  the  incom e sta tem ent is closed out in to  the in term ediary account, then the
in term ediary is closed in to  a  cap ita l account.  Th is is the log ic behind the closing.  The end resu lt: the current



StockBoy Bookkeeping Reference Manual - Page 48

m onth incom e sta tem ent is com plete ly zeroed, and the cap ita l section of your Ba lance Sheet is increased or
decreased by the am ount o f pro fit o r loss during the accounting period.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*       CLOSING NET PROFIT INTO CAPITAL          $7,770.72      *

*                                                               *
*                                                               *

*  Enter Transaction Date for Closing Transaction     M/D/YY    *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The com puter w ill autom atica lly com pute the am ount of profit or loss and d isp lay the am ount as the first entry
of the closing transaction.  The D ate of C losing M U ST be dated w ith  the  sam e m onth  as the C urrent M onth
being C losed, or it w ill be re jected.  From  th is po in t forw ard, the End of Period C losing is identica l to  posting a
standard transaction.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* = = = = = = = = = = = = = = = = = = = = = = = = = =  P O S T IN G  G L  T R A N S A C T I O N  #  1 7 2 3
=======================*
*                                                                                *
*Page 1     O4/30/93  "CLOSING NET PROFIT INTO CAPITAL"             $7,770.72 DB *
*                                                                                *
* ****      NET PROFIT THIS PERIOD                                  $7,770.72 DB *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*                    Enter General Ledger Account Number                         *
*                                                                                *
*  Accts.  M aint.   V iew Accts.   D elete Entries   or  Arrow Keys for Paging  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

The transaction ba lance is  set to  the am ount o f profit or loss, and you m ust input accounts and am ounts until
the transaction 's ba lance reaches zero.  W hen it does (m eaning that you have a ba lanced transaction), you w ill
see the entire  c losing transaction on the screen.  N ote that the "N et P rofit th is Period" d isp lays "****" instead of
an account num ber (th is is the inte rm ediary account - it does not rea lly exist in  the chart o f accounts).  You w ill
now  be asked to  accept or re ject the closing transaction.

+))))))))))))))))))))))))))))))))))),
*  Is Entire Transaction Correct ?  *

.)))))))))))))))))))))))))))))))))))-

The <N > answ er starts the End of Period C losing routine all over; and the <Y> answ er w rites the transaction
to d isk w here  it becom es a perm anent part o f your books.  

IMPORTANT NOTES ON CLOSING:
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The G L operates under a balance forw arding  type  schem e w here only the  curren t period 's transactions are kept
in  storage.  At the end of the m onth you are expected to  get fina l prin touts  o f the  reports , then the com puter
erases the transactions to  provide room  for your new postings.  The runn ing to ta ls o f the accounts and
departm ents are  not affected, of course.  STAR T YO U R  EN D  O F PER IO D  PR O C ESS BY TAKIN G  AN
ARC H IVE.

It is  im portant that you understand that the End of Period C losing is  a  tw o s tage process, it does not
IM M ED IATE LY erase your posting file .

             1st - The C losing M AR KS the data  (in terna lly) for erasure, and
             2nd - The Accounts are  UPD ATE D  w hen you post your first transaction
                    after closing the period.

Im m ediate ly fo llow ing  the posting of your End of Period C losing transaction, you w ill still have ALL of your
current period data  in  tact.  You m ay (and should) run your financia l sta tem ents, your ledgers, and your genera l
journa l.  Your b illing  should  have a lready been done, as w ell as any check batches that you w anted included
in the current m onth before closing.  

Your curren t period  incom e statem ent and departm ental P  &  L 's w ill not be zeroed just yet; they rem ain intact
for you to get end o f period  printou ts.

The actua l erasure o f the transaction file  and zero ing of the current period incom e sta tem ent and departm enta l
P  &  L 's is done the  first tim e you go to Post Transactions after posting  the  End of Period  C losing  transactions.
The com puter detects that the data files have been m arked for erasure (by the E nd o f Period C losing program ),
and w ill p rom pt you:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))),

*                     NEW PERIOD FILE PREPARATION SEQUENCE                        *
*                                                                                 *

*                            Books have been Closed.                              *
*        All GL transactions must be erased before posting to a new period,       *
*           and the system must 'Balance Forward' all GL Accounts.                *

*        Make sure you have all End of Period printouts before proceeding !       *
*  NO OTHER USER SHOULD BE USING GENERAL LEDGER SYSTEM DURING THIS

PROCEDURE !!!  *
*                                                                                 *

*               Continue ? <YES>   <NO>  or   <U> = 'Un-close'                    *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))-

Your answ er here is im portant.  A <N O > w ill route  you back to  the G L m enu so that you m ay run additiona l
printouts for the end of the period.  

The <U > option does exactly w hat it suggests ... it reverses and erases the closing entry (even the transaction
num ber is reused) and puts your data  back to  the po in t it w as a t im m ediate ly before you executed the End of
Period C losing.  

You m ay unclose your books in  th is m anner regard less o f how  m any days m ight have e lapsed since you
perform ed the End of Period C losing.  O nce the books have been unclosed, you m ay continue again to post to
the  current period .  You w ill of course have to re-do the End of M onth C losing  w hen you are ready.

A  <YES> answ er begins the actua l c losing process.  It is  irrevers ib le .  The only w ay to  go "back" to last m onth
is to  start over w ith  an arch ive restoration.

The current period incom e sta tem ent and the current period departm enta l P  &  L sta tem ents are  zeroed.  The
transaction file  is erased, but the sequentia l transaction num bers are kept in  order; your next transaction num ber
w ill be 1  greater than the num ber o f the closing transaction.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*               CREATING END OF PERIOD COMPARISON FILE        *
*               PREPARING FILES FOR NEW PERIOD'S POSTING      *

*               CLEARING LAST PERIOD'S TRANSACTION KEY FILE   *
*               ZERO-ING NEW PERIOD'S INCOME STATEMENT        *
*               CLEARING LAST PERIOD'S GL TRANSACTION FILE    *
*               RE-LOADING CURRENT TRANSACTION FILE           *

*                                                             *
*  Is Month 5 the First Month of your Fiscal Year ? <Y>  N    *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Answ ering <Y> to  th is question w ill route  you autom atica lly to  the EN D  O F YEAR  CLO SIN G  sequence.  An End
of Y ear U pdate m ust be m ade AFTER  an End of Period C losing AN D  BEFO R E any new  transactions are
entered!  O therw ise answ er <N >, to  continue.

Follow ing  these procedures, the  com puter rou tes you im m ediately on to the  Post Transactions program  (w hich
is w here you w ere headed in  the first p lace!).

NEXT MONTH POSTINGS

N ext m onth postings are handled  au tom atically by the  com puter during  the  End of Period  update.  If N O  next
m onth postings have been m ade during  the  curren t bookkeep ing  period , the  update process continues as
described above, and the transaction file  (genera l journa l) is  erased so that you m ay start fresh next m onth.

StockBoy w ill save you r N ext M onth 's Postings in  a  specia l location, so that a t the conclusion of the End of
Period  update they w ill be  left in the  general journa l transaction  file.  The  system  w ill perform  as though a ll next
m onth postings w ere set as ide during the current m onth, then autom atica lly posted during the End of Period
update.  Fo llow ing the update, a  prin tout o f the transaction journa l w ill show  every next m onth posting and NO
current m onth postings; th is is because next m onth is now  the current m onth!

EXAMPLE:  the current bookkeeping month is February (#2), and you have several postings dated in March
(next month).  After you close February's books and perform the update described above, only the March
postings will be present in the transaction journal.

Because March is now the current month, all of the financial statement totals will be automatically updated
just as though you had manually entered every March posting since the End of Period.  

N EXT - N EXT M O N TH 'S  PO STIN G S ???

If you had posted  entries into April (#4) w hile the  curren t m onth was February (#2), w hen you close  February;
the current m onth w ill be #3 and NO  A pril postings w ill be present.  The com puter p laces transactions in to  the
current bookkeeping m onth unless the posting date  is O N E m onth greater than the current m onth.  Postings
m ade tw o m onths in  advance or five  m onths back, a ll w ill go in to  the current period.
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END OF YEAR - ENTIRE SYSTEM

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             *
.))))))))))))))))))))))) *2. Printout Financial Statements *
                         *3. End of Period Closing         *
                         *4. End of Year Updates )))))))))))))>))),
                         *5. Accounts Payable              *      *
                         *6. Accounts Receivable           *      *
                      +)))))))))))))))))))))))))))))))))))))))))))2))))))))),
                      *                                                     *
                      *     END OF YEAR UPDATES                             *
                      *                                                     *
                      *    1 = End of Year - Entire System )))))))))))))))))))>),
                      *    2 = End of Year - Departments                    *   *   

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))2))),
  *                            END OF YEAR CLOSING - ENTIRE SYSTEM                  *
  *                                                                                 *
  *      This sequence re-sets ALL Year to Date Income Statement account balances   *
  *                  equal to each account's current month balance,                 *
  *                      re-sets transaction counter to number 1,                   *
  *      transfers final year to date Income Statement figures to budget columns,   *
  *  and re-sets YTD Purchases & YTD Payments on ALL Vendors and A/R Customers.     *
  *  All Departments for Income Statement GL Accounts are also zero-ed at this time.*
  *                                                                                 *
  *            Continue with End of Year ?  <YES>  or  <NO>                         *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))-

Keep in  m ind that the G L considers your books as one business w ith  26 d ifferent possib le  departm ents.  The
End of Year process m ere ly re-sets the transaction counter back to  #  1 , transfers your fina l year end incom e
statem ent in to the budget co lum ns, then zero 's out the year to  date figures on the incom e statem ent.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Have You Run All Year-End Financial Statements ?  <YES> or <NO>  *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You m ay only run an End of Year fo llow ing an End of Period C losing (before  any new  postings are  m ade in to
a new  m onth).
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If your accountant has End of Year Adjustm ents for you to  m ake, C lose your last m onth o f the year and do not
m ake any other postings.  You w ill need to  rem em ber to  TU R N  O FF any Autom atic  Postings (such as in  Payro ll,
or the  Sales R eg ister) during  th is tim e.  W hen you have the  E nd o f Y ear Adjustm ents (D epreciation , Equ ities,
E tc.) enter them  w ith  the standard posting procedure in to  your 13th  m onth.  S ince StockBoy does not care how
m any periods you have in  your accounting year, th is  w ill not cause any prob lem s.  Then close th is artific ia l
m onth , and run your reports .  N ow  go ahead and do your E nd o f Year C losing.  N ow  TU R N  O N  the Autom atic
postings you had turned off and m anually post the activ ity that has been waiting to  be posted.

+))))))))))))))))))))))))))))))))),
*  END OF YEAR SEQUENCE COMPLETED *

*                                 *
*  Press <ENTER> key to continue  *

.)))))))))))))))))))))))))))))))))-

O nce the  procedure is com pleted  you w ill see this on the  screen.  P ress <EN TER > and you w ill be  rou ted  back
to the G enera l Ledger M enu.  

H APPY N EW  YEAR  !!!!!!!!!!

NOTE - All Departments are Closed with the system closing.  If you did not want a particular Department's
Year to Date Totals to be re-set at this time, go back into "Input Year to Date Totals - Departments" Option
and re-input the Year to Date Total that you want kept there.  
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END OF YEAR - DEPARTMENTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))))))>)))))),
*5. Payroll                      *            *
*6. Custom Features      +))))))))))))))))))))2)))))))))))),
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *
*8. Master System Mainten*                                 *
*9. LOGOFF               *1. Post Transactions             *
.))))))))))))))))))))))) *2. Printout Financial Statements *
                         *3. End of Period Closing         *
                         *4. End of Year Updates )))))))))))))>))),
                         *5. Accounts Payable              *      *
                         *6. Accounts Receivable           *      *
                      +)))))))))))))))))))))))))))))))))))))))))))2))))))))),
                      *                                                     *
                      *     END OF YEAR UPDATES                             *
                      *                                                     *
                      *    1 = End of Year - Entire System                  R
                      *    2 = End of Year - Departments ))))))))))))))))))))))>),
                      *    3 = Input Year to Date Totals - Income Statement *    *   
  
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))2)),
    *                      ZEROING YEAR TO DATE DEPT TOTALS                         *
    *                                                                               *
    *                This sequence will zero to Year to Date figures                *
    *             contained in the Departmental Profit & Loss Statement             *
    *      Only the year to date totals on specified departments will be zero-ed.   *
    *            Main System Income Statement figures are NOT affected!             *
    *  A/R YTD Purchases and A/P YTD Payments will be set to zero on selected Depts.*
    *                                                                               *
    *  Zero YTD Total on Which Depts ? <*> = None                                   *
  
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))-

If you w ish to  set the year to  date  figures for any indiv idual departm ent back to  zero, you m ay do so at any tim e
you w ish by using th is option.  Th is sequence has no a ffect on the m ain incom e sta tem ent, the budgets, or the
sequentia l transaction counter.  

The com puter sim ply prom pts you to enter the departm ent(s) you w ish to have zeroed.  Zero ing the year to  date
figures em ulates the closing of a fisca l year for that departm ent.

R em em ber that th is option w ill on ly a ffect the departm ents.  You still should  c lose your entire  system  once a year
(w ith  option #1 above) to  re-set the transaction counter, update the budgets, and to  zero the year to  date  figures
on the m ain incom e statem ent.
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INPUT Y-T-D TOTALS - INCOME STATEMENT

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))))))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         R       
                         *4. End of Year Updates S)))))))))))))))),
                         *5. Accounts Payable              T      *
                         *6. Accounts Receivable           *      *
                         *7. GL System Maintenance         *      *
                         *8. Print Check Batch             *      *
                         .)))))))))))))))))))))))))))))))))-      *
                         +))))))))))))))))))))))))))))))))))))))))2)))))))))))),
                         *                                                     *
                         *     END OF YEAR UPDATES                             *
                         *                                                     *
                         *    1 = End of Year - Entire System                  *
                         *    2 = End of Year - Departments                    *
                         *    3 = Input Year to Date Totals - Income Statement))>),
                         *    4 = Input Year to Date Totals - Departments.     *  *
                         *    5 = General Ledger                               *  *
                         .)))))))))))))))))))))))))))))))))))))))))))))))))))))-  *
                                            +)))))))))))))))))))))))))))))))))))))2),
                                            *  Add What Amount to Total ?  $0.00    *
                                            .)))))))))))))))))))))))))))))))))))))))-

If you begin  using the G L during the m idd le  o f an accounting  year, the  year to  date  figures on the Incom e
Sta tem ent and on the D epartm enta l P  &  L 's w ill on ly re flect to ta ls from  the postings you have entered into  th is
system .  In order to p ick up the  year to da te totals from  your previous system  and put them  into the  G L you m ust
use th is option.

The com puter w ill scan through a ll o f the incom e sta tem ent accounts one at a  tim e, asking for an additiona l
am ount to  be added to  any am ount a lready in  the system .  Rem em ber that the num ber you enter w ill be AD D ED
to the num ber a lready shown for the year to  date  to ta l on that account.  Th is a llow s you to  put in  your o ld  year
to  dates a fter you have a lready begun work on the G L.

If you put in  your old  year to  date num bers before you begin to post to the G L, the existing to ta ls w ill a ll be zero
and the am ount you enter w ill be the  resu lting am ount that is  show n the next tim e you run your Incom e
Statem ent.

D efau lting an am ount (just pressing <EN TE R >), leaves the existing year to  date  am ount unchanged.

This procedure  does not affect the year to  date tota ls of any departm ental P ro fit &  Loss statem ent 
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NOTE - That the GL does not care what amounts are input; the balance of the system is not affected by these
year to date figures.
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INPUT Y-T-D TOTALS - DEPARTMENTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))))))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         R       
                         *4. End of Year Updates S)))))))))))))))),
                         *5. Accounts Payable              T      *
                         *6. Accounts Receivable           *      *
                         *7. GL System Maintenance         *      *
                         *8. Print Check Batch             *      *
                         .)))))))))))))))))))))))))))))))))-      *
                         +))))))))))))))))))))))))))))))))))))))))2)))))))))))),
                         *                                                     *
                         *     END OF YEAR UPDATES                             *
                         *                                                     *
                         *    1 = End of Year - Entire System                  *
                         *    2 = End of Year - Departments                    *
                         *    3 = Input Year to Date Totals - Income Statement R
                         *    4 = Input Year to Date Totals - Departments.))))))>),
                         *    5 = General Ledger                               *  *
                         .)))))))))))))))))))))))))))))))))))))))))))))))))))))-  *
                                         +))))))))))))))))))))))))))))))))))))))))2),
                                         *  Enter Department <A - Z>  <ENTER> = Quit*
                                         .))))))))))))))))))))))))))))))))))))))))))-

This sequence works identica lly to  the procedure described above, but on ly for a  departm ent P  &  L ra ther than
for the m ain Incom e S tatem ent.  F irst, the com puter prom pts you to se lect w hich departm ent you w ish to  w ork
w ith.

+))))))))))))))))))))))))))))))))))))))))),
*  Add What Amount to Total ?  $  0.00    *

.)))))))))))))))))))))))))))))))))))))))))-

Then the system  cycles through every incom e statem ent account, adding your input to  the existing year to  date
figure for that departm ent.  These inputs do not affect the year to  date figures of the m ain Incom e S tatem ent.
S ince you are Adding to  the existing to ta ls use a  negative figure to  reduce the am ount.  DO  N O T input the new
balance you want to  see!  Input the am ount o f change needed to  m ake the ba lance correct.  Use <EN TE R >,
or Zero, for no change.  A fter stepp ing through each incom e sta tem ent account you w ill be routed back to  the
End of Year M enu.
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TH IS  PAG E  IN TEN TIO N A LLY LEFT BLAN K
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ACCOUNTS PAYABLE

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))))))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         *       
                         *4. End of Year Updates           R       
                         *5. Accounts Payable  S)))))))))))))>)),  
                         *6. Accounts Receivable           T    *  
                         *7. GL System Maintenance         *    *  
                         *8. +))))))))))))))))))))))))))))))))))2)))),
                         .)))1                                       *
                             *     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendor Accounts      *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts               *
                             *    5 = A/P Authorization System       *
                             *    6 = Edit A/P Folio Data            *
                             *    7 = General Ledger System          *
                             .)))))))))))))))))))))))))))))))))))))))-

The Accounts Payable  is a  sub-system  to  the G enera l Ledger, designed to  he lp  track those com panies to  whom
you ow n m oney on a short term  basis.  Th is system  w ill he lp you track not on ly how  m uch is  ow ed, but a lso he lp
you take advantage of any prom pt paym ent d iscounts, and w hen they are due.  And fina lly it w ill even prin t the
checks and update the G enera l Ledger for you.

Accounts Payable businesses are  re fe rred  to as "V endors" in  the G L System  (separa ting them  from  A /R
"C ustom ers"), and each one has its  ow n account num ber (the length o f w hich was determ ined by you during
the  In itia lization sequence).  The com puter autom atica lly num bers the vendors starting from  101, or 1001, or
10001, etc..  Each new  vendor you input is assigned the next ava ilab le  num ber. 

You M U ST have at least one vendor in  the A /P  system  before the G L posting program  w ill a llow  you to  proceed.
Vendors m ay be entered and ed ited at any tim e.
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ENTER NEW VENDORS ACCOUNTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))>)))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         *       
                         *4. End of Year Updates           R       
                         *5. Accounts Payable  S)))))))))))))>)),  
                         *6. Accounts Receivable           T    *  
                         *7. GL System Maintenance         *    *  
                         *8. +))))))))))))))))))))))))))))))))))2)))),
                         .)))1                                       *
                             *     ACCOUNTS PAYABLE                  *
                             *                                       R
                             *    1 = Enter New Vendor Accounts )))))))))>)))),
                             *    2 = View / Edit Vendor Accounts    *        *
   
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2)
))),
     *                          ENTERING NEW VENDOR ACCOUNTS                       *
     *                                                                             *
     *         ACCOUNT #                                                           *
     *                                                                             *
     *    Business Name:                                                           *
     *    Address Line One:                                                        *
     *    Address Line Two:                                                        *
     *    Address Line Three:                                                      *
     *    Telephone:                                                               *
     *    YTD Payments:                                                            *
     *    Dept. Code:                                                              *
     *    Separate Voucher:                                                        *
     *                                                                             *
     *    Total Owing:                                                             *
     *                                                                             *
     *    Enter Supplier Code for Auto Input <ENTER> = None                        *
     *    Supplier File Information May be Available for Instant Input             *
     *                                                                             *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))-
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If the data  requ ired for th is file  has a lready been entered in  the Purchasing System  by one of the Buyers you
can instan tly transfer it to th is file by entering  the  "Supplier C ode" assigned in the  Purchasing  System .  (N otice
th is business is ca lled a Vendor in the Payable System  and a Supplier in  the P urchasing S ystem .  Th is is to  he lp
reduce confusion.)  If the data  is not in  a  "Supplier F ile" then Press <EN TE R > to  key it in .

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* Enter Business Name  <ENTER> = Quit                                            *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

This sequence autom atica lly looks up the next ava ilab le  num ber and assigns it to  the vendor you are  about to
log in to  the system .

NOTE - Any blank line or any line with an "*" as its right-most character will NOT be printed on checks; all
other reports will show the lines (even blank ones) including the asterisk.  This feature will allow you to identify
an A/P Vendor by the Business Name line, while printing a completely different name on the check (by
marking the business name line with an asterisk), such as is the case with factored accounts.  When you use
the asterisk on the business name line, the "*" will become part of the name for any printout.  Lines such as
"ATTN:  John Doe" can be marked with the asterisk to allow an address label to be printed without having the
ATTN being printed on a check.

There are several p ieces o f inform ation  you m ay g ive the  com puter for the vendor's m aster file:  nam e, address,
c ity sta te  zip , te lephone num ber, year to  date  paym ents, and a departm ent code.  You can utilize  the tw o le tter
"C ity Abbrevia tion" on address lines tw o or three to  avoid  typ ing in  the sam e c ity, s ta te , and z ip , tim e after tim e.

NOTE -  ALPHA CODES.  Sometimes you might have a Vendor with extra letters or words in front of the word
to base the alphabetization on, or an individual person who is a vendor (rather than a business).  There is a
special code that you can insert into the name to allow this Vendor to be sorted last name first during the
alphabetized printout of vendors.  The code is the circumflex (^) or caret (usually Shift 6 on the keyboard).

If you R EPLAC E the space betw een his first and last nam es w ith  th is a lpha code, the a lphabetized prin tout w ill
include h im  in  correct order using his last nam e first.  The com puter w ill see th is code and begin  a lphabetiz ing
the nam e by the le tter im m ediate ly to  the right o f the code.  (i.e . "John Q .^Doe"  would  be a lphabetized by "D oe,
John Q .", w hile  "A cm e C onstruction" w ould be ranked w ith the A 's.  The "A lpha C ode" itse lf w ill be printed as
a space on any reports  or prin touts .  You do not need to  put an a lpha code at the sta rt o f a  business nam e - if
the  com puter doesn 't find  the  code it w ill assum e the  left-m ost letter is  the  one to a lphabetize by.

Be carefu l to  not leave a space betw een the code and the last nam e ("John Q .^  D oe"); th is w ill a lphabetize by
" D oe, John Q ." and rank M r. D oe w ith  last nam es w hich begin  w ith  a  space!

Th is specia l code w orks on the Accounts Payable  Business N am e line, the Accounts R eceivab le  Custom er
N am e line, the Payro ll N am e line inputs, and C ustom er N am e inputs a t the Sales R egister.  The code, if included
in  the nam e, w ill on ly be seen and used by the A lphabetized prin touts; no o ther prin touts w ill reverse the nam e.
A ll o ther prin touts prin t the alpha code as a  space, but it w ill rem ain vis ib le  on the screen.

The input routine steps you through each of the prom pts for info rm ation.  N ote  that the address in fo rm ation w ill
be included on any checks w ritten to  that vendor by the G L system .  The Year To D ate Paym ents m ay be input
from  your previous system , but hereafter any debits  applied to  th is vendor account w ill be accum ulated here
autom atica lly by the com puter until the end of the year.  Th is w ill g ive you an idea of how  m uch business you
did w ith  each vendor.

The D epartm ent C ode is an  op tional p iece  of da ta tha t m ight he lp you to keep track of w hat vendors do business
w ith  w hat departm ents w ith in  your organization.  You m ay input any one of the 26 departm ent codes, that are
activated, to  associa te  th is vendor w ith  that code.  Th is cod ing w ill a llow  you to  break out your prin touts by
departm ent.

The Separate  Voucher option is a  specia l sw itch you can set for those vendors that w ill usually have too m any
invoices be ing pa id on a check (m ore than 15) to  fit the deta il on the voucher.
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NOTE - When you have more invoices than can be detailed on one voucher StockBoy will automatically use
another check's voucher to complete the detail.  It will also void the check that went with the extra voucher.

You have the option here to  estab lish  th is vendor as one that you expect to  have a large num ber o f invo ices per
check.  Setting the Separa te Voucher option to YES w ill route ALL invo ice deta il for th is vendor to  a separa te
deta il sheet prin ted on regu lar paper a fter the checks are run.  In  th is case NO  invo ice deta il w ill be prin ted on
the check voucher, no m atter how  m any or how  few  invo ices need to  be deta iled.  It w ill save you from  having
vo ided checks for th is Vendor.  You are lim ited to  254 invo ices per check w ith  the Separate  Voucher activated.

NOTE - Because the setting of the Separate Voucher field is critical to the Automatic Check Writing program,
you are not allowed to edit this field if there are any checks in the check batch waiting to be printed.

The on ly w ay to  get a  va lue in to  the "Tota l O w ing" line is to  post an invo ice through the G L posting program .

O nce you have had a chance to  enter in form ation in to  each line, the com puter w ill d isp lay a  series o f line
num bers in  reverse video dow n the le ft s ide of the screen and w ill prom pt:

+))))))))))))))))))))))))))))))))))))))))))),
* Which Line Needs Correction ?  < 0 > = OK *

.)))))))))))))))))))))))))))))))))))))))))))-

You m ay now ed it any fie ld  by entering the line le tter associa ted w ith  it.  Pressing the zero key <0>  w ill save the
in form ation to the hard  d isk and exit th is routine.  
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VIEW / EDIT VENDOR ACCOUNTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))>)))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         *       
                         *4. End of Year Updates           R       
                         *5. Accounts Payable  S)))))))))))))>)),  
                         *6. Accounts Receivable           T    *  
                         *7. GL System Maintenance         *    *  
                         *8. +))))))))))))))))))))))))))))))))))2)))),
                         .)))1                                       *
                             *     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendors              *
                             *    2 = View / Edit Vendor Accounts )))))))>))),
                             *    3 = Search Vendors by Company Name *       *
   
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2))
))),
     *         ACCOUNT #                                                           *
     *                                                                             *
     *    Business Name                                                            *
     *    Address Line One                                                         *
     *    Address Line Two                                                         *
     *    Address Line Three                                                       *
     *    Telephone                                                                *
     *    YTD Payments                                                             *
     *    Dept. Code                                                               *
     *    Separate Voucher:                                                        *
     *                                                                             *
     *    Total Owing                                                              *
     *                                                                             *
     *      View / Edit Which Vendor Account ?  < Q > = Quit  101                  *
     *                                                                             *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))-

This option a llows you to  ca ll up vendors by the ir account num bers and exam ine or change the info rm ation in
the m aster file .  The com puter w ill prom pt for the account num ber.
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The next num erica l vendor num ber w ill be defaulted.  By defaulting the num bers you can step through the entire
vendor file  one after the other.  You can obta in  the account num ber for a  particu lar vendor from  an a lphabetized
vendor prin tout, or go in to  the "Search for Vendors by N am e" O ption.

If you enter a  vendor num ber that is greater than the last new  vendor's num ber, your input w ill be re jected,
o therw ise the vendor file  w ill appear on the screen w ith  th is prom pt line:

+)))))))))))))))))))))))))))))))))))))))))))))),
*  E dit   F olio   D elete  or   Q uit    Q   *

.))))))))))))))))))))))))))))))))))))))))))))))-

Pressing <Q > w ill exit you back to  the "W hich Vendor Account?" prom pt.  A  <D > w ill de le te  th is record O N LY
if the current ba lance is ZER O !  P ressing <F> w ill reveal the "Folio" of the ind iv idual invo ices that are currently
ou tstanding  on this account.  The screen shou ld look som ething  like th is:

   
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))),
     *  VIEWING ACCOUNT #        103                                               *
     *                                                                             *
     *    Business Name          ZIMMERMAN PAINT AND GLASS                         *
     *    Address Line One                                                         *
     *    Address Line Two       333 WEST THIRD                                    *
     *    Address Line Three     POCATELLO, IDAHO 83201                            *
     *    Telephone              555-333-3333                                      *
     *    YTD Payments                                                             *
     *    Dept. Code             "*"                                               *
     *    Separate Voucher:      NO                                                *
     *                                            DUE        DISC       AMOUNT     *
     *  105-723  02/05   PO # 8163           P pd 03/12      0.00         0.00     *
     *  110-234  03/10   PO # 8632           Y 04/04/93      0.00    $1.983.33     *
     *  189-772  03/26   PO # 9325           N 04/26/93    $10.46      $523.20     *
     *                                                                             *
     *                     End of Folio Press Any Key to Exit                      *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))-

This feature allows you to view the invoices of this account and see their status.  The left-most column in the
Folio is the Vendor's Invoice number, next is the Date of the Posting, followed by your Description.  Just before
the "DUE" column is a "P","Y" or an "N" that indicates the Authorization Status of the invoice.  The date in
the "DUE" column is the date you indicated as the Due Date of the invoice.  The amount of Discount is shown
under the "DISC" column, followed by the Total of the Invoice under the "AMOUNT" column.

Editing or changing of the Amount of the Invoice can ONLY be done by Posting an adjusting entry to the
books.  

Pressing any key once you have come to the end of the Folio will exit you back to this prompt:
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+)))))))))))))))))))))))))))))))))))))))))))))),
*  E dit   F olio   D elete  or   Q uit    Q   *

.))))))))))))))))))))))))))))))))))))))))))))))-

Press an <E > to  Edit the Vendor's data .  A num ber (1  through 7) w ill be d isp layed to  the le ft o f each line that can
be edited.  P ress the corresponding num ber to  begin Editing the line you have se lected .  S e lecting <0> w ill
indicate you are  fin ished editing and re turn  you to the "S elect Vendor N um ber" prom pt.
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SEARCH VENDORS BY COMPANY NAME

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))))))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         *       
                         *4. End of Year Updates           R       
                         *5. Accounts Payable  S)))))))))))))>)),  
                         *6. Accounts Receivable           T    *  
                         *7. GL System Maintenance         *    *  
                         *8. +))))))))))))))))))))))))))))))))))2)))),
                         .)))1     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendor Accounts      *
                             *    2 = View / Edit Vendor Accounts    R
                             *    3 = Search Vendors by Company NameS))))>)),
                             *    4 = Report Printouts               T      *
              +)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2)))))),
              * Enter Company Name or Acct. Number  <ENTER> = Quit                 *
              .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This fea ture a llow s you to look up a vendor account w ithout having  his account num ber.  S im ply type  in the  first
few  characters of the  nam e and the  screen w ill look som ething  like th is:

+))))))))))))))))))))))))))))))))))))))))))),
*     "AAA" NOT FOUND !                     *

*                                           *
*    1  ACME CORPORATION             108    *

*    2  CRUMWELL & ASSOCIATES        101    *
*    3  ZIMMERMAN PAINT AND GLASS    103    *

*                                           *
*Select <1 -3> or <N> = Next  <ENTER> = Exit*

.)))))))))))))))))))))))))))))))))))))))))))-

The system  w ill d isplay the  next 9 Vendors tha t fo llow  the  letter com bina tion  tha t you entered , if an  exact m atch
is not found.  Few er than e ight Vendors ind icates the end of the alphabetized file .  Pressing <N > w ill d isp lay the
next 8  Vendors, so you can s tep through the entire  lis t if you w ish.  Rem em ber, if you are looking for a  com pany
nam e like "E .F . H utton &  C o." and you cannot find it under the "H 's" that the problem  m ay be that you d id not
use an "A lpha C ode," look under "E " a lso.

O nce the vendor account is on the screen you can do the sam e ed iting and view ing functions as under option
#2, th is is sim ply another m ethod to access the vendor account.
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ALPHABETIZED LISTING OF VENDORS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))))))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         *       
                         *4. End of Year Updates           R       
                         *5. Accounts Payable  S)))))))))))))>)),  
                         *6. Accounts Receivable           T    *  
                         *7. GL System Maintenance         *    *  
                         *8. +))))))))))))))))))))))))))))))))))2)))),
                         .)))1                                       *
                             *     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendor Accounts      *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts ))))))))))))))))>)),
                             *    5 = A/P Authorization System       *    *
                           +))))))))))))))))))))))))))))))))))))))))))))))2),
                           *                                                *
                           *        ACCOUNTS PAYABLE PRINTOUT SYSTEM        *
                           *                                                *
                           *    1 = Alphabetized Listing of Vendors )))))))))>),
                           *    2 = Complete Analysis of Payables by Vendor *  *
                           *    3 = Complete Analysis by Due Date           *  *
                           *    4 = Accounts Payable System                 *  *
                           *    5 = General Ledger System                   *  *
                           .))))))))))))))))))))))))))))))))))))))))))))))))-  *
                                   +)))))))))))))))))))))))))))))))))))))))))))2),
                                   * Enter Department Code <A-Z> or <ENTER> = All*
                                   .)))))))))))))))))))))))))))))))))))))))))))))-

This report lis ts a ll vendors in  a lphabetica l order of Business N am e (taking the a lpha code in to  consideration),
and provides o ther pertinent in form ation regard ing the vendor.  The com puter w ill p rom pt for a  departm ent code,
w hich w ill a llow  you to  se lective ly prin t any custom ers w ith  the m atch ing departm ent code.  The defau lt option
is for a ll custom ers to  be prin ted regard less o f departm ent code, w hich is activated by pressing the <EN TE R >
key.

The next prom pt w ill be:



StockBoy Bookkeeping Reference Manual - Page 67

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter Report Format:   M aster   E xtended or  Q uit   M   *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This option  w ill a llow  the  printing  of da ta in tw o form ats:

<M > M aster Form at w ill p rovide each Vendor (for the group se lected) in  a lphabetica l order, w ith  the ir account
num ber, departm ent code, nam e, and to ta l am ount owed.

<E > Extended Form at w ill p rovide each vendor file  w ith  the sam e in form ation as above w ith  the addition of the
com plete  address, te lephone, and YTD  paym ents. Th is prin tout requires tw o lines for each custom er, s ince it
w ill not fit onto  one line.
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COMPLETE ANALYSIS OF PAYABLES BY VENDOR

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))))))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         *       
                         *4. End of Year Updates           R       
                         *5. Accounts Payable  S)))))))))))))>)),  
                         *6. Accounts Receivable           T    *  
                         *7. GL System Maintenance         *    *  
                         *8. +))))))))))))))))))))))))))))))))))2)))),
                         .)))1                                       *
                             *     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendor Accounts      *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts ))))))))))))))))>)),
                             *    5 = A/P Authorization System       *    *
                           +))))))))))))))))))))))))))))))))))))))))))))))2),
                           *                                                *
                           *        ACCOUNTS PAYABLE PRINTOUT SYSTEM        *
                           *                                                *
                           *    1 = Alphabetized Listing of Vendors         R
                           *    2 = Complete Analysis of Payables by Vendor )))>)),
                           *    3 = Complete Analysis by Due Date           *     *
                           *        +)))))))))))))))))))))))))))))))))))))))))))))2,
                           .))))))Q *  Enter Department Code <A-Z> or <ENTER> = All*
                                    .))))))))))))))))))))))))))))))))))))))))))))))-

This report w ill look s im ilar to  a  b illing  report ... every vendor w ith  a t least one outstand ing invo ice is included.
R em em ber tha t each invo ice stays in  the  system  until it is  posted  back to a  zero balance.  A ll zero balance
invo ices are autom atica lly purged from  the system  and w ill not show  up on any report or screen d isp lay (o f
course you have the record of the invo ice be ing pa id off in  your transaction journal).

The prin tout w ill show  every vendor w ith  activ ity, and every active invo ice, a long w ith  pertinent in form ation on
each invo ice.  It w ill inc lude an analysis o f how  m any days until the debt is due or how  m any days past due
(based on the system  date).  Th is report can optionally be sorted for any particu lar departm ent.
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COMPLETE ANALYSIS BY DUE DATE

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        R
*4. Bookkeeping S))))))))))))))))))))))))))))),
*5. Payroll                      T            R
*6. Custom Features      +))))))))))))))))))))))))))))))))),      
*7. System Utilities     *    GENERAL LEDGER SYSTEM        *      
*8. Master System Mainten*                                 *      
*9. LOGOFF               *1. Post Transactions             *       
.))))))))))))))))))))))) *2. Printout Financial Statements *       
                         *3. End of Period Closing         *       
                         *4. End of Year Updates           R       
                         *5. Accounts Payable  S)))))))))))))>)),  
                         *6. Accounts Receivable           T    *  
                         *7. GL System Maintenance         *    *  
                         *8. +))))))))))))))))))))))))))))))))))2)))),
                         .)))1                                       *
                             *     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendor Accounts      *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts ))))))))))))))))>)),
                             *    5 = A/P Authorization System       *    *
                           +))))))))))))))))))))))))))))))))))))))))))))))2),
                           *                                                *
                           *        ACCOUNTS PAYABLE PRINTOUT SYSTEM        *
                           *                                                *
                           *    1 = Alphabetized Listing of Vendors         *       
                           *    2 = Complete Analysis of Payables by Vendor *       
                           *    3 = Complete Analysis by Date )))))))))))))))))>)),
                           *    4 = Accounts Payable System                 *     *
                           *             +))))))))))))))))))))))))))))))))))))))))2,
                           .))))))))))))Q* Enter Target Due Date <M/D/YY>  04/30/93*
                                         .)))))))))))))))))))))))))))))))))))))))))-

This report is  identica l to  the com plete  lis ting w ith  the exception that it takes in to  consideration a target date  that
you  input.  A fter you set the  date, you can select a D epartm ent C ode.  Then the  com puter w ill scan the  active
invoices and only print the ones that are  due on or before  the target date, in  the departm ent you se lected.  

The to ta ls a t the end of the report w ill g ive you an exce llent idea of how  m uch cash w ill be requ ired to  clear the
payables by a  certa in  date , and how m uch cash d iscount w ill be a llow ed.
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ACCOUNTS PAYABLE AUTHORIZATION SYSTEM

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Custom Featu+))))))))))))))))))))2)))))))))))),
*7. System Utili*    GENERAL LEDGER SYSTEM        *      
*8. Master Syste*                                 *      
*9. LOGOFF      *1. Post Transactions             *       
.)))))))))))))))*2. Printout Financial Statements *       
                *3. End of Period Closing         *       
                *4. End of Year Updates           R       
                *5. Accounts Payable  S)))))))))))))>)),  
                *6. Accounts Receivable           T    *  
                *7. GL System+)))))))))))))))))))))))))2))))))))))))),
                .))))))))))))*     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendors              *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts               *
                             *    5 = A/P Authorization System )))))))))>))),
                             *    6 = Edit A/P Folio Data            *      *
                      +)))))))))))))))))))))))))))))))))))))))))))))))))))))2)))),
                      *          A/P CHECK AUTHORIZATION SYSTEM                  *
                      *                                                          *
                      * 1 = Authorize Invoices for Payment                       *
                      * 2 = Printout List of Authorized Invoices                 *
                      * 3 = Process All Authorized Invoices to GL & Check Batch  *
                      * 4 = Purge Paid Invoices                                  *
                      * 5 = Accounts Payable System                              *
                      .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This is the A/P  C heck Authorization System  m enu.  Th is Section is the heart o f the Accounts Payable  system .
It a llow s you  to se lect (au thorize) ind iv idual A /P  invo ices for paym ent or not; then to have  the  checks for those
authorized  invo ices printed  autom atically AN D  the  general journa l en tries m ade ... a ll w ith a  few  keystrokes!
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AUTHORIZE INVOICES FOR PAYMENT

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Custom Featu+))))))))))))))))))))2)))))))))))),
*7. System Utili*    GENERAL LEDGER SYSTEM        *      
*8. Master Syste*                                 *      
*9. LOGOFF      *1. Post Transactions             *       
.)))))))))))))))*2. Printout Financial Statements *       
                *3. End of Period Closing         *       
                *4. End of Year Updates           R       
                *5. Accounts Payable  S)))))))))))))>)),  
                *6. Accounts Receivable           T    *  
                *7. GL System+)))))))))))))))))))))))))2))))))))))))),
                .))))))))))))*     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendors              *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts               *
                             *    5 = A/P Authorization System )))))))))>))),
                             *    6 = Edit A/P Folio Data            *      *
                      +)))))))))))))))))))))))))))))))))))))))))))))))))))))2)))),
                      *          A/P CHECK AUTHORIZATION SYSTEM                  *
                      *                                                          R
                      * 1 = Authorize Invoices for Payment S))))))))))))))))))))>)),
                      * 2 = Printout List of Authorized Invoices                 T *
                       +)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2,
                       * Enter Vendor Name or Vendor Acct#                          *
                       *             <N> = Next Active Vendor or <ENTER> = Quit     *
                       .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Select the vendor you w ish to  process by entering the correct vendor num ber.  Here, you m ay defau lt to  see the
next vendor W ITH  IN VO IC ES by pressing <N >.  The com pute r w ill scan ahead to  see w hat next vendor (in
num erica l order) has at least one invo ice, authorized or not.

You m ay a lso enter the num ber o f any specific  vendor, and that com pany w ill be d isp layed on the screen a long
w ith  a ll invo ices posted tow ard that com pany, regard less o f w hether or not there are any invo ices.  Pertinent
inform ation  regarding  each invo ice is d isplayed one to a line  on the  screen; note tha t the  invo ice total does N O T
reflect any discounts.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                         A/P CHECK AUTHORIZATION SEQUENCE                       *
*                                                                                *
* 101  RALPH'S HARDWARE SUPPLY  555-555-5555   "*"                    1          *
* ==============================================================================
*
* Invoice #      Description            Due        Discount  St.   Amount Due    *
* ==============================================================================
*
*       E-493  "4 X 8 X 1/2 CDX"      pd 01/30         0.00   P            0.00  *
*       W-234 "PURCHASE WALL GUARDS"  02/04/93         0.00   N            9.40  *
*      TA-242 "T/A PURCH FOR XMAS"    11/01/93         0.00   N           65.20  *
*                                                                                *
*                                                                                *
*                                                                                *
*                                                                                *
*      Select:   Y es   N o    E dit  each   or   <ENTER> = Exit                 *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

O ur W H O LE focus a t th is po in t, in  the system , deals w ith  the "S t." (S ta tus) co lum n, the sta tus determ ines
w hether an invo ice is O K to  be pa id  or not a t th is tim e.  Th is is w hat the screen should  look like  a fter se lecting
a V endor N um ber.  The first step  is to au thorize invo ices for paym ent.  R em em ber tha t any new  invo ice w ill have
the default authorization code that you have estab lished through the M aster System  M aintenance Program . 

The sta tus codes you w ill see are "Y " for O K to  pay, "N " not authorized for paym ent, and "P " w hich ind icates that
th is invo ice has been paid.  Those invo ices m arked as pa id w ill a lso be  d isp layed  d ifferently in  the "DU E"
colum n.  They w ill show  a  "pd" fo llow ed by the m onth and day o f paym ent.  Th is m akes it easier for you to verify
if an invo ice has been paid  and when.

NOTE - Old - Paid invoices and Zero Balance invoices are cleared in the "Purge Paid Invoices" option of the
A/P Check Authorization Menu.

The sing le num ber in reverse video near the upper right hand corner of the screen is the "page" num ber for th is
vendor.  If a  vendor has m ore than one screenfu l o f invo ices, you m ay re fer to  th is num ber to  see what screen
num ber you are on.

NOTE - Through Master System Maintenance System Options you can choose how these authorizations are
DEFAULTED.  You can select that all new invoices start with a default "Y" or an "N" depending upon your
situation.  A "Y" authorization is saying "Yes this invoice is OK to pay when the time comes."  An "N" says the
opposite.  It is safest to default "N" but you will have to change each invoice to "Y" here before they will be
paid.

At th is prom pt you can press <E> to  Edit E ach Invo ice.  Th is w ill autom atica lly s tep you through each invo ice,
one at a tim e, so you can change the status on each invo ice ind iv idua lly .  T h is  is  used w hen you w ant to
authorize just a  few  invo ices instead of changing the sta tus on a ll invo ices a t once.  If you need to  step through
a few  invo ices to get to the  specific  one you w ant to ed it s im ply press the  <ENTER > key to leave  an  invoice
authorization  as is.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Select:   Y es   N o    E dit  each   or   <ENTER> = Exit *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-
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If you w ant to  change ALL invo ices of a Vendor to  one status, just press a <Y> or an <N > at th is prom pt.
P ressing a <Y> w ill se t the sta tus o f a ll invo ices to  " Y ."  An <N > w ill do the opposite .  AN Y STA TU S that has
been changed w ill be d isp layed w ith reverse video h igh light.
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LISTING OF ALL AUTHORIZED INVOICES

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *       
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Custom Featu+))))))))))))))))))))2)))))))))))),
*7. System Utili*    GENERAL LEDGER SYSTEM        *      
*8. Master Syste*                                 *      
*9. LOGOFF      *1. Post Transactions             *       
.)))))))))))))))*2. Printout Financial Statements *       
                *3. End of Period Closing         *       
                *4. End of Year Updates           R       
                *5. Accounts Payable  S)))))))))))))>)),  
                *6. Accounts Receivable           T    *  
                *7. GL System+)))))))))))))))))))))))))2))))))))))))),
                .))))))))))))*     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendors              *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts               *
                             *    5 = A/P Authorization System )))))))))>))),
                             *    6 = Edit A/P Folio Data            *      *
                      +)))))))))))))))))))))))))))))))))))))))))))))))))))))2)))),
                      *          A/P CHECK AUTHORIZATION SYSTEM                  *
                      *                                                          *
                      * 1 = Authorize Invoices for Payment                       *
                      * 2 = Printout List of Authorized Invoices )))))))))))))>))),
                      * 3 = Process All Authorized Invoices to GL & Check Batch  **
                                    +)))))))))))))))))))))))))))))))))))))))))))))2,
                                    *Enter Department Code <A - Z> or <ENTER> = All*
                                    .))))))))))))))))))))))))))))))))))))))))))))))-

Start th is report by se lecting any sing le  departm ent, or press <E N TE R > for to  ignore departm ents.  You w ill then
be asked for a CU TOFF D U E DATE.

+))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Cutoff Due Date for Printout  12/31/99  *

.)))))))))))))))))))))))))))))))))))))))))))))))-

The C utoff D ue Date is the way you contro l the tim e period th is report w ill cover.  If you w ant a ll the authorized
invoices in  the system  use a future  date that w ill exceed any conceivable active due date.  U sing a C utoff D ate
of 12/31/99 w ill include everyth ing ow ed before the end of the Century.  The date  you estab lish  as a  C utoff for
th is printout w ill be com pared w ith the D U E D ATE on each invo ice.  If the invo ice 's due date is earlier than the
cutoff date  it w ill be included on th is report.  If o lder the invo ice w ill be ignored.

The lis t o f authorized invo ices w ill show  you ALL of the invo ices w ith  a  "Y " authorization, and a due date  on or
before the cuto ff due date , for every vendor in  num erica l o rde r.  A  to ta l a t the end of the report ind icates the
am ount o f authorized invo ices, and the to ta l d iscounts that w ould  be applied if a  check batch was to  be run now
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w ith  th is cuto ff date .  The discounts  a re  N O T deducted from  the invo ice to ta l on th is report, but com puted
separately.

This report does not update, add to, a ffect, o r change any da ta w hatsoever.  It can provide  a preview  to w hich
invo ices are authorized for paym ent and w hat the cash requ irem ent w ould  be.



StockBoy Bookkeeping Reference Manual - Page 76

PROCESS ALL AUTHORIZED INVOICES TO GL

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                * 
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Custom Featu+))))))))))))))))))))2)))))))))))),
*7. System Utili*    GENERAL LEDGER SYSTEM        *      
*8. Master Syste*                                 *      
*9. LOGOFF      *1. Post Transactions             *       
.)))))))))))))))*2. Printout Financial Statements *       
                *3. End of Period Closing         *       
                *4. End of Year Updates           R       
                *5. Accounts Payable  S)))))))))))))>)),  
                *6. Accounts Receivable           T    *  
                *7. GL System+)))))))))))))))))))))))))2))))))))))))),
                .))))))))))))*     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendors              *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts               *
                             *    5 = A/P Authorization System )))))))))>))),
                             *    6 = Edit A/P Folio Data            *      *
                      +)))))))))))))))))))))))))))))))))))))))))))))))))))))2)))),
                      *          A/P CHECK AUTHORIZATION SYSTEM                  *
                      *                                                          *
                      * 1 = Authorize Invoices for Payment                       *
                      * 2 = Printout List of Authorized Invoices                 R
                      * 3 = Process All Authorized Invoices to GL & Check BatchS)>,
                      * 4 = Purge Paid Invoices                                  T*
                      * 5 = Accounts Payable System                              **
   
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))2,
     *                           PROCESS A/P INVOICES TO THE BATCH                 *
     *                                                                             *
     *                                                                             *
     *  This sequence processes all 'Y' authorized invoices thru the General Ledger*
     *               writing the proper entries to the General Journal,            *
     *             writing the appropriate check to the Check Batch File,          *
     *             and changes the status to 'P' for the paid invoices.            *
     *                                                                             *
     *                                                                             *
     *             Continue with this Sequence ?  <Y>  or <N>                      *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))-
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This is the option that you se lect to  ac tivate  the autom atic check w riting and G L posting features for the invo ices
that you have approved to  be pa id  during a  certa in  tim e period.  You w ill be re jected if there is not a t least one
authorized  invo ice, and the  system  w ill au tom atically crea te a  new  transaction after 253 entries.

It w ill be im portant for you to  understand the "batch" nature o f th is procedure.  W hen you execute th is program ,
the system  w ill create  the necessary genera l ledger transactions, m ark a ll pa id  invo ices as Paid  and insert the
G L Posting Date, prin t a  m andatory journa l report, and update a ll financia l s ta tem ents just as  though you had
posted the checks m anually via  the G L posting program .  

And, the system  w ill w rite  the necessary in fo rm ation w ith  w hich to  p rin t the appropria te  checks in to  a  "batch" file
on the fixed disk.  Th is batch file  then can be accessed at a  la ter tim e via  the P rin t C heck Batch option a t the
G L m enu.  Y ou m ay print the physica l checks at your convenience at any tim e during the accounting period .
If you attem pt to  do an End of Period C losing w ith  active check info rm ation in the batch file , the com puter w ill
re ject the  c losing  attem pt.  O nce you have com pleted  the  processing  of a ll au thorized  invo ices to the  check
batch no ed iting can be done.

In  o rder to  fin ish the general ledger transactions and prin t the checks for you, the com puter m ust have a few
additional facts tha t are not ava ilab le from  the  invo ices.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Note: If the Due Date on an invoice is earlier than this Posting Date, *
*    then NO discount will be automatically deducted by the computer!    *

*                                                                        *
*             Enter Posting Date for GL   <M/D/YY>                       *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You w ill be prom pted for a  posting date ; th is w ill be the date  that is w ritten to  the transaction, and w ill have no
bearing on the checks that w ill be prin ted.  By the way, the transaction descrip tion w ill be autom atica lly w ritten,
using the check num ber and payee nam e.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter General Ledger Checking Account Number         *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The com puter w ill ask for the G enera l Ledger checking account num ber that w ill be cred ited for the am ount o f
each check.  ALL accounts payable  checks in  th is batch m ust be w ritten against one G L account.  If you want
the com puter to  post against tw o or m ore accounts, you m ust "batch" your authorizations so that each tim e you
execute th is program  only one checking account needs to  be used.  Authorize invo ices to  be pa id  from  one
account, then run th is program , then go back to  authorize another group of invo ices, and run th is program  again
for a  d ifferent checking account.  O nly one checking account per run is a llow ed.  

NOTE - The check printing program pays no attention to the possibility of multiple checking accounts ... it
prints all of the checks in the batch at one time, and doesn't automatically prompt you to change to a different
check form midway through the printout.

If you are grouping  your batch runs by checking  account (described above) it is  usually easiest to run  your check
prin ting batch prior to  re-authoriz ing another group of invo ices and processing them  through the system .  That
w ay, each check batch run  w ill be  on one type  of check.

R egard less o f the possib ility  o f m ultip le  checking accounts, the check batch file  w ill accept m ultip le  num bers o f
batch runs in to  it.  The checks w ill just keep "stacking up" until the Check Prin ting program  is executed.

+)))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Department Code <A - Z> or <ENTER> = All *

.))))))))))))))))))))))))))))))))))))))))))))))))-

N ext the com puter w ill ask if you want th is processing to  invo lve on ly vendor accounts w ith  a  specific  departm ent
code.  You m ay default to  ALL vendors; but if you se lect a  departm ent code , the  com puter w ill process on ly
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those authorized invo ices w here the vendor's m aster file  show s a m atch ing departm ent code.  W hen a code is
se lected, the d iscount (if applicable) w ill be posted w ith  the sam e departm ent code to  the genera l journal.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter GL Account for Discount Entry <ENTER> = Ignore Disc.  *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

NOTE - If "Force Dept Codes" is set ON, a Department Code will be required here.

The com puter w ill prom pt you for the G L account num ber for posting any applicable d iscounts.  You m ay Ignore
D iscounts by defau lting; th is w ill te ll the com puter to  pay o ff a ll authorized invo ices a t the ir orig ina l face va lue.

Your D iscounts A llow ed account num ber m ust be a lready reg istered in  your chart o f accounts, and m ay be a
revenue or expense w ith  any nam e of your choosing.  The com puter w ill deduct the  d iscount am ount if the
transaction date  is equal to  or earlie r than the due date  on each invo ice.  The com puter w ill m ark the invo ice as
paid, deduct the d iscounted am ount from  the checking account you have se lected, and post the d ifference to
th is d iscount account.  The d iscount taken is a lw ays a  cred it; if your d iscount account is a  revenue, the posting
w ill be a  positive  num ber, o therw ise a  negative expense.

+)))))))))))))))))))))))),
* Enter Cut Off Due Date *

.))))))))))))))))))))))))-

The C U T O FF D U E D ATE is the  m ost critical p iece  of da ta in th is process.  The C ut O ff da te is the  oldest invo ice
D ue Date to  be included in  th is run.  Invo ices that have been authorized but have a D ue Date LATER  than the
cut off date w ill not be included.  Those authorized invo ices w ith a  due date equal to  o r earlier than the cut off
date  w ill be included.

NOTE - If you have the "IGNORE DUE DATE TO TAKE DISCOUNTS" switch, in the Master System
Maintenance, set to ignore the due date, you CANNOT avoid including a GL account number for discounts
when starting up the automatic check writing routine.

+)))))))))))))))))))))))))))))))))))))))))))))),
*                 LAST CHANCE !                *

*                                              *
* Continue ? <YES> <NO> <P> or <ENTER> = Quit  *

*            <P> = Preview Checks              *
.))))))))))))))))))))))))))))))))))))))))))))))-

A <YES> answ er starts the ba ll ro lling, a <N O > routes you back to re-answ er a ll o f the prom pts, a <P> w ill
create a "Preview  R eport," while  an <EN TER > sends you back to  the m ain system  m enu to  th ink it a ll over.

Se lecting <P> for a  P review  Report w ill generate  a  prin tout show ing the data  for each check that w ill be prin ted,
using a d ifferent form at.  The to ta ls a t the end of the report w ill show  you the exact am ount o f checks that the
system  w ill w rite  if you exactly duplicate  these in itia l param eters for the actua l check run.

The Preview  R eport w ill d iffer from  a L isting of Authorized Invo ices s ince no negative authorized invo ices w ill
be included if they w ould  generate  a  negative check.  The preview  does N O T update, change or erase any data .
The C heck Preview  report form at includes in form ation regard ing each A /P  invo ice line: posting date , descrip tion,
due date, and d iscount am ount.

Se lecting <YES> w ill s tart the batch processing.  W hich does not requ ire  any further response from  the operator
... w hen it is  fin ished it w ill re turn  to  a  safe  p lace: P lease Logon.

O nce the batch processing is underw ay, there is abso lu te ly no w ay to  stop it.  A ll transactions becom e
perm anent; a ll payable invo ices included are  updated. 

The transactions w ill appear brie fly on the screen during the processing, and a m andatory journa l report w ill be
prin ted.  N ote that th is prin tout has a  d ifferent title  than the m andatory journa l that fo llow s the  G L posting
program ,s ion of the check prin ting program  w hen the com puter "know s" w hat check num bers w ere actua lly
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printed .  This allow s for voided checks from  m isprints during  the  "learning" stages of check printing .  The check
num ber w ill then appear w ith the payee nam e on any subsequent journal report from  the F inancia l S tatem ents
Prin tout program .

The last step in  th is process w ill be to  go to  the PR IN T C H EC K BATC H  option on the G enera l Ledger M enu,
and print the  actua l checks.

NOTE - At the end of the A/P check batch printing process, following your input "NO" to re-run all checks, the
system will proceed automatically into the Separate Voucher printout program.  The computer will prompt you
to prepare the line printer which affords you the chance to re-direct the printout to a printer that already has
standard fanfold paper loaded, or to give you the opportunity to remove the check forms and insert standard
paper.  All vendors with the Separate Voucher field marked "YES" will have a separate sheet(s) of paper that
itemizes the information that would normally appear on the check voucher.  This printout can then be attached
to the check.
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PURGE PAID INVOICES

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Custom Featu+))))))))))))))))))))2)))))))))))),
*7. System Utili*    GENERAL LEDGER SYSTEM        *      
*8. Master Syste*                                 *      
*9. LOGOFF      *1. Post Transactions             *       
.)))))))))))))))*2. Printout Financial Statements *       
                *3. End of Period Closing         *       
                *4. End of Year Updates           R       
                *5. Accounts Payable  S)))))))))))))>)),  
                *6. Accounts Receivable           T    *  
                *7. GL System+)))))))))))))))))))))))))2))))))))))))),
                .))))))))))))*     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendors              *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts               *
                             *    5 = A/P Authorization System )))))))))>))),
                             *    6 = Edit A/P Folio Data            *      *
                      +)))))))))))))))))))))))))))))))))))))))))))))))))))))2)))),
                      *          A/P CHECK AUTHORIZATION SYSTEM                  *
                      *                                                          *
                      * 1 = Authorize Invoices for Payment                       *
                      * 2 = Printout List of Authorized Invoices                 *
                      * 3 = Process All Authorized Invoices to GL & Check Batch  R
                      * 4 = Purge Paid Invoices S)))))))))))))))))))))))))))))))>)),
                      * 5 = Accounts Payable System                              T *
                      .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))- *
       
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2,
         *                           PURGE PAID INVOICES                            *
         *                                                                          *
         *           This sequence will COMPLETELY ERASE any and all A/P entries    *
         * with ZERO balance and a due date earlier than the purge date you specify.*
         *                                                                          *
         *             Enter Purge Date <ENTER> = Quit                              *
       
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

U se th is option on a  regu lar basis to  e lim inate  the records o f o ld  invo ices from  the com puter s torage.  If w ant
to  keep a record of the purged invo ices, obta in a "C om plete  Analysis o f Payables by D ue D ate" report.  You w ill
be asked to  verify that you REALLY w ant to  purge the pa id  invo ices w ith  a  date  prior to  your purge date .  Purged
data is non-recoverab le , Answ er <Y ES> and the process begins.  W hen fin ished your screen w ill re turn  to  the
"A /P  C H EC K AU TH O R IZA TIO N  SYSTE M " M enu.
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EDIT A/P FOLIO DATA

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Custom Featu+))))))))))))))))))))2)))))))))))),
*7. System Utili*    GENERAL LEDGER SYSTEM        *      
*8. Master Syste*                                 *      
*9. LOGOFF      *1. Post Transactions             *       
.)))))))))))))))*2. Printout Financial Statements *       
                *3. End of Period Closing         *       
                *4. End of Year Updates           R       
                *5. Accounts Payable  S)))))))))))))>)),  
                *6. Accounts Receivable           T    *  
                *7. GL System+)))))))))))))))))))))))))2))))))))))))),
                .))))))))))))*     ACCOUNTS PAYABLE                  *
                             *                                       *
                             *    1 = Enter New Vendors              *
                             *    2 = View / Edit Vendor Accounts    *
                             *    3 = Search Vendors by Company Name *
                             *    4 = Report Printouts               *
                             *    5 = A/P Authorization System       R       
                             *    6 = Edit A/P Folio Data S)))))))))))))>))),
                             *    7 = General Ledger System          T      *
                             .)))))))))))))))))))))))))))))))))))))))-      *
                      +)))))))))))))))))))))))))))))))))))))))))))))))))))))2),
                      *  Enter Company Name or Acct. Number                   *
                      *                <ENTER> = Quit                         *
                      .)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

W ith th is option you can edit the data on any invo ice from  any vendor.  (The am ount ow ed can be edited on ly
through the  G L Posting  process.)  If you enter part of the  com pany nam e, o r m iss-spe ll it, you w ill see the  next
n ine com panies that a lphabetica lly fo llow  the le tters you typed in .  As in  o ther m odules that use th is file  se lection
system , you can se lect from  the lis t o f n ine; ask to  see the next n ine; or exit to  re-enter a  new  nam e.

W hen you have accessed the correct vendor file  the screen w ill d isp lay the vendor's account num ber and nam e
at the top of the screen.  You w ill be asked for num ber o f the invo ice ed it.

+))))))))))))))))))))))))))))))))))))))))),
* Enter Invoice for Account 101           *
*       <ENTER> = Exit  <?> = Search      *

.)))))))))))))))))))))))))))))))))))))))))-

If you know  the exact invo ice num ber you can enter it d irectly .  If an exact m atch is found the invo ice 's data  w ill
be  found otherw ise the  input w ill be rejected .  Enter a  <?>  to the  prom pt above and a  'next n ine ' lis t of invo ices
for th is vendor w ill be d isp layed you can visually find the invo ice you 're  looking for and se lect it.  The screen w ill
then look som ething  like th is:



StockBoy Bookkeeping Reference Manual - Page 83

+)))))))))))))))))))))))))))))))))))))))))))))))))))),
*                EDITING A/P FOLIO DATA              *

*                                                    *
*               101   RALPH'S HARDWARE SUPPLY        *

*                                                    *
*            A Invoice:      W-234                   *
*            B Posting Date: 02/04/93                *

*            C Description:  PURCHASE WALL GUARDS    *
*            D Due Date:     02/04/93                *
*            E Discount:     0.00                    *
*            F Status:       "N"                     *
*              Amount:       9.40                    *

*                                                    *
* Which Line Needs Correction?  <ENTER> = Save       *

.))))))))))))))))))))))))))))))))))))))))))))))))))))-

From  here you can se lect any line <A  - F>  to  edit.  S ta tus cannot be changed on pa id  invo ices.  Nor can you
blank the Due Date, on pa id  invo ices.  C hanges in  the Am ount m ust be done through the G L P osting m odule .
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TH IS PAG E  IN TEN TIO N LLY LEFT BLAN K
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TH IS  PAG E  IN TEN TIO N A LLY LEFT BLAN K
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ACCOUNTS RECEIVABLE SYSTEM

+)))))))))))))))))))))))))))))))),                                           
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts                  *
                * 5 = Billing                               *
                * 6 = Master Billing Configuration Set-up   *
                * 7 = Edit A/R Folio Data                   *
                * 8 = General Ledger System                 *
                .)))))))))))))))))))))))))))))))))))))))))))-

THE ACCOUNTS RECEIVABLE SYSTEM

The Accounts R eceivable program , like A ccounts P ayable, is  rea lly an entire  p rogram m ing system  unto itse lf,
accessed the G L m enu.  Custom ers m ay be entered and ed ited at any tim e.  You M U ST have at least one
custom er in  the A/R  system  before the G L posting program  w ill a llow  you to  proceed.

Accounts R eceivab le  Custom ers in  the G L system  each have the ir own sub-account num ber.  The com puter
autom atica lly num bers the custom ers starting from  101, or 1001, or 10001, e tc..(the length o f the A/R  account
num ber w as determ ined by you during the In itia liza tion sequence).  Each new  custom er you input is assigned
the next ava ilab le  num ber.  How ever, in  m ost cases you do not need to  use  the custom er's account num ber
since the StockBoy system  allow s you to  access A /R  accounts by nam e or num ber.

Each custom er's invo ice is aged, on a  da ily basis, from  the actua l date  of the invo ice, not s im ply the last tim e
the billing  was updated.  You have the ab ility  to  determ ine the billing  periods that w ill be used by the system ,
you are  not locked in to using the  usual b illing periods of current, 30, 60, 90 days.  C onfigure  your system  to
reflect your business needs.
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INPUT NEW A/R CUSTOMERS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                *    1 = Input New Customers ))))))))))))))))))>)),
                *    2 = View / Edit Customer Files         *     *
   
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2)))))))))))))
)))),
     * Cust. Name:                                                                  *
     * Addr Line 1:                                                                 *
     * Addr Line 2:                                                                 *
     * Addr Line 3:                                                                 *
     * Telephone:                                  Ticket Discount:   NOT ACTIVATED *
     * Finance Status:                             Credit Limit:                    *
     * YTD Purchases:                              Avg Past Due:                    *
     * YTD Interest:                               High Balance:                    *
     * Dept. Code:                                 Hold Statements:                 *
     * Terms:                                      Sort Code:                       *
     * Date Opened:                                Billing Format:                  *
     * Comment:                                                                     *
     *                                                                              *
     *   Current                                                                    *
     *   Over 30 Days:                                                              *
     *   Over 60 Days:                                                              *
     *   Over 90 Days:                                                              *
     *   Aging as of 03/15/93             -----------------                         *
     *                                                                              *
     *                    Input New Customer File  ?  <Y>    N                    *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))-



StockBoy Bookkeeping Reference Manual - Page 88

This sequence looks up the next ava ilab le  num ber and autom atica lly assigns it to  the custom er you are about
to  input in to  the system .  You need to  have at least one custom er file  in  the Accounts R eceivab le  system .  You
M U ST put in  a  nam e once you answ er <Y> to  the prom pt above!

NOTE - ALPHA CODES.  Usually you will want to enter the customer's name in the normal (first name, last
name) fashion but you want to have the file alphabetized by the last name.  There is a special code that you
can insert into the customer's name to allow his name to be sorted properly during the alphabetized printout
of customers.  We will call this the "Alpha Code," it is the circumflex (^) or caret (usually Shift 6 on the
keyboard).

If you R EPLAC E the space im m ediate ly before  the w ord  in the nam e that you w ant used for a lphabetization w ith
th is a lpha code, the a lphabetized prin touts w ill include h im  in  correct order.  The com puter w ill see th is code and
begin  a lphabetiz ing the nam e by the le tter im m ediate ly to  the right o f the code.  (i.e . "John Q .^Doe"  would  be
alphabetized by "D oe, John Q .", w hile  "A cm e C onstruction" would be ranked w ith the A 's.  You do not need to
put the a lpha code a t the s tart o f a  business nam e - if the com puter doesn 't find the code it w ill assum e the le ft-
m ost character is the  one to a lphabetize by.

Be sure to not leave a  space betw een the  code and the  last nam e ("John Q .^  D oe"); th is w ill a lphabetize by "
D oe, John Q ." and rank M r. D oe w ith  last nam es w hich begin  w ith  a  space!  Th is code on ly w orks on the
C ustom er N am e line, and is  com m on to  the A ccounts P ayable V endor N am e, and Payro ll nam e inputs as w ell.
The code, if included in  the nam e, w ill on ly be seen and used by the A lphabetized printouts; no other printouts
w ill reverse the nam e.  A ll o ther prin touts prin t the a lpha code as a  space, but it w ill rem ain vis ib le  on the screen.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
* Cust. Name:        ENTER NEW                                                   *
* Addr Line 1:                                                                   *
* Addr Line 2:                                                                   *
* Addr Line 3:                                                                   *
* Telephone:                                  Ticket Discount:   NOT ACTIVATED   *
* Finance Status: 30                          Credit Limit:      0.00            *
* YTD Purchases:  0.00                        Avg Past Due:      0               *
* YTD Interest:   0.00                        High Balance:      0.00            *
* Dept. Code:     "*"                         Hold Statements:   NO              *
* Terms:  Net 30 Days                         Sort Code:         "*"             *
* Date Opened:   03/15/93                     Billing Format:    "A"             *
* Comment:                                                                       *
*                                                                                *
*   Current                                       0.00                           *
*   Over 30 Days:                                 0.00      +))))),              *
*   Over 60 Days:                                 0.00      * 105 *              *
*   Over 90 Days:                                 0.00      .)))))-              *
*   Aging as of 03/15/93                          0.00                           *
*                                                                                *
*        Enter Customer Name                                                     *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

U pon answ ering <Y> to the first screen 's p rom pt the screen w ill change to look like th is.  The D EFAU LT answ ers
to  severa l o f the questions w ill be filled  in  accord ing to  your cho ices in  the M aster B illing  Configuration.

N otice the little  box in  the low er right hand corner o f the screen w ith  a  num ber inside.  Th is is the Sub-Account
num ber being assigned to th is custom er's account.
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The input routine steps you through each of the prom pts for in form ation.  The address in form ation w ill be used
on any statem ents that w ill be printed for that custom er.  

R em em ber that you can utilize your tw o character C ity Abbrevia tion C ode on Address L ines 2 or 3 .  

NOTE -  Access to specific Accounts Receivable customers from the Sales Screen can now be prevented by
placing an asterisk "*" anywhere on the fourth address line.  Cashier's who attempt to call up an A/R customer
with this mark will receive a 'CUSTOMER DOES NOT EXIST' message.  When using A/R access from the
Special Services menu option 'G', the customer file will not be displayed ... a 'RESTRICTED ACCESS'
message will appear on the screen.  

With an "*" in the fourth address line, NO sales can be made to the customer from the SALES SCREEN.
Posting from the General Ledger is not restricted in any way.

+)))))))))))))))))))))))))))))))),
*  Enter Customer Shipping Name  *

.))))))))))))))))))))))))))))))))-

The A/R  record a llow s for you to also store a "Shipp ing  N am e and Address."  The Shipp ing  N am e and Address
w ill be used by the Sales Screen w hen you request the "IN VO IC E" rece ip t form at instead of the norm al sa les
rece ip t form at.  The system  w ill defau lt to  setting the Shipp ing N am e and Address equal to  the B illing  Nam e and
Address to e lim inate unnecessary key-strokes. See SALES O PTIO N S.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Finance Charge Activation <NO> <30> <60> <90>  30   *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The finance charge s ta tus ind icates w hether or not th is ind iv idua l account w ill be assessed a finance charge and
w hen they go into  affect.  Your se lection m ust m atch one of the choices disp layed in your prom pt.  These w ill
be  set according  to choices you m ade in the  M aster B illing  C onfigurations.

W hatever s tatus is present at the actua l tim e of the b illing run w ill d ictate the outcom e ... you m ay there fo re
change this status code at any tim e you w ish.  A  'N O ' status w ill N O T charge  a finance charge  even if you have
im plem ented a m in im um  finance.

+))))))))))))))))))))))))))),
*  Enter Annual Purchases   *

.)))))))))))))))))))))))))))-

The annual purchases in form ation m ay be input m anually during the creation of a  new  custom er account to  get
the system  started, but rem em ber that the com puter w ill autom atica lly add eve ry fu ture  charge to  th is to ta l
w ithout operator effort.  The  YTD  Interest is  hand led  in the  sam e w ay.

+))))))))))))))))))))))))))))))))))))))))))),
* Enter Department Code <A - Z> <*> = none  *

.)))))))))))))))))))))))))))))))))))))))))))-

The depa rtm en t code is an optiona l p iece o f data  that m ight he lp  you to  keep track o f w hich custom ers do
business w ith  which departm ents w ith in  your organization.  You m ay input any one of the 26 departm ent codes
to  associa te  th is custom er w ith  that code.  Th is cod ing w ill a llow  you to  break out your prin touts by departm ent
at your option.  

Keep in  m ind that you m ay not use the departm ent codes w hen posting to  ba lance sheet accounts (includ ing
accounts rece ivab le) during the genera l ledger posting process   A ll accounts rece ivab le  postings w ill be applied
to  your m ain  A /R  key account w ithout departm ent breakdow n.  The departm ent codes on the custom er files (as
w ell as on the A/P  vendor files) m ere ly  a llow  you to  ana lyze your payables and rece ivab les by departm enta l
categories.
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+))))))))))))))))))))))))))))))))))))))))))),
* Enter Customer Payment Terms  Net XX Days *

.)))))))))))))))))))))))))))))))))))))))))))-

You w ill see your "S tandard" term s disp layed here  as your D efault answ er.  StockBoy w ill create  the D efault
Term s by using the first ag ing period you set in  the B illing  C onfiguration Setup O ption.  That m eans, if you set
your ag ing periods to  30, 60, 90 days; the Defau lt Term s w ould  read "N et 30 D ays."  You m ay enter any specia l
or new  term s here , over-rid ing the D efault.  The term s w ill be printed on the custom er's m onthly statem ent.  But
they w ill have no autom atic function.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Ticket Discount % for Sales Screen  <##.## %>   0.00      *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You can estab lish an  "Autom atic T icket D iscount" to be app lied  by StockBoy w henever th is custom er purchases
som eth ing through the Sales S creen and C harge is the first m ethod of paym ent.  You w ill enter the percentage
discount am ount you w ant th is custom er to  rece ive autom atica lly.  Th is is genera lly on ly used w ith  contractor
or w holesa le  type accounts to  provide an consistent d iscount autom atica lly.  N o am ount has to  be charged by
the custom er, the charge M O P just needs to accessed (you can charge $0.00) to  activate th is d iscount.

You can input a  percentage from  0%  to  81.91%  d iscount.  A fter you enter a  percentage larger than 0.00%  the
screen w ill ask:

+)))))))))))))))))))))))))))))))))))))))),
* Is Ticket Discount Forced or Default?  *

.))))))))))))))))))))))))))))))))))))))))-

A FO R C ED  D ISC O U N T w ill not a llow  the clerk a t the Sales Screen to  change the d iscount app lied.  A  D EFA U LT
D ISC O U N T can be changed at the  po int of sale by the  c lerk.

+))))))))))))))))))))),
* Enter Credit Limit  *

.)))))))))))))))))))))-

Setting a  C redit L im it here  w ill on ly affect activ ity at StockBoy's Sales R egiste r.  W hen any pending charge sa le
p lus the outstand ing ba lance would  exceed th is C red it L im it, a  m essage w ill be d isp layed on the Sales Screen
and the clerk w ill be beeped.  (See Sales O ptions)  Th is stops the sa le before  a charge 'over-lim it' happens. 
Setting the C red it L im it to  a  N EG ATIVE do llar am ount w ill b lock any charges a t the Sales R egister w hile  a llow ing
paym ents to  be accepted.  If the C red it L im it is  set to  Zero, the cred it lim iting functions w ill be turned O FF for
th is custom er!

+)))))))))))))))))))))))))))))))))))))))),
* Enter Average Number of Days Past Due  *

.))))))))))))))))))))))))))))))))))))))))-

This prom pt sim ply le ts you input th is data , if ava ilab le  a t the tim e of startup, in to  the Ave Past D ue.  The system
w ill au tom atica lly  track the  average num ber of days past due for all future activ ity.  Each m onth the  oldest
invo ice, in  num ber o f days P ast D ue, is averaged w ith  the previous "Ave. P ast D ue" to  arrive  a t a  new  average
num ber.  If the  account has been pa id off, and  has no  activ ity, th is p rocess is suspended.  The last "Ave. Past
D ue" is therefore re ta ined, for your review  w hen th is custom er starts using his account again .

+))))))))))))))))))))))))))))),
*  Enter High Charge Balance  *

.)))))))))))))))))))))))))))))-

The H IG H  BALAN C E is sim ilar to  the "Ave. Past D ue" in  that it is  autom atica lly updated anytim e the Am ount D ue
for on the sta tem ent is la rger than the H igh Balance on file .
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+))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Hold Statements from being Mailed ?  <YES> or <NO>  *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))-

Answering <YES> to  th is prom pt w ill m ake th is s ta tem ent be prin ted at the end of the sta tem ent run w ith  "===
H O LD  STA TE M EN TS  ===" be ing prin ted above the custom er's nam e on the sta tem ent.  A <N O > w ill p rovide
statem ents in  the "N orm al" fash ion.  U se th is feature  for custom ers w ho have requested that NO  STATEM EN TS
be m ailed.

+))))))))))))))))))))))))))))))),
* Enter Sort Code for Customer  *

.)))))))))))))))))))))))))))))))-

The sort code is a  tw o character code for you to  u tilize  w ithout d isturb ing your "D epartm ent C odes."  Th is can
be used as a Sub-D epartm ent C ode for printou ts, or for another report selection  purpose a ltogether.  The  cho ice
is yours.

+))))))))))))))))))))))))))))))))))))))))),
* Enter Date Account was Opened 03/15/93  *

.)))))))))))))))))))))))))))))))))))))))))-

The system  w ill defau lt to  the current system  date for the date  the account w as opened, you can over-ride the
defau lt and enter any date  you w ish.

+))))))))))))))))))))),
* Enter Comment Line  *

.)))))))))))))))))))))-

The com m ent line w ill not be prin ted on any report, it is  there to  carry m essages to  the Sales Screen w hen a sa le
to  th is custom er is happening, and for your ow n in terna l use.   The com m ent line w ill be d isp layed at the Sales
R egister under StockBoy's  P o in t o f S a le  System , w hen th is custom er adds to  h is charge account.  Th is can be
used to  re lay a  personal m essage (congratu la tions on your new  baby), or m ore functiona l ones (the bookkeeper
w ould like to  speak to  G eorge).

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Is this Customer's Billing Configuration Standard?  <Y> or <N>  *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Answer <Y> to  estab lish  th is custom er's B illing  Form at as your defau lt or "S tandard" form at.  M eaning that the
sta tem ent th is custom er w ill rece ive w ill be prin ted the way you set in  the B illing  Configuration Setup O ption.
O r you can give th is custom er a  custom ized form at for h is sta tem ent on ly  by pressing <N >.  You w ill then be
rou ted to the  STATEM EN T PR IN TO U T C O N FIG U R ATIO N  screen.  It w ill look som ething  like th is:
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+))))))))))))))))))))))))))))))))))))))))))))))))))),
*         STATEMENT PRINTOUT CONFIGURATION          *

*                                                   *
*  A = Balance Forward / Only non-paid, Itemized    *
*  B = Balance Forward / All Itemized               *
*  C = Only non-paid / All, Itemized                *

*  D = Only non-paid / Only non-paid, Itemized      *
*  E = All / All, Itemized                          *

*  F = Only non-paid / Only non-paid, Consolidated  *
*  G = Only non-paid / All, Consolidated            *
*  H = All / All, Consolidated                      *
*  I = No Statement                                 *

*                                                   *
*    Select Statement Configuration  A              *

.)))))))))))))))))))))))))))))))))))))))))))))))))))-

The "S tatem ent P rin tout C onfiguration" feature a llow s you the ab ility  to  accom m odate unusual custom er
requests in  how  the in form ation on th is s ta tem ent w ill be d isp layed.  S ince a ll invo ices are stored, and cleared,
on an invo ice by invo ice basis in terna lly, m any types o f b illing  s ta tem ents can be duplicated s im ply by changing
the way the in form ation on the sta tem ent is form atted.

EXAMPLE: Most of your customers need only a "Balance Forward" type of statement that shows any new invoices
since the last billing and the balance of any old invoices.  However, you may have a few large volume customers
who need to track their account on an "Invoice Clearing" basis.  In this situation you would have option "A" as your
STANDARD format and still be able to accommodate those others by setting their billing configuration to option "C."

The B illing  C onfiguration O ptions lis ted above show  the m anner o f prin ting the old  (previously b illed) invo ices
at the first o f the line, fo llow ed by a  "/" and then the m anner o f prin ting of any new  (created since last b illing)
invo ices.  Let's step through each option one at a  tim e.

Balance Forw ard/O nly non-paid, Item ized w ill prin t a  sta tem ent that includes: A  to ta l b rought fo rw ard for a ll o ld
invo ices and each new  un-pa id  invo ice item ized on a  line by itse lf.  Any pa id-o ff invo ices w ill not be prin ted on
the statem ent.

Ba lance Forw ard/A ll Item ized w ill p rin t a  sta tem ent that includes: A  to ta l brought forw ard for a ll o ld  invo ices and
every new  invo ice (pa id and un-paid) item ized on a line by itse lf.

O nly non-pa id /A ll, Item ized w ill p rin t a  sta tem ent that includes: O nly those un-pa id  o ld  invo ices item ized and
every new  invo ice (pa id and un-paid) item ized on a line by itse lf.

O nly non-pa id /O nly non-pa id , Item ized w ill p rin t a  sta tem ent that includes: O nly those un-pa id  o ld  invo ices
item ized and only the  un-pa id new  invo ices item ized on a line  by itself.  Any invo ices tha t have a  zero balance
w ill not be printed on the statem ent.

A ll/A ll, C onsolidated w ill prin t a  sta tem ent that includes: A ll (pa id and un-paid) o ld  invo ices item ized and a ll (pa id
and un-paid) new  invo ices item ized on a line by itse lf.

O nly non-pa id /O nly non-pa id , C onsolidated w ill p rin t a  sta tem ent that includes: Any un-pa id  invo ice w ill be
prin ted show ing on ly the consolidated to ta l o f charges and paym ents to  each invo ice for both  o ld  and new
invo ices.

A ll/A ll, C onsolidated w ill p rin t a  sta tem ent that includes: A ll invo ices in  the file  w ith  only the consolidated to ta l
of charges and paym ents to each  invo ice for both o ld and new  invo ices.

N o S tatem ent w ill N O T print a statem ent at a ll bu t th is account w ill be  included on any A /R  reports.

O nce you have had a chance to  enter in form ation in to  each line, the com puter w ill d isp lay a series of line le tters
in  reverse video dow n the le ft s ide of the screen and w ill prom pt:
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+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Which Line Needs Correction ?   <0> = O.K.  <Z> = Delete  0   *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You m ay now  se lect any line  to go  back and ed it.  Zero w rites the  file to the  disk, and you are asked for the  next
custom er to  ed it.  P ress <Z> to  de le te th is  custom er file  com ple te ly from  the system  - o f course the custom er's
ba lance m ust be Zero before you can elim inate  the file .
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VIEW /EDIT CUSTOMER FILES

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   R       
                * 2 = View / Edit Customer Files S)))))))))))))>))),
                * 3 = Search Customers by Company Name      *      *
                * 4 = A/R Report Printouts                  *      *
                * 5 = Billing                               *      *
                * 6 = Master Billing Configuration Set-up   *      *
                * 7 = Edit A/R Folio Data                   *      *
                * 8 = General Ledger System                 *      *
                .)))))))))))))))))))))))))))))))))))))))))))-      *
                                 +)))))))))))))))))))))))))))))))))2))))))))),
                                 * Enter Customer Account Number <Q> = Quit  *
                                 .)))))))))))))))))))))))))))))))))))))))))))-

This is an option you can use to access a custom er's file  by Account N um ber on ly.  O f course any changes to
the  invo ice am ounts m ust be done through a Posting  session to the  G L.  Just type  in the  custom er's account
num ber and that record w ill be brought to  the screen.

If you enter a  custom er num ber that is greater than the last new  custom er's num ber, your input w ill be re jected,
o therw ise the custom er file  w ill appear on the screen.

A fter you have accessed the  custom er file successfully all screen activ ity is identical to tha t described in the  next
section, "SEAR C H  C U STO M ER S BY C O M PAN Y N AM E."  You w ill w ant to  look for th is prom pt in  that section.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)),

*   E dit   F olio   C urrent Since Billing    Q uit    P rint Screen     Q  *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-)))



StockBoy Bookkeeping Reference Manual - Page 95

SEARCH CUSTOMERS BY COMPANY NAME

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            R
                * 3 = Search Customers by Company Name S))))))>))),
                * 4 = A/R Report Printouts                  T     *
                * 5 = Billing                               *     *
                * 6 = Master Billing Configuration Set-up   *     *
                * 7 = Edit A/R Folio Data                   *     *
                * 8 = General Ledger System                 *     *
                .)))))))))))))))))))))))))))))))))))))))))))-     *
                       +))))))))))))))))))))))))))))))))))))))))))2)))))))))))),
                       * Enter Company Name  or  Acct. Number  <ENTER> = Quit  *
                       .)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This option is the sam e as the V IE W  / ED IT  C U STO M ER  FILES, except that you can access the custom er file
by using the  nam e or by using  the  account num ber.  This fea ture m akes accessing  a custom er by nam e a lm ost
easier than using an account num ber.  M any firm s that have w anted to m ainta in  o ld  custom er identifica tion
num bers, but needed to  a llow  StockBoy to  assign it's  ow n account num bers have incorporated the old  num ber
as the first part o f the custom er's nam e.

The com puter prom pts you to  input the N am e of the custom er file .  If you type in  the nam e EXAC TLY  as it w as
entered orig ina lly (or you type in  the custom er's account num ber), the custom er file  w ill be brought up on the
screen, and you m ay proceed to  edit file  in form ation.

S ince inputting the custom er's nam e EXAC TLY  is o ften very d ifficu lt (and tim e consum ing w ith  long nam es), the
StockBoy is  program m ed to  d isp lay the next n ine custom er nam es in  a lphabetica l order a fter your input, if an
exact nam e m atch is not found.
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As an exam ple.  You are seeking the file  for "Jones, Inc.".  If you type in  the fu ll nam e exactly, the  file  w ill be
called  up on the  screen.  If you type  just "J", the  com puter w ill d isplay:

+))))))))))))))))))))))))))))))))))))))))))),
*            "J" NOT FOUND !                *

*                                           *
*    1 = Jackson Hardware                   *
*    2 = Johnson & Johnson                  *
*    3 = Jones, Andrew P.                   *
*    4 = Jones, Inc.                        *
*    5 = June Brides, Inc.                  *

*    6 = Klondike Industries, Inc.          *
*    7 = Magic Clean                        *

*    8 = Mammoth Hot Springs                *
*    9 = Mongolian Transient Transports     *

*                                           *
*     Select < 1 - 9 > or <ENTER> = Quit    *

.)))))))))))))))))))))))))))))))))))))))))))-

The n ine entries log ica lly fo llow  your input "J" in  a lphabetica l sequence.  From  th is screen you m ere ly input the
num ber o f your cho ice and the corresponding file  w ill be ca lled to  the screen for your ed iting.

R em em ber that the next n ine entries w ill be d isp layed in  a lphabetica l order FO LLO W IN G  your input.  In  the
exam ple above, if you should input "Jackson Paint", the entry "Jackson H ardw are" w ould N O T be included in
the next n ine because it p recedes your target input in  a lphabetica l sequence.

If you enter a  custom er num ber, and it is  greater than the las t new  custom er's num ber, your input w ill be
re jected. o therw ise the custom er file  w ill appear on the screen.

O nce you have accessed the custom er's file  the screen w ill d isp lay the record  w ith th is prom pt:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)),

*   E dit   F olio   C urrent Since Billing    Q uit    P rint Screen     Q  *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-)))

EDIT THE CUSTOMER ACCOUNT

Type <E > to  ed it the in form ation on the screen, each line w ill be identified w ith  a  le tter to  the le ft o f the  fie ld .
Type the le tter that corresponds w ith  the fie ld  you w ant to  change.  If you want to  Dele te  Custom er F ile , and the
account ba lance is Zero, press <Z> to  erase the custom er's file .  P ress <0>  to  save the file  and m ake another
se lection.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))),
* A Cust. Name:  CADWALLIDER CUMQUAT PACKING       M CADWALLIDER CUMQUAT PACKING
*
* B Addr Line 1: P.O. BOX 3242                     N WAREHOUSE DOCK #17           *
* C Addr Line 2: 1445 W. YELLOWSTONE               O 1445 W. YELLOWSTONE          *
* D Addr Line 3: KEOKUK, IOWA 23422                P KEOKUK, IOWA 23422           *
* E Telephone:      555-111-1111                Q Ticket Discount:   NOT ACTIVATED*
* F Finance Status: 30                          R Credit Limit:      $5,000.00    *
* G YTD Purchases:  $18,207.81                  S Avg Past Due:      17           *
* H YTD Interest:   72.37                       T High Balance:      $17,656.26   *
* I Dept. Code:     "*"                         U Hold Statements:   NO           *
* J Terms:  Net 30 Days                         V Sort Code:         "*"          *
* K Date Opened:   02/08/77                     W Billing Format:    "A"          *
* L Comment:                                                                      *
*                                                                                 *
*     Daily Folio:                               $394.72                          *
*     Current                                  $1,755.33                          *
*     Over 30 Days:                               958.86        +))))),           *
*     Over 60 Days:                                 0.00        * 101 *           *
*     Over 90 Days:                                 0.00        .)))))-           *
*     Aging as of 03/15/93              -----------------                         *
*                                              $3,108.91                          *
*                                                                                 *
*         Which Line Needs Correction?  <0> = O.K.   <Z> = Delete   0             *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))-

Line # A  is the Custom er N am e fie ld , th is is the nam e you w ill access th is file  by in  the sa les reg ister and other
p laces.  You can use the "A lpha C ode" (See "Input N ew  C ustom er") to  determ ine which word in  the nam e line
is used for a lphabetiz ing.  L ines B  through D  are the Address lines that w ill be used as the m ailing address for
the statem ent.

+)))))))))))))))))))))))))))))))),
*  Enter Customer Shipping Name  *

.))))))))))))))))))))))))))))))))-

Line # M  is the "SH IPPIN G  A D D R ESS" nam e line.  (The Shipp ing Address (lines M  through P ) is used O N LY
for Invo ice type rece ip ts a t the sa les reg ister, w hen the Sales O ptions have been set to  prin t Invo ice type
rece ip ts  for charge sa les.)  L ines M  through P  w ill defau lt to  m atch lines A  through D  to  m in im ize needless
keystrokes.  Rem em ber that you can utilize  your tw o character C ity A bbrevia tion C ode on Address L ines C  and
D  or O  and P .

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Finance Charge Activation <NO> <30> <60> <90>  30   *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Line # F is the finance charge sta tus ind icator.  It ind icates w hether o r not th is  ind iv idua l account w ill be
assessed a finance charge and when they go in to  a ffect.  Your se lection m ust m atch one of the cho ices
displayed in your prom pt.  These w ill be  set according  to choices you m ade in the  M aster B illing  C onfigurations.
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W hatever status is  p resen t a t the actua l tim e of the b illing run w ill d ictate the outcom e ... you m ay there fore
change this status code at any tim e you w ish.  A  'N O ' status w ill N O T charge  a  finance charge  even if you have
im plem ented a m in im um  finance charge.

+))))))))))))))))))))))))),
* Enter Annual Purchases  *

.)))))))))))))))))))))))))-

The YTD  PU R C H ASES in form ation (line # G ) m ay be input m anually to  get the system  started, but rem em ber
that the com puter w ill autom atica lly add every fu ture  charge to  th is to ta l, as they added to  the A/R  file  w ithout
operator e ffort.  The YTD  In terest is  handled in  the sam e w ay, updates happening at the tim e of a  B illing  Run.

+))))))))))))))))))))))))))))))))))))))))))),
* Enter Department Code <A - Z> <*> = none  *

.)))))))))))))))))))))))))))))))))))))))))))-

The D epartm ent C ode (line I) is  an optiona l p iece o f data  to  a llow  you to  obta in  reports o f A /R  activ ity on a
departm ent by departm ent basis w ith in  your organization.  You m ay input any one of the 26 departm ent codes
to  associa te  th is custom er w ith  that code.  Th is cod ing w ill a llow  you to  break out your prin touts by departm ent
at your option .  It has no  bookkeeping  function , as you can  only use departm ent codes in R evenue and Expense
Accounts.  An asterisk <*> w ill deactivate  th is fie ld .

+))))))))))))))))))))))))))))))))))))))))))),
* Enter Customer Payment Terms  Net XX Days *

.)))))))))))))))))))))))))))))))))))))))))))-

Line # J d isp lays your TERM S.  StockBoy w ill create  the Defau lt Term s by using the first ag ing period you set
in  the B illing  Configuration  S etup O ption.  That m eans, if you set your ag ing periods to  30, 60, 90 days; the
D efault Term s w ould read "N et 30 D ays."  Y ou m ay enter any specia l o r new  term s here , over-rid ing the D efault.
The term s w ill be prin ted on the custom er's m onth ly sta tem ent.  But they w ill have no autom atic function.

+))))))))))))))))))))))))))))))))))))))))),
* Enter Date Account was Opened 02/08/77  *

.)))))))))))))))))))))))))))))))))))))))))-

Line # K  records the D ATE O PEN ED  of the account, th is is  an info rm ational fie ld  on ly.  The system  w ill defau lt
to  the current system  date for the date the account was opened, you can over-ride the default and enter any date
you w ish.

+))))))))))))))))))))),
* Enter Comment Line  *

.)))))))))))))))))))))-

The C O M M EN T (line #  L) w ill on ly be prin ted on the "Extended" A /R  report, it is  there to  carry m essages to  the
Sales Screen w hen a sa le to  th is custom er is in progress, and for your ow n inte rnal use.  The com m ent line w ill
be d isp layed at the Sales R egister under StockBoy's Point o f Sale System , w hen th is custom er adds to  h is
charge account.  Th is can be used to  relay a personal m essage (congratu la tions on your new  baby), or m ore
functional ones (the bookkeeper would like to  speak to  G eorge).

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Ticket Discount % for Sales Screen  <##.## %>   0.00      *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You can estab lish an "Autom atic T icket D iscount" to be app lied  by StockBoy w henever th is custom er purchases
som eth ing through the Sales Screen and C harge is the first m ethod of paym ent.  You w ill enter the percentage
discount am ount you w ant th is custom er to  rece ive autom atica lly.  Th is is genera lly on ly used w ith  contractor
or w holesa le  type accounts to  provide an consistent d iscount autom atica lly.  No am ount has to  be charged by
the custom er, the charge M O P just needs to accessed (you can charge $0.00) to  activate th is d iscount.
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You can input a  percentage from  0%  to  81.91%  d iscount.  After you enter a  percentage larger than 0.00%  the
screen w ill ask:

+)))))))))))))))))))))))))))))))))))))))),
* Is Ticket Discount Forced or Default?  *

.))))))))))))))))))))))))))))))))))))))))-

A FO R C ED  D ISC O U N T w ill not a llow  the clerk a t the Sales Screen to  change the d iscount app lied.  A  D EFA U LT
D ISC O U N T can be changed at the  po int of sale by the  c lerk.

+))))))))))))))))))))),
* Enter Credit Limit  *

.)))))))))))))))))))))-

Setting a C R ED IT LIM IT in  line # R  w ill on ly affect activ ity at StockBoy's  Sa les R egister.  W hen any pending
charge sa le  p lus the outstand ing ba lance would  exceed th is C red it L im it, a  m essage w ill be  d isp layed on the
Sales Screen and the clerk w ill be beeped.  (S ee Sales O ptions)  Th is stops the sa le  before  a charge 'over-lim it'
happens.   Setting the C red it L im it to  a  N EG ATIVE do llar am ount w ill b lock any charges a t the Sales R egister
w hile  a llow ing paym ents to  be accepted.  If the C red it L im it is  se t to  Zero, the cred it lim iting functions w ill be
turned O FF for th is custom er!

+)))))))))))))))))))))))))))))))))))))))),
* Enter Average Number of Days Past Due  *

.))))))))))))))))))))))))))))))))))))))))-

Line # S , AVG  PAST D U E , s im p ly  le ts  you input th is data , if ava ilab le at the tim e of s ta rtup.  The system  w ill
autom atica lly track the average num ber o f days past due for a ll fu ture  activ ity.  Each m onth the oldest invo ice,
in  num ber of days Past D ue, is averaged w ith  the previous "A ve. P ast D ue" to a rrive a t a new  average num ber.
If the account has been paid off, and has no activ ity , th is  p rocess is suspended.  The last "Ave. Past D ue" is
therefore re ta ined, for your review  w hen th is custom er starts using his account again .

+))))))))))))))))))))))))))))),
*  Enter High Charge Balance  *

.)))))))))))))))))))))))))))))-

The H IG H  BALAN C E , on line #  T , is  s im ilar to  the "Ave. P ast D ue" in  that it is  autom atica lly updated during any
B illing Run that the Am ount D ue for on the sta tem ent is la rger than the H igh Balance on file .

+))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Hold Statements from being Mailed ?  <YES> or <NO>  *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))-

Line #  U , H O LD  STA TE M EN TS , if se t to  <Y ES> w ill m ake th is sta tem ent to  be prin ted a t the end of the
statem ent run w ith "=== H O LD  STATEM EN TS ===" be ing printed above the custom er's nam e on the statem ent.
A  <N O > w ill p rovide sta tem ents in  the "N orm al" fash ion.  U se th is feature for custom ers w ho have requested
that N O  STA TE M EN TS  be m ailed.

+))))))))))))))))))))))))))))))),
* Enter Sort Code for Customer  *

.)))))))))))))))))))))))))))))))-

The SO R T C O D E, line # V , is a  tw o character code for you to  u tilize  w ithout d is turb ing  your "D epartm ent
C odes."  This can be used as a Sub-D epartm ent Code for printou ts, or for another report selection  purpose
altogether.  The  cho ice is yours.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Is this Customer's Billing Configuration Standard?  <Y> or <N>  *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-
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The B ILLIN G  FO R M AT, line # W , contro ls the form at o f the statem ent for th is custom er on ly.  Answ er <Y> to
estab lish th is custom er's B illing Form at as your defau lt or standard  form at, estab lished in  the M ASTER  B ILLIN G
C O N FIG U R ATIO N  SET-U P.  Unless you have a SPEC IFIC  reason to  set up a  spec ia l b illing  form at use the
defau lt configuration.  O r you can give th is custom er a  custom ized form at for h is sta tem ent on ly by pressing
<N >.  You w ill then be routed to  the STA TE M EN T PR IN TO U T CO N FIG U R ATIO N  screen.  It w ill look som eth ing
like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))),
*         STATEMENT PRINTOUT CONFIGURATION          *

*                                                   *
*  A = Balance Forward / Only non-paid, Itemized    *
*  B = Balance Forward / All Itemized               *
*  C = Only non-paid / All, Itemized                *

*  D = Only non-paid / Only non-paid, Itemized      *
*  E = All / All, Itemized                          *

*  F = Only non-paid / Only non-paid, Consolidated  *
*  G = Only non-paid / All, Consolidated            *
*  H = All / All, Consolidated                      *
*  I = No Statement                                 *

*                                                   *
*    Select Statement Configuration  A              *

.)))))))))))))))))))))))))))))))))))))))))))))))))))-

The "S tatem ent P rin tou t C on figuration" feature a llow s you the ab ility  to  accom m odate unusual custom er
requests in  how  the in form ation on th is sta tem ent w ill be d isp layed.  S ince a ll invo ices are stored, and cleared,
on an invo ice by invo ice basis in terna lly, m any types o f b illing  sta tem ents can be duplicated sim ply by changing
the way the in form ation on the sta tem ent is form atted.

EXAMPLE: Most of your customers need only a "Balance Forward" type of statement that shows any new invoices
since the last billing and the balance of any old invoices.  However, you may have a few large volume customers
who need to track their account on an "Invoice Clearing" basis.  In this situation you would have option "A" as your
STANDARD format and still be able to accommodate those others by setting their billing configuration to option "C."

The B illing  Configuration O ptions lis ted above show  the m anner o f prin ting the old  (previously b illed) invo ices
at the first o f the line, fo llow ed by a  "/" and then the m anner o f prin ting of any new  (created since last b illing)
invo ices.  Let's step through each option one at a  tim e.

Balance Forw ard/O nly non-paid, Item ized w ill p rin t a  s ta tem ent that includes: A  to ta l brought forw ard for a ll o ld
invo ices and each new  un-pa id  invo ice item ized on a  line by itse lf.  Any pa id-o ff invo ices w ill not be prin ted on
the statem ent.

Ba lance Forw ard/A ll Item ized w ill p rin t a  sta tem ent that includes: A  to ta l brought forw ard for a ll o ld  invo ices and
every new  invo ice (pa id and un-paid) item ized on a line by itse lf.

O nly non-pa id /A ll, Item ized w ill p rin t a  sta tem ent tha t includes: O nly those un-pa id  o ld  invo ices item ized and
every new  invo ice (pa id and un-paid) item ized on a line by itse lf.

O nly non-pa id /O nly non-pa id , Item ized w ill p rin t a  sta tem ent that includes: O nly those un-pa id  o ld  invo ices
item ized and only the  un-pa id new  invo ices item ized on a line  by itself.  Any invo ices tha t have a  zero balance
w ill not be printed on the statem ent.

A ll/A ll, C onsolidated w ill prin t a  sta tem ent that includes: A ll (pa id and un-paid) o ld  invo ices item ized and a ll (pa id
and un-paid) new  invo ices item ized on a line by itse lf.

O nly non-pa id /O nly non-pa id , C onsolidated w ill p rin t a  sta tem ent that includes: Any un-pa id  invo ice w ill be
prin ted show ing on ly the consolidated to ta l o f charges and paym ents to  each invo ice for both  o ld  and new
invo ices.



StockBoy Bookkeeping Reference Manual - Page 101

O nly non-pa id /O nly non-pa id , C onsolidated w ill p rin t a  sta tem ent that includes: Each un-pa id  invo ice show ing
the  consolida ted  balance of each  invo ice and it's  paym ents.  Any Zero balance o ld invo ice, or any Zero balance
new  invo ice, w ill N O T be prin ted.

A ll/A ll, C onsolidated w ill p rin t a  sta tem ent that includes: A ll invo ices in  the file  w ith  on ly the consolidated to ta l
of charges and paym ents to each  invo ice for both o ld and new  invo ices.

N o S tatem ent w ill NO T print a statem ent at a ll bu t th is account w ill be  included on any A /R  reports.
O nce you have had a chance to  enter in form ation in to  each line, the com puter w ill d isp lay a series of line le tters
in  reverse video dow n the le ft s ide of the screen and w ill prom pt:

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Which Line Needs Correction ?   <0> = O.K.  <Z> = Delete  0   *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You m ay now  select any line  to go back and ed it.  Zero w rites the  file to the  d isk, and  you are asked for the  next
custom er to  ed it.  P ress <Z> to  de le te th is  custom er file  com ple te ly from  the system  - of course the custom er's
ba lance m ust be Zero before you can elim inate  the file .

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)),

*   E dit   F olio   C urrent Since Billing    Q uit    P rint Screen     Q  *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-)))

VIEW FOLIO

The next cho ice is to  type <F>  to  view  the Fo lio .  The Fo lio  conta ins ALL un-purged invo ices, th is is a  handy w ay
to v iew  the  com plete file if there are questions about a statem ent.  The  screen looks som ething  like th is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))))),
* A Cust. Name:  CADWALLIDER CUMQUAT PACKING       M CADWALLIDER CUMQUAT PACKING
  *
* B Addr Line 1: P.O. BOX 3242                     N WAREHOUSE DOCK #17             *
* C Addr Line 2: 1445 W. YELLOWSTONE               O 1445 W. YELLOWSTONE            *
* D Addr Line 3: KEOKUK, IOWA 23422                P KEOKUK, IOWA 23422             *
* E Telephone:      555-111-1111                Q Ticket Discount:   NOT ACTIVATED  *
* F Finance Status: 30                          R Credit Limit:      $5,000.00      *
* G YTD Purchases:  $18,207.81                  S Avg Past Due:      17             *
* H YTD Interest:   72.37                       T High Balance:      $17,656.26     *
* I Dept. Code:     "*"                         U Hold Statements:   NO             *
* J Terms:  Net 30 Days                         V Sort Code:         "*"            *
* K Date Opened:   02/08/77                     W Billing Format:    "A"            *
* L Comment:                                                                        *
*                                                                                   *
*                                                                                   *
* 02/16/93     1000631AAA    MISC. WIDGETS                       1,458.86           *
* 03/04/93     1001298CCC    DELUXE WIDGET KIT                   1,755.33           *
* O3/09/93   P11111468739    PAYMENT - THANK YOU!                 <500.00>          *
* O3/15/93     1001437AAA    MISC. WIDGETS                         394.72           *
*                                                                                   *
*                      Select:  N ext Screen or <ENTER> = Quit                      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))))-
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The Folio  entries are  now  d isp layed in  the low er portion o f the screen as shown here.    Pressing <N > w ill d isp lay
any entries not ab le  to be d isp layed on th is screen.  O r <EN TER > w ill bring you back to the "E dit/Fo lio /C urrent"
prom pt.  From  this screen you can only v iew  the  conten ts o f the  custom er's Folio o f transactions.  W hen the  last
o f the invo ices and transactions for th is custom er has been reached you w ill see:

+))))))))))))))))))))))))))))))))))))),
* End of Folio Press <ENTER> to Exit  *

.)))))))))))))))))))))))))))))))))))))-

W hen there is m ore than one m ethod of paym ent on an RO A, the A/R  fo lio  w ill show  a ll tendered am ounts.  For
exam ple, if you accept an R O A check for $60.00, app ly $50.00 to  the account and g ive back $10.00 in  change,
the fo lio  w ill show  the <  60.00 >  cred it to  the account AN D  the $10.00 charge.  Th is feature is very usefu l in
tracking  paym ents.

VIEW CURRENT SINCE BILLING FOLIO

W hen you se lect <C > for the C urrent S ince B illing  you w ill see roughly the sam e screen d isp lay as w ith  the Fo lio .
Except under C urrent M onth you w ill not see any transactions dated prior to  the current b illing m onth.  In  short
you  w ill on ly see those transactions entered since the last b illing date.  N otice that in  the exam ple be low  the
February invo ice tha t w as seen on the  full fo lio d isplay (see  previous page) is not displayed in the  "C urren t S ince
B illing" screen.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))),
* A Cust. Name:  CADWALLIDER CUMQUAT PACKING       M CADWALLIDER CUMQUAT PACKING
*
* B Addr Line 1: P.O. BOX 3242                     N WAREHOUSE DOCK #17           *
* C Addr Line 2: 1445 W. YELLOWSTONE               O 1445 W. YELLOWSTONE          *
* D Addr Line 3: KEOKUK, IOWA 23422                P KEOKUK, IOWA 23422           *
* E Telephone:      555-111-1111                Q Ticket Discount:   NOT ACTIVATED*
* F Finance Status: 30                          R Credit Limit:      $5,000.00    *
* G YTD Purchases:  $18,207.81                  S Avg Past Due:      17           *
* H YTD Interest:   72.37                       T High Balance:      $17,656.26   *
* I Dept. Code:     "*"                         U Hold Statements:   NO           *
* J Terms:  Net 30 Days                         V Sort Code:         "*"          *
* K Date Opened:   02/08/77                     W Billing Format:    "A"          *
* L Comment:                                                                      *
*                                                                                 *
*                                                                                 *
* 03/04/93     1001298CCC    DELUXE WIDGET KIT                   1,755.33         *
* O3/09/93   P11111468739    PAYMENT - THANK YOU!                 <500.00>        *
* O3/15/93     1001437AAA    MISC. WIDGETS                         394.72         *
*                                                                                 *
*                      Select:  N ext Screen or <ENTER> = Quit                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))-
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PRINT SCREEN

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)),

*   E dit   F olio   C urrent Since Billing    Q uit    P rint Screen     Q  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))-

Selecting the "P rint Screen" option w ill p roduce a  printout copy of th is custom er's file  as seen on the screen w ith
the com plete Folio  of transactions.  Th is printout w ill com e out on the printer that you se lect.

DAILY FOLIO

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))))),
*                                                                                    *
*     Daily Folio:                               $394.72                             *
*     Current                                  $1,755.33                             *
*     Over 30 Days:                               958.86        +))))),              *
*     Over 60 Days:                                 0.00        * 101 *              *
*     Over 90 Days:                                 0.00        .)))))-              *
*     Aging as of 03/15/93           -----------------                               *
*                                              $3,108.91                             *
*                                                                                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))))))-

You m ay see  "D a ily Folio" displayed on your C ustom er F ile screen above the  C urren t, 30 , 60, 90 day totals.
Th is feature a llow s the A /R  fo lio  for any custom er to  be updated on the screen live-tim e from  the sa les sta tion
prior to  a  StockBoy End of D ay.

The Daily Folio  m ust firs t be activated from  M aster System  M aintenance, System  Level O ptions, Activate
StockBoy Fea tures.  The system  defau lts to a  "N O " status tha t you can change.  Activating  th is fea ture w ill force
one m ore w rite  to  d isk during every charge sa les ticket, thus slow ing dow n the sa les screen activ ity one m ore
notch.

The D aily Fo lio  is a  tem porary ho ld ing place for A /R  fo lio  entries (both  charge and RO A) that w ill appear on the
A /R  custom er m aintenance screen.  Th is fifth  to ta l is  show n above the four ag ing period to ta ls:  "D aily:", a long
w ith  the corresponding am ount o f D aily fo lio  entries.  The to ta l a t the bottom  W ILL IN C LU D E the da ily fo lio .

The  actua l entries w ill appear a t the end of the fo lio  w ith  underlined invo ice num bers to  set them  apart from
standard fo lio entries.

D aily fo lios are  NO T part o f the perm anent system  ba lance function.  A  system  ba lance check w ill N O T include
these entries or the ir com bined to ta l.  The A /R  prin tout routines w ill NO T include daily fo lio  to ta ls.  The only
access for the da ilies is from  the A/R  m aintenance screen (accessib le  from  the m enus as w ell as the sa les
screen services).  The da ily fo lio  entries w ill be prin ted w ith  the screen dum p function.

A t the com pletion of the End of D ay in conjunction w ith  the auto  transfer to  the G L, these daily fo lio  entries w ill
be elim inated; they w ill be rep laced by s tandard entries absorbed through the genera l ledger.  If you D O  N O T
auto transfer, these daily fo lios w ill rem ain until the next b illing!  

A  sate llite  store  in  a  M ulti S tore System  w ill continue to  accum ulate  these  da ily fo lios until the next M aster
D is tribu tion  is rece ived - then the file  is erased.  Th is has the added benefit o f show ing sto res live-tim e fo lio
ba lance activ ity during  tim es in-be tw een m aster distribu tions.
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ALPHABETIZED LIST OF CUSTOMER NAMES

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts S))))))))))))))))))>)))),
                * 5 = Billing                               T      *
                * 6 = Master +))))))))))))))))))))))))))))))2))))))2))))),
                * 7 = Edit A/*                                           *
                * 8 = General*     A/R REPORT PRINTOUTS                  *
                .))))))))))))*                                           *     
                             *    1 = Alphabetized Customer List )))))))))))))),
                             *    2 = Accounts Receivable Aging Analysis *     *
                             *    3 = Billing Reconciliation Report      *     *
                             *    4 = Accounts Receivable                *     *
                             *    5 = MultiWRITE Merge File Creation     *     *
                             *    6 = Exit                               *     *
                             .)))))))))))))))))))))))))))))))))))))))))))-     *
                                +))))))))))))))))))))))))))))))))))))))))))))))2)))),
                                *   E xtended List   L abels   M aster  or   Q uit ?*
                                .)))))))))))))))))))))))))))))))))))))))))))))))))))-

This prom pt w ill appear before  each a ttem pt to  p rintout the A lphabetized C ustom er lis t, and w ill a llow  you to
contro l the form at o f the prin tout.  The Alphabetized Custom er L ist prin ts  a ll custom ers in  a lphabetica l order
(taking the a lpha code in to  consideration), and provides other pertinent in form ation regarding the custom er.

O nce you se lect which fo rm at to  prin t you w ill be asked these qualify ing questions to  lim it w hich custom ers w ill
be included in  the prin tout.  Defau lting past these questions w ill resu lt in  a ll A /R  custom ers be ing included.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Department Code <A - Z> or <ENTER> = All  ?   *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))-

Select one departm ent to  include on th is printout, any others  w ill be excluded.  D efault w ill include a ll A /R
custom ers.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter Sort Code Target to Print <ENTER> = All   ??   *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Select a  sort code to  include on th is prin tout, any o thers w ill be excluded.  You m ay use th is code w ith  or w ithout
setting a  departm ent code above.  You can utilize  a  <?>  question m ark as a  "w ildcard" p lace holder.  Th is m eans
that if you w ant to  include a ll the sort codes that begin in  "A ", you w ould type in <A?>.  Th is w ould te ll StockBoy
to  include any file  that starts w ith an "A " and to accept anyth ing in  the  second position .  P ress <EN TER > to
include a ll sort codes.

+)))))))))))))))))))))))))))))),
* ALPHABETIZED CUSTOMERS LIST  *

*                              *
*                              *
*                              *
*                              *

*       Department:  A         *
*       Sort Code: "?A"        *

*                              *
*Is the Above Correct? <Y>  Y  *

.))))))))))))))))))))))))))))))-

Answer <N > to  th is p rom pt and you w ill be routed back to  re-input the correct lim ita tions.  A nsw er <Y> and a ll
you have le ft to  do is designate w hich printer you w ant to  use and go get the report.  P ress <Shift 1>  to term inate
the printout m id-w ay.  W hen the printout is com pleted you w ill be re turned to the "A /R  R EPO R T PR IN TO U TS"
M enu.
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ACCOUNTS RECEIVABLE AGING ANALYSIS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts S))))))))))))))))))>)))),
                * 5 = Billing                               T      *
                * 6 = Master +))))))))))))))))))))))))))))))2))))))2))))),
                * 7 = Edit A/*                                           *
                * 8 = General*     A/R REPORT PRINTOUTS                  *
                .))))))))))))*                                           *     
                             *    1 = Alphabetized Customer List         R      
                             *    2 = Accounts Receivable Aging Analysis )))))),
                             *    3 = Billing Reconciliation Report      T     *
                             *    4+)))))))))))))))))))))))))))))))))))))))))))2)))),
                             *    5*  Enter Department Code <A - Z> or <ENTER> = All*
                             *    6.))))))))))))))))))))))))))))))))))))))))))))))))-
                             .)))))))))))))))))))))))))))))))))))))))))))-

The Aging Analysis is a  sum m ary report that w ill p rin t the fo llow ing for each account included: Account N am e;
Account N um ber; D epartm ent; Tota l o f C urrent period invo ices (not includ ing those in  the Daily Fo lio); the to ta l
o f invo ices in your second aging period; the to ta l of invo ices in  your th ird  ag ing period; the to ta l of invo ices in
your fourth  aging period; and the to ta l am ount due.  G rand to ta ls for each period and the ir percentiles are  prin ted
at the  bottom  of the  report.  (N ote - The m ost com m on ag ing  periods are C urren t, 30 , 60, and 90 day increm ents.
H ow ever, S tockboy a llow s your m anagem ent to  estab lish these periods as they fee l best su its your needs.)

The com puter w ill ask for a  departm ent code, w hich w ill a llow  you to lim it the  custom ers printed  to only those
w ith  the m atch ing departm ent code.  The defau lt option (press <EN TE R >) w ill p rin t a ll custom ers regard less o f
departm ent code.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Sort Code Target to Print  <ENTER> = ALL   ??   *

*                    <?> = Wildcard                     *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You can a lso choose w hich files are to  be prin ted by se lecting The  S ort C ode to  include in the report.  Th is
se lection allow s you to  use a  "W ildcard" in  one or both  o f the positions.  (A  W ildcard te lls the com puter to  accept
anyth ing in  the position that it w as used.)  Th is m eans that if you have sort codes o f "AA", "AB", and "AC "; you
could  get a ll o f these by se lecting "A?" as the Sort C ode.  You can use the sort w ith  or w ithout using the
departm ent code.  The system  w ill ask if your departm ent code and sort code se lections are correct and then
it w ill ask:

+)))))))))))))))))))))))))))))),
* Enter Aging Date for Report  *

.))))))))))))))))))))))))))))))-

R em em ber that the ag ing is based on b locks o f tim e that you have estab lished in  the Setup M aster B illing
C onfiguration Section, usually the current, th irty day, sixty day, n inety day periods are used.  Th is input prom pt
is asking for the base date  to  com pute these periods from .  If you want to  see what your accounts w ould  look
like  if no activ ity happens betw een now  and the end of the m onth, put in  your end of m onth date .  No pro-ra ting
is done for partia l b illing  periods (i.e . if an account is 45 days past due, the to ta l w ill be show n in  the 30 day
colum n.).

+))))))))))))))))))))))))))))))))))))))))),
* Update Aging to A/R Files? <Y> <N>  N   *

.)))))))))))))))))))))))))))))))))))))))))-

The Aging Report s im ply com putes the to ta ls in  each of your ag ing periods, th is can be updated in  the account
records by pressing <Y> to  the "U pdate Aging to  A /R  F iles?" prom pt.  If you answ er <Y > the ag ing to ta ls you
see on the custom er account screen w ill be the to ta ls on th is report.  O the rw ise the to ta ls you see on the
custom er account screen w ill rem ain as they are now , probably updated last tim e you ran the B illing .

Anytim e a B illing is run the accounts a re  aged just as th is report w ill do.  Th is report, how ever, w ill not update
or change any b illing  data , dates, or in terest.  It is  an adm in istra tive  report to  help  you stay on top of your
Accounts R eceivab le .
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BILLING RECONCILIATION REPORT

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts S))))))))))))))))))>)))),
                * 5 = Billing                               T      *
                * 6 = Master +))))))))))))))))))))))))))))))2))))))2))))),
                * 7 = Edit A/*                                           *
                * 8 = General*     A/R REPORT PRINTOUTS                  *
                .))))))))))))*                                           *     
                             *    1 = Alphabetized Customer List         *      
                             *    2 = Accounts Receivable Aging Analysis R      
                             *    3 = Billing Reconciliation Report S)))))))))),
                             *    4 = MultiWRITE Merge File Creation     T     *
   
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2
)))),
     *                        BILLING RECONCILIATION REPORT                         *
     *                                                                              *
     * This Report shows billing information as it will appear on actual statements,*
     *                         but in a condensed format.                           *
     *                 Any system balance discrepancies are noted.                  *
     *                   NO  changes or updates are made to data!                   *
     *                                                                              *
     *             Enter Department Code <A - Z> or <ENTER> = All                   *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))-
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The B illing  Reconcilia tion Report is  designed to  g ive you a "sneak preview " o f w hat in form ation W ILL be prin ted
on the b illing sta tem ents.  The in itia l screen in th is option g ives you a good synopsis of w hat w ill and w hat w ill
not happen w hen you run th is report.

The b illing  reconcilia tion report can be prin ted on regu lar com puter paper and checked for posting errors prior
to running  the  actua l statem ents on your m ore expensive pre-printed  form s.

This report D O ES N O T change, de le te , add, update, or m odify any data  in  any file .  It w ill s tep through a ll o f the
custom er files, p ick out the ones that w ill rece ive a  b illing  sta tem ent, and w ill p rin t out the pertinent b illing
in form ation such as previous ba lance, th is m onth 's activ ity, any finance charges that w ill be assessed, and the
ag ing  analysis.

R em em ber, that even though the prin tout w ill ca lcu late  and prin t finance charges (w hen applicable), they w ill
N O T be added to  the account's perm anent record.  N o ag ing update is perform ed during the billing  reconcilia tion
report.

M any clien ts use this report as an "office copy" to have on hand to answ er billing  questions from  the ir custom ers.

C U R R EN T BILLIN G  D ATE

You are asked on the first screen to  designate any particu lar departm ent you w ant th is report lim ited to .  Then
you are prom pted for the Sort C ode that you w ant to  lim it the report to .  These lim ite rs function the sam e as in
the Aging Analysis segm ent.

+)))))))))))))))))))))))))))))))),
* Enter the Current Billing Date *

.))))))))))))))))))))))))))))))))-

The C urrent B illing  Date being asked for next is the date  the system  w ill use, as the date  o f b illing , in  generating
th is report.  If you w anted to know  a few  days in  advance w hat the b ills  w ould look like set th is date to the date
you expect to  run the next b illing,  o therw ise the system  w ill use today's date.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*                  BILLING RECONCILIATION REPORT                    *

*                                                                   *
*               Date of Last Billing was 02/28/93                   *
*               Current Billing Date is  03/31/93                   *

*                                                                   *
*          Finance Charges will be computed for 31 days.            *

*                                                                   *
* Press <ENTER> to Continue or <D> to Change Date of Last Billing   *

*                                                                   *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The next screen show s you the last b illing  date , the date  you to ld  the system  to  use as the current b illing  date ,
and com putes the  num ber of days betw een.  F inance charges w ill be  developed based upon the  num ber of days
betw een b illings.  If you w ant to  ad just the date  the system  uses as the last b illing  date , for th is report O N LY,
press <D >.  O therw ise press <EN TE R > and se lect w hich prin ter is to  be used.



StockBoy Bookkeeping Reference Manual - Page 110

MultiWRITE MERGE FILE CREATION

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            * 
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts S))))))))))))))))))>)))),
                * 5 = Billing                               T      *
                * 6 = Master +))))))))))))))))))))))))))))))2))))))2))))),
                * 7 = Edit A/*     A/R REPORT PRINTOUTS                  *
                * 8 = General*                                           *    
                .))))))))))))*    1 = Alphabetized Customer List         *     
                             *    2 = Aging Analysis                     *      
                             *    3 = Billing Reconciliation Report      R
                             *    4 = MultiWRITE Merge File Creation S))))))))),
                             *    5 = Purge Outdated A/R Folios          T     *
   
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2
)))),
     *                        MultiWRITE Merge File Creation                        *
     *                                                                              *
     * This sequence allows you to create a MWMERGE file for use with MultiWRITE    *
     *       using the NAME, ADDRESS 1, ADDRESS 2, and CITY - STATE - ZIP.          *
     *         These 4 variables may be used when merging a form letter             *
     *             with the MWMERGE file you are about to create.                   *
     *                                                                              *
     * Enter Name of MWMERGE File  <ENTER>  =  Quit   <*> = Erase Files             *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))-
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This section allow s you to  create  a  m erge file  to  be filled  w ith  the nam es and addresses that you se lect from  your
accounts receivable files.  You can then  m erge  these nam es in to  a le tter created in  your M ultiW R ITE  W ord
Processor.  A ll that you need to  do is g ive the file  a  un ique nam e that starts w ith  a  le tter.A fter the first character
you can use any character on the keyboard, but the first character of the nam e m ust be a le tter.

P ressing  <*>  w ill a llow  you to erase  old files tha t are no  longer needed.  A fter you type  <*> , the  screen w ill ask:

+))))))))))))))))))))))))))))))))))))))))))))))))),
*  OK to Erase "NEWPROD.MWMERGE:S" ?  <Y> or <N>  *

.)))))))))))))))))))))))))))))))))))))))))))))))))-

At the tim e you created th is docum ent the nam e you typed in  w as "N EW PR O D ", StockBoy added the extension
".M W M ER G E" autom atica lly.  If you type a <Y> the next line w ill te ll you:

+))))))))))))))))))))))))))),
*"NEWPROD.MWMERGE:S" Erased *
.)))))))))))))))))))))))))))-

If there are m ore "M W M ER G E" files in the  system , you  w ill be  asked if it is  "O K to E rase?" each file ind iv idually.

If you do not want that file  erased Press <N > and the next file  w ill be brought up.  
W hen you have cycled through a ll files you w ill be routed back to  the A /R  Prin tout M enu.

NOTE - It is important that you clean up any un-needed files to conserve your disk space.  This should be
done on a regular basis.

O nce you have entered a M erge F ile  N am e, StockBoy w ill re turn  you to  the AC C O U N TS  R EC EIVABLE
PR IN TO U TS  M EN U .  You w ill then proceed to  se lect one of the report options, and the D epartm ent C ode p lus
the Sort C ode to  include in  the prin tout.  As the custom ers are se lected and prin ted, accord ing to  the Departm ent
C ode and Sort C odes you se lected , the  nam es and addresses w ill a lso be added to the  m erge file you just
created.

Your last s tep w ill be to  go to  your M ultiW R ITE  program , under C USTO M  FEATU R ES O PTIO N  off the M ain
System  M enu, and m erge your M erge F ile  in to your docum ent.
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PURGE OUTDATED A/R FOLIOS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts S))))))))))))))))))>)))),
                * 5 = Billing                               *      *
                * 6 = Master +))))))))))))))))))))))))))))))2))))))2))))),
                * 7 = Edit A/*     A/R REPORT PRINTOUTS                  *
                * 8 = General*                                           *    
                .))))))))))))*    1 = Alphabetized Customer List         *     
                             *    2 = Aging Analysis                     *      
                             *    3 = Billing Reconciliation Report      *
                             *    4 = MultiWRITE Merge File Creation     *      
                             *    5 = Purge Outdated A/R Folios  )))))))))))>)),
                             *    6 = Exit                               *     *
                             .)))))))))))))))))))))))))))))))))))))))))))-     *    
 
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)2)))),
   *                           PURGE OUTDATED A/R FOLIOS                            *
   *                                 CAUTION                                        *
   *          This sequence will ERASE all zero balance billing folio entries       *
   *                       prior to your selected purge date.                       *
   *                                                                                *
   * The Billing Format for each customer determines which entries are to be purged.*
   *                                                                                *
   *                    Enter Purge Date <ENTER> = Quit                             *
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   .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Just as the screen says enter the purge date  and a ll zero ba lance fo lio  entries prior to  that date  w ill be erased.
<EN TER > to quit.  This device is used to tidy up your files.

S ince th is w ill rem ove o ld  transactions that have been com pleted from  the file  and no prin tout o f the de le tions
is m ade, you are asked again  if your rea lly w ant to  purge th is data .  Th is tim e you m ust answ er w ith  a ll th ree
letters Y -E -S .

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Last Chance! Purge Zero Balance A/R up to 01/01/93 ?  <YES>      *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You should run th is device on a regular basis to clean up o ld  data that is no longer needed or w anted.  StockBoy
has no o ther autom atic m ethod to  clear away o ld  transactions and free  up you r d isk space.  Your com pany
policy should ind icate  how  o ften to  run th is p rocedure and how  m any days data  to  save.  R em em ber w e are on ly
ta lk ing about zero balance invo ices.  Any invo ice that does not net to  a  zero (e ither positive  balance or negative)
w ill not be purged no m atter w hat its date .

+)))))))))))))))))))))))))))))))))))))))))),
* <ESC> <ESC> to terminate purge sequence  *

.))))))))))))))))))))))))))))))))))))))))))-

As the system  is purg ing data  you w ill see the various account nam es and  invo ice num bers change on the
bottom  of the screen.  Th is is on ly there to  le t you know  the com puter is rea lly w orking on som eth ing and not
hung-up.  The very bottom  of the screen w ill rem ind you that you can s top  th is process by pressing <ESC >
<ESC >.
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TH IS PAG E  IN TEN TIO N A LLY LEFT BLAN K
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BILLING SYSTEM

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts                  R      
                * 5 = Billing S))))))))))))))))))))))))))))))))>)),
                * 6 = Master Billing Configuration Set-up   T     *
                * 7 = Edit A/R Folio Data                   *     *
                * 8 = General Ledger System                 *     *
                .)))))))))))))))))))))))))))))))))))))))))))-     *
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))))))
))),
* This action will temporarily stop other terminals from using Printer 1      *
*    Please wait for any printing on Printer 1 to finish before continuing.   *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))-

BILLIN G , or prin ting the sta tem ents is the heart o f the Accounts R eceivab le  System .

The  b illing  cycle  is c losed every tim e you run the b illing  sta tem ent prin tout.  There does N O T have to  be  any
direct re la tion betw een your accounting period and the b illing cycle .  That m eans that you m ay issue statem ents
at any tim e during  the  m onth, regardless o f w hen you close  your m onthly books.

The only inte r-action w ith  the Books is the Posting of Service C harges during a B illing U pdate .  Because of th is
the Books M U ST be O pen.  The Billing  W ILL NO T proceed if the books are m arked for closing.

B illing  is rea lly a three step  process:

1) P rint B illing  R econciliation  R eport to check for any posting  errors.
2) P rin t the actua l sta tem ents w ith  Update. - Each Account is updated as it is  prin ted.
3) P rint the Aging  Ana lysis.
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There are a  vast num ber o f b illing  form s ava ilab le ; p lease contact your C ustom er Support Team  to  insure that
you  have (or obtain) the  correct b illing  form s.
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BILLING: PRINT STATEMENTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                *    1 = Input New Customers                *
                *    2 = View / Edit Customer Files         *
                *    3 = Search Customers by Company Name   *
                *    4 = A/R Report Printouts               *
                *    5 = Billing ))))))))))))))))))))))))))))))>)),
                *    6 = Master Billing Configuration Set-up*     *
                *    7 = Edi+)))))))))))))))))))))))))))))))))))))2))))))))),
                *    8 = Gen*              BILLING SYSTEM                   *
                .)))))))))))*                                               *
                            *       Please make sure you have printed a     *
                            *       Reconciliation Report                   *
                            *       PRIOR to running the statements !       *
                            *                                               *
                            *Enter All Dept. Codes to Bill <A-Z> or <*>=All *
                            *              <+> = Quit                       *
                            .)))))))))))))))))))))))))))))))))))))))))))))))-

Prior to  prin ting the sta tem ents, you w ill be asked to  identify the prin ter you are go ing to  use, then the screen
w ill d isp lay th is w arn ing m essage that rem inds you to  first prin t a  b illing  reconcilia tion report before continu ing
w ith the  statem ents.

NOTE - It is always good computer procedure to do an ARCHIVE just prior to running the billing or doing an
update.

You w ill be asked to  identify a ll departm ent codes you w ant included in th is b illing run.  You w ill notice that th is
prom pt has enough room  for you to input every departm ent code, if you w anted to.  Th is a llow s you to designate
m ore than one departm ent to  be included.  Its just like the prom pt says, "Enter A ll D epartm ent Codes to B ill."
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+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter GL Revenue Acct # for Posting Finance Charges        *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

NOTE - If "Force Dept Codes" is set ON, a Department Code will be required here.

W hen the b illing is run and the finance charges on late accounts is com puted, StockBoy needs to know  w hich
G L Acct #  to  send the ba lancing portion of the transaction to .  S ince th is is another form  of incom e it should  be
found in  the R evenue section o f your accounts.  The account num ber and nam e w ill then be disp layed on the
screen.  

+)))))))))))))))))))))))))))))))))))))))))))))))))),
* POST FINANCE CHARGES TO:  4005  INTEREST INCOME  *

*                                                  *
*          Correct ?  <Y>  <N>   Y                 *

.))))))))))))))))))))))))))))))))))))))))))))))))))-

O therw ise an <E N TE R > w ill take you back to  the B illing  System  M enu and you can re-input you r se lections
correctly .  W hen an ind iv idual custom er file  has been g iven a departm enta l code, the system  w ill autom atica lly
use the sam e departm ent code w hen do ing the autom atic posting to  the finance charge account input above.
W hen there is no departm ent code for the custom er, the posting w ill be m ade w ithout a  departm ent code.

The com puter w ill autom atica lly create  the transaction that posts finance charges to  the account se lected above,
a long w ith  the appropria te  am ount added  in  to  the accounts rece ivab le  key account.  Th is transaction w ill be
prin ted in  a  M andatory Journa l P rin tout a fter you fin ish th is b illing  run.

+))))))))))))))))))))))))))))))))))))))))))))))))))),
*           THE A-B-C STORES                        *
*           1212 SO 1ST STREET                      *
*           P.O. BOX 2222                           *

*           HOMETOWN, USA 88888-2222                *
*                                                   *

* Is the Above Store Return Address Correct ?  Y    *
.)))))))))))))))))))))))))))))))))))))))))))))))))))-

Firm s that do not utilize form s w ith a pre-printed re turn  address w ill w ant to  be sure  th is re turn  address is correct,
as it w ill be prin ted on the S tatem ents as seen here.  If you do have a pre-prin ted re turn  address on your
sta tem ents then you w ill w ant the re turn  address set to  one b lank space for each line.  Answ ering <N > to  the
prom pt above starts you through each o f the  four lines for changes.

IMPORTANT - All transactions that are dated SINCE the last billing date are during the CURRENT Billing Cycle.
These transactions will be printed, per the billing configurations for this customer for the CURRENT Billing Cycle.
Any transactions PRIOR to the last billing date will be printed, per the billing configurations for this customer for the
PREVIOUS billing cycle.

+))))))))))))))))))))))))))))))))))))))))))))))))))))),
*                 BILLING SYSTEM                      *

*                                                     *
*        Previous Statement Date is 02/28/93          *
*        Current Statement Date is  03/31/93          *

*                                                     *
*  Last Date for Invoices to be included is 03/31/93  *

*                                                     *
*       Enter Previous Statement Date                 *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))-
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The PR EVIO U S STA TE M EN T D ATE  shown on the screen is the date  that the billing  system  prin ted last prin ted
a statem ent.  If you had to interrup t the  billing  cycle because of a paper jam , or any other reason, the  "P revious"
date on the screen w ould  be the w rong date  for your purposes.  A lso since, you can run a b illing  by departm ent
the "P revious" date  d isp layed m ay be the last date  you billed another departm ent, and w ould  aga in  be w rong
for th is b illing  run.

+)))))))))))))))))))))))))))))))),
* Enter Previous Statement Date  *

.))))))))))))))))))))))))))))))))-

Therefore, you are required to  m anually input the Previous S tatem ent D ate to  be used.  The date you enter here
determ ines the sta rting date  for com puting how  m any days inte rest w ill be added to  the sta tem ents since the ir
last b illing .  Incorrect entries here w ill resu lt in  over/under charg ing o f finance charges, so be accurate .  R efer
to  the last sta tem ents issued if needed to  obta in  the correct date  to  use.

+)))))))))))))))))))))))))))))),
* Enter Current Statement Date *

.))))))))))))))))))))))))))))))-

The Current S tatem ent Date that is input prior to  every b illing run, ALSO  serves as the C U TO FF D ATE.  N o
invo ices or paym ents that have been posting fo llow ing the current sta tem ent date  w ill appear on the billing
statem ents.  The b illing reconcilia tion report w orks identica lly.  The "Last D ate for Invo ices" line is filled  in
autom atica lly.  

Th is a llow s a 'c leaner' cu to ff for b illing  and w ill he lp  prevent custom ers from  be ing charged in terest on invo ices
that are  over 30 days o ld  but have never been sent on a statem ent.  The default date is today's date from  the
system , but you can over-ride it if you want.  S ince you m ay be runn ing your sta tem ents a  little  la te , you m ay
input a d ifferen t date than the  defau lt (today's) da te.  Aga in s ince  this de term ines the  num ber of days of interest
or finance charge to  be added be very carefu l w hen entering th is date .

    +))))))))))))))))))))))))))))))))))))))))))))))))))))),
*                 BILLING SYSTEM                      *

*                                                     *
*        Previous Statement Date is 02/28/93          *
*        Current Statement Date is  03/31/93          *

*  Last Date for Invoices to be included is 03/31/93  *
*                                                     *

*    Finance Charges will be computed for 31 days.    *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))-

After entering your P revious and C urrent dates you w ill see the num ber of days' in te rest that the system  w ill add
to each custom er to  be b illed at th is tim e.  CH EC K IT!  If it is  not right press <N > to  go back and set your dates
properly.  O therw ise press <Y> to accept these dates.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))),
*This Billing Cycle Will Purge the Billing Folio       *

*of all ZERO Balance Entries Older than the Purge Date.*
*Please Enter The Purge Date Below                     *

*                                                      *
*          Enter Purge Date  12/31/93                  *
*          <N> = No Billing Purge.                     *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))-

O nce a transaction  in the  Accounts R ece ivab le is pa id o ff, it is  a Zero Balance  E n try .  A lthough these
transactions m ay o r m ay not be show n on the statem ent, depending upon b illing form at chosen, StockBoy
re ta ins the  h is to ry  for the tim e period that you contro l here.  It is  usually  best to  clear th is  after a few  m onth 's
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w hen you are sure there are no  questions.  The m ore da ta you  hang onto s im ply m eans m ore data you have
to d ig  through and the m ore space on the Hard D isk you w ill use.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
,

*  Print statements for zero balance accounts that have current invoices?  *
*                            <Y> = YES  <N> = NO                           *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
-

You can elect to  prin t sta tem ents for custom ers w ho have charged th is cycle  but have pa id  o ff those charges
already by answ ering <Y> to  the prom pt above.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*    Insert statement with Left perforation at ZERO scale on printer,     *

*               and print head at top of statement form.                  *
*                                                                         *

*      Press <T> to print TEST Statement or <P> to PRINT Statements       *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This is the standard form s preparation warn ing on the screen.  Th is is the sam e convention used on setting up
checks for prin ting and any other specia l form .

Pressing <T>  w ill p rin t one sta tem ent using a "Test P attern" o f data .  Th is w ill a llow  you to  check for proper
a lignm ent o f the form , and g ive you an opportun ity to  adjust it if needed.  You can request an un lim ited num ber
of Test prin ts.  O nce you have the sta tem ents prin ting just the way you want them  to  look, press <P> to  prin t
the  statem ents.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
,

*  Press <ENTER> to print single statement or <C> for continuous printing  *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

N ext you need to  te ll the system  if you want it to  prin t the s ta tem ents autom atica lly one after the o ther, or if you
w ant it to  print one and then stop before  printing another (hand fed form s).  The printer should not be le ft
unattended during a continuous prin t run, just in  case of a  paper jam .  H ow ever, you do not need to  spend tim e
w atch ing the prin tout.  You cou ld  be do ing other activ ities w hile  the prin tout is in  operation.  You w ill usua lly be
able to te ll if there is a printer prob lem  just by the sounds you hear.

NOTE - The statement printing begins with a prompt to print a test pattern.  This test pattern will help the
operator align the billing form and can be repeated as many times as necessary.  If the billing run is interrupted
for any reason, such as a paper jam, the test pattern can be re-run to re-adjust the forms. In addition, you may
select the account number from where the statement printing will resume, thus allowing you to re-print any
number of 'wrinkled' statements.

+)))))))))))))))))))))))))))))))),
*  <Shift F1> to Pause Printout  *

.))))))))))))))))))))))))))))))))-

W hile  the printout is in  progress you w ill see th is escape prom pt on the screen.  You C AN N O T quit the printout,
but you can "Pause" it.  Th is w ill a llow  you to  re-ad just the form s or clear a  paper jam .

+)))))))))))))))))))))))))))))))))))))))))))),
*  Printing Paused ...  <ENTER> to Continue  *

.))))))))))))))))))))))))))))))))))))))))))))-

W hen you activate  the <Shift F1> sequence you w ill see th is prom pt on the screen.  C lear your prin ter prob lem
and get prepared to  continue before pressing <EN TE R >.
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+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*            BILLING INTERRUPTED                             *

*                                                            *
*          Records Show Customer # 112                       *
*          as LAST Customer Billed.                          *

*          Customer Files will NOT be updated Twice          *
*          if Statements are Re-printed.                     *

*                                                            *
* Customer Number to Start Billing <SPACE> = Start Over 112  *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You w ill see th is in form ation on the screen after you press <EN TE R > to  the prom pt above.  C heck your
statem ents to see w hich ones need to be  re-p rin ted.  The screen defau lt w ill re-start the  billing  w ith the  last
statem ent printed.  You can re-start from  the beginn ing by pressing <SPAC EBAR > <EN TER >, or re -start w ith
a particu lar sta tem ent by typ ing that custom er num ber.  If you press <Shift>  <F-1> a t th is po int, you w ill be ab le
to term inate the program  and re turn  to a m enu.  But StockBoy w ill treat it just like  a  Pow er Fa ilure .

NOTE - In the event of a POWER FAILURE, or pressing <Shift> <F-1>, during the statement run you will
return to the "Billing Interrupted" screen upon re-entering the Accounts Receivable Section.  ANYTIME you
see this message when you first enter this section, it is telling you that the last use of the Billing System was
not completed.  Even if you choose Not to Update your customer records and terminate your Billing, this
message will appear.

U nder a re-sta rt s ituation sta tem ents that are reprin ted W ILL N O T have finance charges added again.  They w ill
just be re-prin ted.  W hen the system  gets to  the new  accounts the billing  process w ill p ick up again  and continue.

NOTE - The ONLY way to clear a previously terminated Billing and continue to do a "Real" Billing run is to
complete the interrupted run.  If you are clearing an old run, set the Current Billing Date to the Previous Billing
Date (so finance charges will not be assessed) and run the Billing thru on white paper.  Make sure you let the
process complete itself, or you'll be back in the same boat again.

+))))))))))))))))))))))))))))))))))))))))),
* Press <ENTER> to print HOLD Statements  *

.)))))))))))))))))))))))))))))))))))))))))-

After a ll regu lar sta tem ents have been prin ted, the system  w ill pause  and  w ait for you to  put your "H O LD
STATEM EN TS" paper in  the printer.  Then press <EN TER > to fin ish them  out.

You w ill see a m essage com e on the screen brie fly as the finance charges are prepared  for transfer in to  the
G enera l Ledger. 

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*                         ATTENTION !                             *

*    Prepare printer for continuation of use by other users!      *
*  Load printer with continuous form paper & set to top of form.  *

*                                                                 *
*                Press <ENTER> when Ready                         *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This is the po in t that you need to  put your regu lar paper back in  the prin ter.  Load the paper and set it to  the top
of the page and press <EN TE R > to  re-activate  the prin ter for the other users.  You w ill see: "R e-In itia liz ing
Spooler" com e on the screen as the prin te r is activa ted  fo r the other users.  W hen com plete , the system  w ill
bring you to  PLEASE LO G O N .
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*        MANDATORY JOURNAL PRINTOUT - CURRENT SESSION             *

*                                                                 *
*                                                                 *

*  Prepare Line Printer - Press <ENTER> When Ready to Print       *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You are now  fin ished w ith  the B illing  Run.  How eve r, it is  not to ta lly fin ished.  The autom atic G enera l Ledger
Transactions have not been entered in to  the books.  The next person that accesses the Bookkeeping Section
from  the M ain M enu w ill encounter a  M andatory Journa l P rin tout.  It is  on ly w hen th is prin tout is fina lly m ade that
the transactions are com pleted.
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MASTER BILLING CONFIGURATION

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts                  *      
                * 5 = Billing                               R      
                * 6 = Master Billing Configuration Set-up S))))>)),
                * 7 = Edit A/R Folio Data                   T     *
                * 8 = General Ledger System                 *     *
                .)))))))))))))))))))))))))))))))))))))))))))-     *
                            +)))))))))))))))))))))))))))))))))))))2)))))))))))))))),
                            *         MASTER BILLING CONFIGURATION SET-UP          *
                            *                                                      *
                            *          This set-up determines the                  *
                            * DEFAULT billing configuration for all new Customers. *
                            *   Each Customer file may be set-up individually.     *
                            *                                                      *
                            *            Press <ENTER> to Continue                 *
                            .))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The M ASTER  B ILLIN G  C O N FIG U R ATIO N  SET-UP is the option that a llow s you to  set-up your "STAN D AR D "
billing  form at.  You w ill ALSO  be routed through these prom pts if you decide to  ED IT the BILLIN G  FO R M AT of
an Ind iv idua l C ustom er Account to  create  a  "SPEC IAL" B illing  Form at. (See IN PU T N EW  C U STO M ER S.)  The
process of setting the param eters starts im m ediate ly upon entering th is option.  Accepting the screen defaults
w ill leave everyth ing as it w as w hen you entered th is sequence.



StockBoy Bookkeeping Reference Manual - Page 124

+))))))))))))))))))))))))))))))))))))))))))))))))))),
*         STATEMENT PRINTOUT CONFIGURATION          *

*                                                   *
*  A = Balance Forward / Only non-paid, Itemized    *
*  B = Balance Forward / All Itemized               *
*  C = Only non-paid / All, Itemized                *

*  D = Only non-paid / Only non-paid, Itemized      *
*  E = All / All, Itemized                          *

*  F = Only non-paid / Only non-paid, Consolidated  *
*  G = Only non-paid / All, Consolidated            *
*  H = All / All, Consolidated                      *
*  I = No Statement                                 *

*                                                   *
*    Select Statement Configuration  A              *

.)))))))))))))))))))))))))))))))))))))))))))))))))))-

Since a ll invo ices are stored, and cleared, on an invo ice by invo ice basis in terna lly, m any types o f b illing
sta tem ents can be duplicated sim ply by changing the way the in form ation on the sta tem ent is form atted.

(EXAM PLE: M ost o f your custom ers need on ly a  "Balance Forw ard" type o f s ta tem ent that shows any new
invo ices since the last b illing  and the ba lance of any o ld  invo ices.  How ever, you m ay have a few  large
vo lum e custom ers w ho need to  track the ir account on an "Invo ice C learing" basis.  In  th is situation you
w ould  have option "A " as your STA N D AR D  form at and still be ab le  to  accom m odate those others by setting
the ir b illing configuration to  option "C .")

The B illing  Configuration O ptions lis ted above show  the m anner o f prin ting the o ld  (previously b illed) invo ices
at the first o f the line, fo llow ed by a  "/" and then the m anner o f prin ting of any new  (created s ince last b illing)
invo ices.  Let's step through each option one at a  tim e.

O ption "A " (Ba lance Forw ard/O nly non-pa id , Item ized) w ill p rin t a  s ta tem ent that includes: A  to ta l brought
fo rw ard for a ll o ld  invo ices and each new  un-paid invo ice item ized on a line by itse lf.  Any pa id-off invo ices w ill
not be printed on the statem ent.

O ption "B " (Balance Forw ard/A ll Item ized) w ill prin t a sta tem ent that includes: A  to ta l brought forw ard for a ll o ld
invo ices and every new  invoice (pa id and un-paid) item ized on a line by itse lf.

O ption "C " (O nly non-pa id /A ll, Item ized) w ill p rin t a  sta tem ent that includes: O nly those un-pa id  o ld  invo ices
item ized and every new  invo ice (pa id and un-paid) item ized on a line by itse lf.

O ption "D " (O nly non-paid/O nly non-paid, Item ized) w ill prin t a  sta tem ent that includes: O nly those un-paid o ld
invo ices item ized and only the un-paid new  invo ices item ized on a  line by itse lf.  Any invo ices that have a zero
balance w ill not be printed on the statem ent.

O ption "E " (A ll/A ll, C onsolidated) w ill p rin t a  sta tem ent that includes: A ll (pa id  and un-pa id) o ld  invo ices item ized
and all (pa id  and un-paid) new  invo ices item ized on a line by itse lf.

O ption  "F" (O nly non-pa id/O nly non-pa id, C onsolida ted) w ill print a statem ent tha t includes: Any un-pa id invo ice
w ill be prin ted show ing on ly the consolidated to ta l o f charges and paym ents to  each invo ice for both  o ld  and new
invo ices.

O ption "G " (O nly non-paid/O nly non-paid, C onsolidated) w ill p rin t a  sta tem ent that includes: Each un-paid
invo ice show ing the consolidated balance of each invo ice and it's  paym ents.  Any Zero  ba lance o ld  invo ice, or
any Zero balance new  invo ice, w ill N O T be prin ted.

O ption "H " (A ll/A ll, C onsolidated) w ill p rin t a  sta tem ent that includes: A ll invo ices in  the  file  w ith  only the
consolida ted  total of charges and paym ents to each  invo ice for both o ld and new  invo ices.

O ption  "I" (N o S tatem ent) w ill N O T print a statem ent at a ll bu t th is account w ill be  included on any A /R  reports.
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C U R R EN T C YC LE m eans those transactions dated SIN CE the last b illing  date .

NOTE - These are ONLY the defaults for your "STANDARD" billing formats.  You can over-ride these
parameters for any individual customer that needs or wants a different structure.  This means that you can
establish a Balance Forward style of statements for most of your customers and still accommodate those
institutions that require an Invoice Clearing type Statement.

AG IN G  PER IO D S

N ext you w ill se t the Aging periods your system  w ill use.  The StockBoy System  allow s you to  set the ag ing
periods.  You are not locked into using  the  com m on 30-60-90  day bracke ts like in m ost system s.  How ever, once
you set these aging  bracke ts they w ill app ly  to  A LL custom ers.  You w ill be  ab le to change w hen the  finance
charges are applied on a  custom er by custom er basis, but the ag ing periods w ill a ll be the sam e.

NOTE - Invoice Aging  Each Invoice is aged individually by calculating how many days old it is.  Then that
invoice will be displayed, or printed, in the appropriate aging groups.

+))))))))))))))))))))))))))))))),
* Enter Aging Period # 1   30   *

.)))))))))))))))))))))))))))))))-

The first A g ing Period determ ines the end of the "C urrent Period" and the beginn ing of the first tim e period that
an invo ice is "Past D ue."  It is  m ost com m on for th is to  be set to  30 or 31 days.  Th is w ill g ive each invo ice the
first 30  days in the  C urren t S tatus.

This category is a lso used to set the D efault Term s you w ill see w hen you  inpu t a  new  custom er's file .  The
Term s w ill defau lt to  "Net XX  D ays," the num ber you input here as the F irst A ging P eriod w ill be p laced w here
the "X X" is.  In  the exam ple above the D efault Term s w ould read, "N et 30 D ays."

+)))))))))))))))))))))))))))))),
*  Enter Aging Period #2  60   *

.))))))))))))))))))))))))))))))-

The second Aging Period determ ines the  end of the first period, a long w ith  the beginn ing of the second tim e
period past due.  You do not have to  use 30 days as any o f your ag ing periods.  If you wanted you cou ld  set an
ag ing  period  to 15 days if tha t is  an accepted  practice in your industry.

+))))))))))))))))))))))))))))),
* Enter Aging Period #3  90   *

.)))))))))))))))))))))))))))))-

The last ag ing  period , the  th ird ag ing  period , can  also be set to include any length o f tim e tha t you w ish.  It a lso
m arks the end of the second ag ing period and the start o f the th ird  aging period.

+))))))))))))))))))))))))))))))))))))),
* Annual Percentage Rate <.xxx>  .21  *

.)))))))))))))))))))))))))))))))))))))-

N ext you w ill be asked to  set your F inance C harge Annual Percentage R ate.  The com puter w ill com pute the
correct am ount to  charge each m onth from  the AP R  you set here.

NOTE - Finance Charges are computed on a DAILY basis.  That means you can compute the daily finance
charge by dividing your Annual Percentage Rate of interest by 360 days (just like the Banks do) and then
multiplying it by the amount of the invoice.
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+)))))))))))))))))))))))))))))))))))))),
* Enter Minimum Service Charge  .45    *

.))))))))))))))))))))))))))))))))))))))-

You w ill a lso be asked to set a M in im um  Serv ice C harge am ount.  D uring the B illing run custom ers w ho qualify
for finance charges it w ill be assessed either the AP R  Finance Charge or the M in im um  Service Charge,
w hichever is larger.
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TH IS  PAG E  IN TEN TIO N A LLY LEFT BLAN K
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EDIT A/R FOLIO DATA

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable ))))))))))))>)),
        *7. GL System Maintenance         *    *
        *8. Prin+))))))))))))))))))))))))))))))2)))))))))))),
        *9. Main*                                           *
        .)))))))*     ACCOUNTS RECEIVABLE SYSTEM            *
                *                                           *
                * 1 = Input New Customers                   *
                * 2 = View / Edit Customer Files            *
                * 3 = Search Customers by Company Name      *
                * 4 = A/R Report Printouts                  *      
                * 5 = Billing                               *      
                * 6 = Master Billing Configuration Set-up   R      
                * 7 = Edit A/R Folio Data  S)))))))))))))))))))>)), 
                * 8 = General Ledger System                 T     * 
                .)))))))))))))))))))))))))))))))))))))))))))-     *
           +))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))))))))),
           * Enter Company Name or Acct. Number <ENTER> = Quit                *
           .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You w ill se lect Ed it A /R  Folio  Data w hen you need to  change the invo ice num ber, posting date , or descrip tion
of an entry into the  fo lio.  You cannot ed it or m ake changes to the  am ount of the  invo ice here.  You m ust m ake
an adjusting entry through the posting section of the G .L. to  change the am ount.

You M U ST know  the exact invo ice num ber o f the entry you w ish to  ed it.  If the entry w as a paym ent, rem em ber
to  look for it under the charge invo ice that it pa id .

O nce you have typed in  the invo ice num ber, you w ill see each entry to  that invo ice d isp layed on the screen.  You
then se lect one to  edit and it w ill be d isp layed on the screen w ith  edit le tters.  W hen you  a re fin ished ed iting
press <EN TER > to save the  ed its.
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GL SYSTEM MAINTENANCE
VIEW / EDIT / INPUT CHART OF ACCOUNTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping )))))))))))))))))))>),
*5. Payroll                      *   *
*6. Cust+))))))))))))))))))))))))))))2)))),    
*7. Syst*    BOOKKEEPING                  *    
*8. Mast*                                 *    
*9. LOGO*1. Post Transactions             *    
.)))))))*2. Printout Financial Statements *       
        *3. End of Period Closing         *       
        *4. End of Year Updates           *    
        *5. Accounts Payable              *       
        *6. Accounts Receivable           *
        *7. GL System Maintenance   )))))))))>))),
        *8. Print Check Batch             *      *
        *9. Main+))))))))))))))))))))))))))))))))2))))))))),
        .)))))))*     GL SYSTEM MAINTENANCE                *
                *                                          *
                *  1 = View / Edit Input Chart of Accts ))))))>))),
                *  2 = Master System Information Printout  *      *
                *  3 = Depa+))))))))))))))))))))))))))))))))))))))2)))),
                *  4 = GL S*       VIEW / EDIT CHART OF ACCOUNTS       *
                *  5 = Tran*                                           *
                *  6 = Gene*       Acct. Number:                       *
                *  7 = Main*       Acct. Name:                         *
                .))))))))))*       Budget:                             *
                           *                                           *
                           *       Current Bal.:                       *
                           *       YTD Bal.:                           *
                           *                                           *
                           *   Enter GL Account Number <ENTER> = Quit  *
                           .)))))))))))))))))))))))))))))))))))))))))))-

StockBoy p rom pts you to  enter an account num ber.  If you input a  new , unused num ber, you w ill be asked if you
w ant to add it to your C hart of Accounts.

+))))))))))))))))))))))))))))))))))))))))))))))))))),
*  4999 does NOT exist !   Add to Chart ?  <Y>  N   *

.)))))))))))))))))))))))))))))))))))))))))))))))))))-

After pressing <Y> the com puter w ill prom pt you for the nam e of the account.  Th is nam e w ill be used on a ll
prin touts and screen d isp lays w hen referring to  th is account num ber.

NOTE - Before you are allowed to post any transactions you must have at least one of each
type of account; current asset, fixed asset, short term liabilities, long term liabilities, capital,
revenue, and expense.
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+)))))))))))))))))))))))),
* Correct ?  <Y> or <N>  *

.))))))))))))))))))))))))-

If your new  account is a  ba lance sheet account, the com puter w ill ask you for a  "Y " or "N " approva l on the
num ber and nam e before w riting  it to d isk.

+))))))))))))))))))))))))))))))))))))))))),
* Enter Annual Budget Figure  $           *

.)))))))))))))))))))))))))))))))))))))))))-

If the new  account w ill appear on the Incom e S tatem ent, you w ill be asked for a  budget am ount.  Defau lting
resu lts in  a  zero to ta l be ing placed in to  the budget co lum n.

A ll new  accounts natura lly s tart w ith  zero balances.  You m ay enter new  accounts in  any num erica l order and
at any tim e w ithout fear o f d isrupting the ba lance of your system . P lease keep in  m ind the m axim um  num ber
of accounts that you se lected in  the In itia liza tion sequence.

+))))))))))))))))))))))))))))))))))))))))))),
*       VIEW / EDIT CHART OF ACCOUNTS       *

*                                           *
*       Acct. Number:  4001                 *

*       Acct. Name:    SALES - HARD GOODS   *
*       Budget:           $145,678.40       *

*                                           *
*       Current Bal.:       $5,070.22       *
*       YTD Bal.:          $63,732.76       *

*                                           *
*Enter New Account Number <D> = Delete 4001 *

.)))))))))))))))))))))))))))))))))))))))))))-

If you are ed iting an existing account rem em ber that you m ay not change the to ta l of any account a t any tim e
other than through the posting transactions procedure - thus keeping the system  in  balance.

It IS  possib le  to  change the num ber o f any account w ithout fear o f losing the ba lances for that account.  W hen
you change an account num ber, a ll o f the to ta ls associa ted w ith  that account a lso m ove to  the new  num ber, thus
keeping the system  in  balance.  But, if you try to  change the TYPE of account (by changing its num ber from  one
series of num bers to another), the com puter w ill re ject your attem pt.

EXAMPLE - The computer will not allow you to change an asset account into a liability account; to do so would
leave the system out of balance.

Zero balance accounts m ay be de le ted or m oved at w ill, s ince they cannot a ffect the ba lance of the system .  You
M AY N O T delete accounts U N LESS they have a zero  ba lance!  If you absolute ly have to rem ove an account,
do so O N LY at the first o f a  new  m onth when there can be no possib ility  o f having a re ference to  that account
in the  transaction  journa l.  Post an ad justing  transaction  tha t sets the  curren t period  balance to zero; then use
the End of Year u tilities to  zero out the year to  date  figures (you m ay have to  input negative num bers to  get the
resulting figure  back to zero); then use th is option to de lete the account.
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MASTER SYSTEM INFORMATION PRINTOUT

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *                       
*1. Inventory                    *                       
*2. Purchasing                   *                       
*3. Sales                        *                       
*4. Bookkeeping )))))))))))))))))))>),                   
*5. Payroll                      *   *                   
*6. Cust+))))))))))))))))))))))))))))2)))),              
*7. Syst*    BOOKKEEPING                  *              
*8. Mast*                                 *              
*9. LOGO*1. Post Transactions             *              
.)))))))*2. Printout Financial Statements *              
        *3. End of Period Closing         *              
        *4. End of Year Updates           *              
        *5. Accounts Payable              *              
        *6. Accounts Receivable           *              
        *7. GL System Maintenance   )))))))))>))),       
        *8. Print Check Batch             *      *              
        *9. Main+))))))))))))))))))))))))))))))))2)))))))))))))),
        .)))))))*     GL SYSTEM MAINTENANCE                     *
                *                                               *
                * 1 = View / Edit Input Chart of Accts          *
                * 2 = Master System Information Printout  S))))))))>))),
                * 3 = Department Code Maintenance               *      *
                * 4 = Cumulative Budget Maintenance/Reports     *      *
                * 5 = GL System Balance Check                   *      *
                * 6 = Transaction Editor                        *      *
                * 7 = Prepare Financial Statement Consolidation *      *
                * 8 = General Ledger System                     *      *
                .)))))))))))))))))))))))))))))))))))))))))))))))-      *
             +)))))))))))))))))))))))))))))))))))))))))))))))))))))))))2),
             * Prepare Line Printer - Press <ENTER> When Ready to Print  *
             .)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This is a  very handy prin tout; it w ill lis t a ll your chart o f accounts (w ith  current period, year to  date , and budget
to ta ls), your account cod ing num ber schem e w ith  expense category headings, the system  param eters you
established during the In itia lization sequence, and a ll active departm ents.  

R unning  this report does not affect totals or data in any w ay.
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DEPARTMENT CODE MAINTENANCE

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *                       
*2. Purchasing                   *                       
*3. Sales                        *                       
*4. Bookkeeping )))))))))))))))))))>),                   
*5. Payroll                      *   *                   
*6. Cust+))))))))))))))))))))))))))))2)))),              
*7. Syst*    BOOKKEEPING                  *              
*8. Mast*                                 *              
*9. LOGO*1. Post Transactions             *              
.)))))))*2. Printout Financial Statements *              
        *3. End of Period Closing         *              
        *4. End of Year Updates           *              
        *5. Accounts Payable              *              
        *6. Accounts Receivable           *              
        *7. GL System Maintenance   )))))))))>))),       
        *8. Print Check Batch             *      *              
        *9. Main+))))))))))))))))))))))))))))))))2)))))))))))))),
        .)))))))*     GL SYSTEM MAINTENANCE                     *
                *                                               *
                * 1 = View / Edit Input Chart of Accts          *
                * 2 = Master System Information Printout        R       
                * 3 = Department Code Maintenance S))))))))))))))))>))),
                * 4 = Cumulative Budget Maintenance/Reports     T      *
   
+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))))))
)))),
     *                     DEPARTMENT CODE MAINTENANCE                              *
     *                                                                              *
     *  A = ARLINGTON, V.A. B = *               C = *               D = DALLAS      *
     *  E = *               F = PITTSBURGH      G = *               H = *           *
     *  I = IDAHO FALLS     J = *               K = *               L = *           *
     *  M = *               N = *               O = *               P = *           *
     *  Q = *               R = *               S = SAN FRANCISCO   T = *           *
     *  U = *               V = *               W = WASHINGTON D.C. X = *           *
     *  Y = *               Z = *                                                   *
     *                                                                              *
     *   "*" = NON - ACTIVATED DEPARTMENT CODE                                      *
     *                                                                              *
     *                  Enter Code Letter to Change   <0> = Exit                    *
   
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))-

This segm ent is used to  activate or de-activate the  26  poss ib le  departm ents in  the G L.  No departm ents are
required to  be active in  order for the G L to  function properly; they are to ta lly optiona l.  How ever, you m ay not
use a departm ent in  your posting until it has been activated here.
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D epartm ents m ay be activated  and de-activated  at any tim e during  the  accounting  year w ithout fear of ba lance
errors.W hen you access th is sequence, the com puter w ill d isp lay a ll o f the departm ent codes "A" through "Z"
on the screen.  W hen you first in itia lize  your G L data, a ll departm ents are  not active, and th is is show n by
asterisks fo llow ing  the  departm ent codes.

To activate  a  departm ent code, sim ply key in  the le tter.  The com puter w ill p rom pt for a  brie f descrip tion of the
departm ent which w ill be used during the posting process and on the D epartm ental P ro fit &  Loss S tatem ents
to further identify the  departm ent w ith which you are dealing .  O nce the  departm ent code has a nam e it is  active
and can be used in  the posting.

Every incom e sta tem ent account now  has a  current period and year to  date  to ta l for the new  departm ent code,
of course, w hich is zero.  These to ta ls  a re  kep t separate  from  that account's m ain  to ta ls for the Incom e
Statem ent.  Balance Sheet accounts do not have departm ents.

You m ay change the nam e of any departm ent w ithout a ffecting its departm enta l ba lances sim ply by keying in
the departm ent code and typ ing in  a  new  descrip tion.

To de-activate  a  departm ent code, s im ply key in  the target code, and instead of entering a descrip tion, enter an
asterisk.  The com puter w ill step through every account that has a  ba lance for th is departm ent, and w ill re-set
tha t ba lance to zero.  The departm ent can then be later re-activated  w ithout having  carry-over num bers.
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CUMULATIVE BUDGET MAINTENANCE

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *                       
*2. Purchasing                   *                       
*3. Sales                        *                       
*4. Bookkeeping )))))))))))))))))))>),                   
*5. Payroll                      *   *                   
*6. Cust+))))))))))))))))))))))))))))2)))),              
*7. Syst*    BOOKKEEPING                  *              
*8. Mast*                                 *              
*9. LOGO*1. Post Transactions             *              
.)))))))*2. Printout Financial Statements *              
        *3. End of Period Closing         *              
        *4. End of Year Updates           *              
        *5. Accounts Payable              *              
        *6. Accounts Receivable           *              
        *7. GL System Maintenance   )))))))))>))),       
        *8. Print Check Batch             *      *              
        *9. Main+))))))))))))))))))))))))))))))))2)))))))))))))),
        .)))))))*     GL SYSTEM MAINTENANCE                     *
                *                                               *
                * 1 = View / Edit Input Chart of Accts          *
                * 2 = Master System Information Printout        *       
                * 3 = Department Code Maintenance               R       
                * 4 = Cumulative Budget Maintenance/Reports S)))))>),   
                * 5 = GL System Balance Check                   T   *   
                * 6 = Transaction Editor                        *   *   
                * 7 = Prepare Financial Statement Consolidation *   *   
                * 8 = General Ledger System                     *   *   
                .)))))))))))))))))))))))))))))))))))))))))))))))-   *   
                            +)))))))))))))))))))))))))))))))))))))))2)),
                            *  CUMULATIVE BUDGET MAINTENANCE/REPORTS   *
                            *                                          *
                            * 1 = View / Edit / Input Budgets )))))))))))))>)), 
                            * 2 = Master Budget Listing                *      *
                            * 3 = Mon+))))))))))))))))))))))))))))))))))))))))2))))),
                            * 4 = Yea*             VIEW/EDIT/INPUT BUDGETS          *
                            * 5 = Exi*                                              *
                            .))))))))*      4001 SALES - HARD GOODS      145,678.40 *
                                     *                                              *
                                     *  A  = JAN   12,139.87    G  = JUL  12,139.87 *
                                     *  B  = FEB   12,139.87    H  = AUG  12,139.87 *
                                     *  C  = MAR   12,139.87    I  = SEP  12,139.87 *
                                     *  D  = APR   12,139.87    J  = OCT  12,139.87 *
                                     *  E  = MAY   12,139.87    K  = NOV  12,139.87 *
                                     *  F  = JUN   12,139.87    L  = DEC  12,139.83 *
                                     .))))))))))))))))))))))))))))))))))))))))))))))-
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StockBoy m ain ta ins m onth ly budgets for every Incom e S tatem ent Account.  These budget figures are only for
your m anagem ent analysis, and  a re no t part o f the accounting discip line m ainta ined throughout the G enera l
Ledger.  Therefore, you can change the budgets a t w ill - w ith  no o ther ba lancing entries requ ired.

Th is is the screen you w ill use to  set and m ainta in  your budget am ounts.  Upon entering th is option you w ill be
asked for the account to  edit.  Then you w ill see that account d isp layed as seen on the page before.  Se lect the
le tter corresponding to the m onth that you w ish to change, and type in  the new  budget am ount.

The top of the screen w ill now  show  the new  annual budget.  Press <EN TE R > to  save and ex it th is account a fter
you set a ll the m onth 's budgets that need changing.

MASTER BUDGET LISTING

+)))))))))))))))))))))))))))))))))))))))))),
*  CUMULATIVE BUDGET MAINTENANCE/REPORTS   *
*                                          *
* 1 = View / Edit / Input Budgets          R
* 2 = Master Budget Listing S))))))))))))))))>),
* 3 = Monthly Budget Analysis              T   *
* 4 = Year to Date Budget Analysis         *   *
* 5 = Exit to GL Maintenance               *   *
.))))))))))))))))))))))))))))))))))))))))))-   *                
  +))))))))))))))))))))))))))))))))))))))))))))2))))))))))))))))))), 
  *  PREPARE LINE PRINTER - then Select Printer Number to Use  1   * 
  .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This option w ill provide you w ith a p rintout o f a ll your Incom e S tatem ent Account's M onthly B udgets.  Select the
appropria te  prin te r, and go get your report.  Th is is  a  hard copy of the figures you estab lished in option 1 of th is
section.

MONTHLY BUDGET ANALYSIS

+))))))))))))))))))))))))))))))))))))),
*      MONTHLY BUDGET ANALYSIS        *

*         PRINTOUT OPTIONS            *
*                                     *

*   Acct. Numbers    Zero Bal. Accts  *
*  1 =    Yes             Yes         *
*  2 =    Yes             No          *
*  3 =    No              Yes         *
*  4 =    No              No          *
*  5 = Cancel Printout                *

*                                     *
*  Select Format Option  2            *

.)))))))))))))))))))))))))))))))))))))-

W hen you w ant to  review  your perfo rm ance in re la tion to  your m onth ly budgets and last year's figures run th is
report.  You can choose the form at that w ill best su it your needs.  The default is  fo r fo rm at num ber 2, w hich is
the m ost com m only requested form at.
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YEAR TO DATE BUDGET ANALYSIS

+))))))))))))))))))))))))))))))))))),
*  YEAR TO  DATE BUD G ET ANALYSIS      *

*        PR IN TOU T O PTIO N S           *
*                                   *

* Acct. N um bers    Zero B al. Accts  *
*1 =     Yes             Yes         *
*2 =    Yes             N o          *
*3 =     N o              Yes         *
*4 =    N o              N o          *

*5 =  C ancel P rintout                *
*                                   *

*    Se lect Form at O ption  2         *
.)))))))))))))))))))))))))))))))))))-

This option functions identica lly to  the M onth ly B udget Analysis, except that you w ill be getting annual analysis
instead o f m onthly.
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GL SYSTEM BALANCE CHECK

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *                       
*2. Purchasing                   *                       
*3. Sales                        *                       
*4. Bookkeeping )))))))))))))))))))>),                   
*5. Payroll                      *   *                   
*6. Cust+))))))))))))))))))))))))))))2)))),              
*7. Syst*    BOOKKEEPING                  *              
*8. Mast*                                 *              
*9. LOGO*1. Post Transactions             *              
.)))))))*2. Printout Financial Statements *              
        *3. End of Period Closing         *              
        *4. End of Year Updates           *              
        *5. Accounts Payable              *              
        *6. Accounts Receivable           *              
        *7. GL System Maintenance   )))))))))>))),       
        *8. Print Check Batch             *      *              
        *9. Main+))))))))))))))))))))))))))))))))2)))))))))))))),
        .)))))))*     GL SYSTEM MAINTENANCE                     *
                *                                               *
                * 1 = View / Edit Input Chart of Accts          *       
                * 2 = Master System Information Printout        *       
                * 3 = Department Code Maintenance               *       
                * 4 = Cumulative Budget Maintenance/Reports     R       
                * 5 = GL System Balance Check S)))))))))))))))))))))))),
                * 6 = Transaction Editor                        T      *
                * 7 = Prepare Financial Statement Consolidation *      *
                * 8 = General Ledger System                     *      *
                .)))))))))))))))))))))))))))))))))))))))))))))))-      *
                    +))))))))))))))))))))))))))))))))))))))))))))))))))2)))))))),
                    * Prepare Line Printer - Press <ENTER> When Ready to Print  *
                    .)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This routine generates a  screen d isp lay and a prin tout that ind icates the "W ell-ness" o f various aspects o f the
com puter bookkeeping system .  In  norm al s ituations, the on ly possib ility  o f out o f ba lance prob lem s lies in  pow er
fa ilu re  during the m andatory journa l prin tout, power fa ilu re  during an A /P  check batch processing run, or
in terrupted operation during other program s that w rite  autom atic entries in to  the G L such as auto  posting of
StockBoy End of Day posting sum m aries, autom atic posting o f b illing serv ice charges, and autom atic update
of Payroll postings.

The com puter checks for:   D EBIT / C R ED IT ba lance.
                           BALAN C E SH EET / IN C O M E STATE M EN T balance.
                           AC C O U NTS  PAYABLE ba lance.
                           AC C O U NTS  R EC EIVABLE ba lance.
                           AC C O U NT LED G ER  balance.

Any d iscrepancies that exist w ill be noted on the prin tout: C O N TAC T C U STO M ER  SU P P O R T im m ed iate ly
before continu ing AN Y G L PO STIN G  or o ther procedure that m ight w rite  to ta ls to  the bookkeeping system .
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If you have posted your End of Period transaction, but have N O T proceeded to  fin ish the c losing process, the
G L Balance Check can not be run, and a w arn ing m essage w ill be d isp layed on the screen.
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TRANSACTION EDITOR

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *                       
*2. Purchasing                   *                       
*3. Sales                        *                       
*4. Bookkeeping )))))))))))))))))))>),                   
*5. Payroll                      *   *                   
*6. Cust+))))))))))))))))))))))))))))2)))),              
*7. Syst*    BOOKKEEPING                  *              
*8. Mast*                                 *              
*9. LOGO*1. Post Transactions             *              
.)))))))*2. Printout Financial Statements *              
        *3. End of Period Closing         *              
        *4. End of Year Updates           *              
        *5. Accounts Payable              *              
        *6. Accounts Receivable           *              
        *7. GL System Maintenance   )))))))))>))),       
        *8. Print Check Batch             *      *              
        *9. Main+))))))))))))))))))))))))))))))))2)))))))))))))),
        .)))))))*     GL SYSTEM MAINTENANCE                     *
                *                                               *
                * 1 = View / Edit Input Chart of Accts          *      
                * 2 = Master System Information Printout        *          
                * 3 = Department Code Maintenance               *       
                * 4 = Cumulative Budget Maintenance/Reports     *       
                * 5 = GL System Balance Check                   R       
                * 6 = Transaction Editor S)))))))))))))))))))))))))>))),
                * 6 = Prepare Financial Statement Consolidation T      *
                * 7 = Main System Menu                          *      *
                .)))))))))))))))))))))))))))))))))))))))))))))))-      *
                       +)))))))))))))))))))))))))))))))))))))))))))))))2))))))))),
                       * Enter transaction Number to be Edited   <ENTER> = Quit  *
                       *              <*> = Reverse Transaction                  *
                       .)))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The Transaction Editor is designed to  a llow  you a m ethod to  Edit or change som e of the in form ation on
transactions that are  curren tly  in  your G enera l Journa l.  You C AN N O T a lter any o f the financia l data  or the
account num bers since that w ould  a ffect the ba lance of your books.  Type in  the num ber o f the transaction you
w ant to  ed it.

+))))))))))))))))))))))))))))))),
*  TRANSACTION EDITOR           *

*                               *
*  Transaction #: 28            *
*  Date:          04/01/93      *

*  Description:   PD INV 3492   *
*                               *

*  Enter Correct Date 04/01/93  *
.)))))))))))))))))))))))))))))))-
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N ow  you w ill be asked to enter the correct date and description for th is transaction.  Then you w ill be asked to
confirm  that these are  correct.  

REVERSE TRANSACTION

R eversing a transaction m eans entering a  new  transaction that com plete ly negates or vo ids the first one by
inputting to ta ls to  each account m ultip lied by -1 .  The first transaction is N O T e lim inated.

Access the Reversing feature v ia  the G L System  M aintenance, Transaction Editor.  The prom pt a t the bottom
of the screen asks you to  enter an asterisk <*> to  access R everse Transaction .  Then you sim ply input the
transaction num ber that you want reversed, and, fo llow ing a  precautionary prom pt, w ill begin  to  add a new
transaction to  the system  that com plete ly negates the target transaction.

P lease no te  tha t the new  transaction has N O T be updated to  the genera l ledger, it has been p laced in  the
specia l input buffer file .  The new  transaction(s) w ill be updated the next tim e you enter the Bookkeeping system
from  the M ain System  M enu.

A lso note that w ith accounts payable and accounts receivable postings, there  is no w ay for the system  to negate
the IN D IV ID U AL IN VO IC ES.  The postings from  the reversing system  w ill be d isp layed as separate  line item s
in the fo lio ; there is no w ay to  tie  the reversing entry to  any existing  en try  in  the fo lio .  The descrip tion w ill
indicate that the new  entry is a reversa l of an existing transaction num ber.

NOTE - PLEASE PROCEED WITH CAUTION.  Experiment with 'dummy' environments or small transactions
before performing wholesale activity using the reverse transaction routine.  Consult with your Support Team
before you give this feature a 'test drive.'
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PREPARE FINANCIAL STATEMENT CONSOLIDATION

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                * 
*1. Inventory                    *                       
*2. Purchasing                   *                       
*3. Sales                        *                       
*4. Bookkeeping )))))))))))))))))))>),                   
*5. Payroll                      *   *                   
*6. Cust+))))))))))))))))))))))))))))2)))),              
*7. Syst*    BOOKKEEPING                  *              
*8. Mast*                                 *              
*9. LOGO*1. Post Transactions             *              
.)))))))*2. Printout Financial Statements *              
        *3. End of Period Closing         *              
        *4. End of Year Updates           *              
        *5. Accounts Payable              *              
        *6. Accounts Receivable           *              
        *7. GL System Maintenance   )))))))))>))),       
        *8. Print Check Batch             *      *              
        *9. Main+))))))))))))))))))))))))))))))))2)))))))))))))),
        .)))))))*     GL SYSTEM MAINTENANCE                     *
                *                                               *
                * 1 = View / Edit Input Chart of Accts          *
                * 2 = Master System Information Printout        *       
                * 3 = Department Code Maintenance               *       
                * 4 = Cumulative Budget Maintenance/Reports     *       
                * 5 = GL System Balance Check                   *       
                * 6 = Transaction Editor                        *
                * 7 = Prepare Financial Statement Consolidation S))>))),
                * 8 = General Ledger System                     *      *
                .)))))))))))))))))))))))))))))))))))))))))))))))-      *
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2)))
)))))))),
*                      Financial Statement Consolidation Utility                   *
*                                                                                  *
*  This program will gather and consolidate the current financial statement data   *
*                       from multiple selected environments.                       *
*                                                                                  *
*                      Last Consolidation:  03/07/93                               *
*                      Environs. Included:  00 03                                  *
*                              LOGON Name:  Manager                                *
*                                                                                  *
*                 Continue with New Consolidation? <Y> or <N>                      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))))-

If you are  m ainta in ing books in  m ore  than one environm ent (separa te business entities) on the system , th is utility
w ill a llow  you to  obta in  "C onsolidated F inancia l S ta tem ents."  You se lect w hich environm ents to  consolidate , and
then print the  statem ents.
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This w ill not a ffect any data  in  e ither environm ent, and  can be  re-done as m any tim es as desired using any
com bination of active  environm ents.  If you have any questions regard ing the use of environm ents on your
system , contact your Support Team .
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PRINT CHECK BATCH

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *                       
*2. Purchasing                   *                       
*3. Sales                        *                       
*4. Bookkeeping )))))))))))))))))))>),                   
*5. Payroll                      *   *                   
*6. Cust+))))))))))))))))))))))))))))2)))),              
*7. Syst*    BOOKKEEPING                  *              
*8. Mast*                                 *              
*9. LOGO*1. Post Transactions             *              
.)))))))*2. Printout Financial Statements *              
        *3. End of Period Closing         *              
        *4. End of Year Updates           *              
        *5. Accounts Payable              *              
        *6. Accounts Receivable           *              
        *7. GL System Maintenance         R              
        *8. Print Check Batch S)))))))))))))>)),
        *9. Main System Menu              T    *
+))))))))))))))))))))))))))))))))))))))))))))))2)))))))))))))))))))))))))))
))),
*                       BATCH CHECK PRINTING SYSTEM                           *
*                                                                             *
*                                                                             *
*                      PLEASE MAKE SURE NO OTHER USER                         *
*  ATTEMPTS TO USE THE SAME PRINTER DURING THIS CHECK PRINTING ROUTINE !!!!!  *
*                                                                             *
*                                                                             *
*                      Blank Top Voucher Check Format                         *
*                                                                             *
*                     Enter Starting Check Number                             *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))-

This is the option from  the G L m enu that does the actua l check printing from  the batch file  created by the A /P
Authorization sequence.  If there are no checks in  the batch file , the com puter w ill a lert you w ith  a  brie f m essage,
and re turn  you to  the G L m enu.

Type in  the num ber on the first check you in tend to  prin t on in  th is check batch, so the system  can update the
transaction  descriptions in the  G eneral Journa l w ith the righ t check num bers.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter Date for All Checks <ENTER> = Individual Posting Date          *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The date to  be prin ted on the checks can be determ ined here.  You can choose to  g ive ALL the checks in  the
batch a  date  you type in  here, or you can choose to  have each check dated w ith  the date  from  the transaction
that added the check to  the check batch.  You w ill usually develop a "S tandard O perating Procedure" for th is
feature.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*                   BATCH CHECK PRINTING SYSTEM                       *

*                                                                     *
*      Checks will be sequentially numbered starting with nnnn.       *
*     All checks will be dated by individual check posting date.      *

*  General Journal will be updated to show the proper check numbers   *
*      AFTER the check run has been completed and approved !          *

*                                                                     *
*            Continue With Check Printing ?  <YES>                    *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This screen show s you the check num ber (nnnn) that you input on the screens before, and the m ethod (second
line) of da ting  the  checks.  It a lso rem inds the  operator of the  procedures tha t are about to beg in.  A  <YES> m ust
be typed in  com plete ly, a  <Y > w ill not be enough.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*      Insert check with Left perforation at ZERO scale on printer,       *

*                 and print head at top of check form.                    *
*                                                                         *

* Press <ENTER> to print single check   or   <C> for continuous printing  *
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

The next prom pt is the one that asks you to  check the line prin ter for proper sta tus, a lign the checks in  the prin ter
so that the  printing  w ill s tart in the  correct spot, and to press the  <EN TER > key w hen ready.

If you answ er <C > for continuous prin ting, the checks w ill begin  prin ting w ithout operator in tervention.  If you
press <EN TE R > you w ill p rin t just one check, and re turn  to  the prom pt.  U se th is to  a lign your checks before you
turn on the  C ontinuous function, you can also use this fea ture for N on-C ontinuous form  checks.

W hen all o f the checks in  the batch file  have been printed, the com puter w ill prom pt:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))))),
*                         END OF CHECK PRINTING BATCH                              *
*                                                                                  *
* If All checks have printed properly, answer 'NO', and the batch will be erased.  *
*                      Answer 'YES' to run All checks again.                       *
*                                                                                  *
*                      Re-run All Checks ?   <YES> or <NO>                         *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))))-

If you answ er <YES> the program  w ill re-execute from  the start.  If you answ er <N O > the check batch w ill be
erased to  prevent any duplicate  check prin ting and you w ill be re turned to  the G L m enu.

If you have had a prin ter prob lem  during the check prin ting routine (ribbon run out, paper bunched up, e tc.), and
you have decided to re-run  the  batch file, you m ay ind icate a  new  starting  check num ber to a llow  for any checks
that w ere poorly prin ted.

O nce you accept the check prin ting and say that you do N O T w ant to  re-run checks, the com puter w ill take the
check num bers that you used and w rite  them  in to  the transaction descrip tion entries in  the genera l journa l, as
though you had m anually posted them .  
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*                         ATTENTION !                             *

*    Prepare printer for continuation of use by other users!      *
*  Load printer with continuous form paper & set to top of form.  *

*                                                                 *
*                Press <ENTER> when Ready                         *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This is the po in t that you need to  take your checks out o f the prin ter and put your regu lar paper back in .  Load
the paper and set it to  the top o f the page and press <EN TE R > to  re-activate  the prin ter for the o ther users.  You
w ill see: "R e-Initia liz ing  Spooler" com e on the  screen as the  printer is activated  for the  other users.

The screen w ill te ll you that it is  erasing the check batch file , and route  you back to  the G enera l Ledger M enu.
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