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PREFAC E 

The ATA R I ®  ACCOUN TANT™ Genera l  Acco u nt i ng System User's Manu a l  p ro
v i des  easy-to-fo l l ow i n st ruct i o n s  a n d  a com p l ete reference gu i d e. Wheth e r  o r  
not you a re fa mil i a r  w i t h  computers a n d  a u tom ated acco u n ting, th i s  m anu a l  
e n ables  you t o  take fu l l  adva ntage o f  th i s  syste m's capabi l i t i es.  

For the f i rst-t i m e  com puter user ,  th is m anua l  provides a step-by-step gui d e  to 
the ATAR I  Genera l  Account i n g  System. Sect i o n  1 d esc r i bes the programs used 
i n  the system a n d  shows how to unpack  a n d  set up the components. Sect i o n  2 
d e m o n st rates m e t h o d s  fo r e n te r i n g a n d  post i n g  bus i n ess t r a n s a ct i o n s  a n d  
obta i n i ng pr i nted reports, us i n g  d ata from a representat ive sam p l e  compa n y. 
Sect i o n  3 exp l a i ns how to set up a n d  m a i n ta i n  your company books. B y  fo l l ow
i ng these deta i l ed tra i n i ng i nstruct i ons, you rece i ve i m med i ate "ha n d s-on" ex
per ience usi ng  the Gen e ra l  Account i ng  System. 

For the exper ie nced user of computer i zed account i n g  systems, o r  for the user 
who h as com p l eted the tra i n i ng secti ons, Sect i o n  4 of t h i s  m a n u a l  i s  a con
ven ient  Reference Gu ide for add i n g, c h angi ng, a n d  d e l et i ng accounts; post i n g  
recei pts a n d  payments; pr i nt i n g  reports; and  perfo rm i ng system m a i nte n a n ce 
fun ct i o n s. 
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US E FUL 

FEA TURES MAKE 
A UTOMATE D 
ACCOUNTING 
EAS Y 

INTRODUCTION 

The ATARI®  ACCOUNTA N T™ i s  a set of sel f-conta i ned ,  computer i zed account
i ng systems, eac h  designed for spec i f ic  app l i cat ions. The ATA RI  ACCOU N T
ANT consists of the Genera l Acco u nt i n g  System descr ibed i n  th i s  man u a l ,  as 
we l l  as the Accou nts Rec e i vabl e and I n ventory Contro l  Systems d esc r i bed i n  
oth e r  man ua l s .  

A l l busi nesses need t o  record,  sum mar i ze, a n d  com mun i c ate m a n y  f i nan c i al 
facts. To ease t h i s  task, the ATA R I  ACCO U N TA N T  p rovi des t h e  speed and 
accu racy of a com pute r to h e l p you pe rform rout i ne  acco u nt i ng  fu n c t i o n s, 
e n abl i n g you to r u n  yo u r  busi n ess m o re effi c i e n t l y. The ATA R I  ACCO U N TA N T  
i s  des ign ed both for users w h o  h ave l i tt l e  expe r i ence  w i t h  com puter i zed ac
co u n t i ng, and fo r th ose who a re wel l versed i n  i t .  The system red u ces ted i ou s  
data ent ry, m i n i m i zes the potent ia l  fo r e r ro r ,  a n d  s i m p l i f i es hand l i ng accounts. 

Here are some of the features that  make the  ATA R I  ACCO U N TA N T  Ge n eral 
Acco u nt i ng Syste m  so conve n i e n t  to use. 

Flexible Chart of Accounts. You can deve lop  c u sto m i zed acco u n t  n um bers 
for your c h art of General Led ge r accounts to expand you r  acco u nt i n g  system .  

Double Entry Account ing.  The Genera l  Account i ng System automat i cal l y  
records t h e  c red i t  a n d  d ebi t s ides o f  a transact i o n  so t h at yo u r  c o m p a n y's boo ks 
a l ways ba l a nce.  

Streaml ined Data Entry.  By si m p l y  enter i ng d o l l a r  a m ounts to preass igned 
account n u mber prom pts, you red uce the amo u n t  of typ i ng necessary fo r e nte r
i ng t ransact i o n s, wh i c h  speed s the account i ng process. 

A Complete General Ledger. U s i n g  the Gen e ral Led ger, you can record al l of 
the cont ro l l i ng an d subs id i ary accounts t h at const i tute the c h a rt of accounts for 
yo u r  own com pany. 

Accounts Receivable Ledger .  I f  you use an accou n ts rec e i vabl e  system, you 
can reco rd the accounts co nta i n i ng m o n i es owed to yo u r  com pany i n  the  
Accounts Rece ivabl e  Ledger .  

Accounts Payable Ledger .  I f  you use a n  accounts payable system, you can 
record the accounts co ntai n i n g m o n i es owed by your c o m pany i n  the Accoun ts 
Payabl e Ledge r .  

Payroll Register. T h e  Payro l l  Register enables you t o  record t h e  wages a n d  
with h o l d i n g  a mounts for eac h  o f  your employees a n d  is a valuabl e  timesaver i n  
prepa"r i ng govern ment tax returns. 
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HOW TO US E 

TH IS MA NUAL 

2 Introduction 

Cash Receipts Accounting. With the  General  Acco u n t i n g  System, you can 
keep a c h ron o l og i cal  record of cas h  rece ived dai l y. 

I nvoice Regi ster. You can record al l c red i t  sal es and cas h sal es by i n vo ice  
n u m be r .  

Cash Disbu rsements . You rece i ve a record by check  n u m ber of al l payme nts 
mad e. 

Merchandise Purchased . You can use the Merc h and i se Pu rc h ased Jo u rnal  as 
the  bas i s  for a formal  accou nts payab l e  syste m. 

Cash Sales. You can c u stom i ze the Cas h Sal es Jo u rna l , des i g ned for b us i n esses 
that rec o rd al l o r  part of the i r  sal es  o n  cash reg i sters, so that the accou n t  
h ead i ngs matc h the  keys o f  a n y  cas h  reg i ste r .  

General Journal .  W i t h  th i s  versat i l e  jou rn al , y o u  can gai n access t o  any 
acc o u n t  in the  General  Led ger or  any acco u nt i n  the s u b s i d i ary l edgers. 

Queue Processing.  You can set up a ser ies of acco u nt i ng proced u res wh i c h  
the  syste m  pe rforms  o n e  after the other ,  th u s  savi n g  t i me a n d  e l i m i nat i n g  t h e  
need t o  make repet i t i ve e ntr i es .  

Batch Controls .  The system mai ntai ns  a cont i n u o u s  total o f  al l en t r i es t o  val i 
date t h e  acc u racy of you r ent r ies .  

Display of  Key I nformation . I n  ad di t i o n  to  a co m p l ete se t  of p r i n ted reports, 
you can u se the s c ree n d i s p l ay to vi ew spec i f i c accou nts for detai l ed i n forma
t i o n  at any t i me. 

Typing Ahead . Wh e n  you enter t ran sact i o n s ,  the system al l ows you to type 
ah ead . T h i s  feat u re e n ab l es an ope rator to cont i n ue wo r k i n g  wh i l e  the  system i s  
p roces s i n g  p r i o r  i n st ruct i ons .  

Th i s  man ua l  h as a d ual  p u rpose. I t  i s  a trai n i n g too l to  i n st r u ct you h ow to  u se 
the syste m ,  and i t  i s  a refe ren ce g u i d e  that s u m mar i zes spec i f i c  i nformat i o n  fo r 
yo u r  d ay-to-d ay u se. 

Th i s  man ua l  is d i v ided i nto f i ve majo r sect i o n s: 

• Section 1 descr i bes how to set u p  the  components of t h e  AT A R I  General  
Accou nt i ng System.  Th i s  sect i o n  al so exp l ai n s  the  conve n t i o n s  fo r u s i ng  the 
syste m ,  such as  the  formats to use when e nter i ng responses ,  and h ow to 
h an d l e  e rror messages. The sect i o n  conc l udes  wi th  a p re l i m i n ary "hand s-on" 
sess i o n  wh i c h  s h ows you h ow to pe rfo rm a val i dat i o n  seq uence to check the  
c o m p u te r's p rog rams and p roced u res. 

• Section 2 p rovi des  a p ract i ce d ata entry and post i n g  sess i o n ,  u s i ng  d ata from a 
f ic t i t i o u s  sam p l e  company ,  The  Act i o n  Sal es Co .  T h i s  sect i o n  i l l u st rates h ow 
to enter  t ran sact i o n s  i n  var i o u s  jou rnal s and h ow to o btai n p r i nted repo rts . 

• Section 3 i n stru cts you to set u p  y o u r  own company books ,  tak i n g  you step
by-step t h rough  c reat i n g ,  chan g i ng ,  and l i st i n g  ent r ies  i n  the G e n e ral  Ledger. 
Thi s  sect i o n  a l so s hows you how to automat ica l l y  ident i fy freq uent ly  accessed 
acco u nts to red uce the n u m ber  of keystrokes when ente r i n g  transact ions.  



• Section 4, the Referen ce Guide, defi nes and br ief ly  desc r i bes eac h system 
fu nct i o n  for readers who h ave com p l eted stud y i n g  the f i rst th ree sect i o n s. The 
fu nct ions  are arranged in  a l ph a bet i c a l  o rder ,  so that you can  q u i c k l y  l ocate a 
spec i f i c  fu nct ion .  

• The Appendices contai n p r i n to u ts of the  sam p l e  com pany's books  (Th e  Ac
t ion  Sal es Co. )  used in  Sect i o n  2 ,  a s u m mary of the  G e n e ra l  Acco u nt i n g  
System , ex p l anat i o n s  of e r r o r  cond i t i o n s  and recove ry p roced u res ,  and a 
t ro u b l eshoot i ng g u i d e. 
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CONVE NTI ONS 

OF TH E G E NE RAL 
A CCOUNTI NG 
SYST EM 

1 

GETTING STARTED 

The General Acco u nt i n g  System enab l es you  to c reate and mai ntai n accou nts 
an d enter t ran sact i o n s  to a General Ledger and i t s  s u bsid i ary l ed gers . After y o u  
set u p  you r  books o n  the system , you s i m p l y  enter acc o u n t  tran sact i o n s  i nto t h e  
var i o u s  jou r nal s. The Gen eral Acco u nt i n g  System posts th i s  i nfo rmat i o n  to t h e  
app ro p r i ate accou nts and l edgers and p rod u ces u p-to-d ate period repo rts . (See 
Appen d i x  A fo r a comp l ete set of sam p l e  repo rts . )  Bookkeep i n g  that o n ce too k  
days or  weeks n o w  takes m i n utes . 

I n  th i s  f i rst sect i o n ,  you wi l l  become acq uai n ted wi th  the operat i n g  c o n ven t i o n s  
used for the ATA RI  ACCOUNTANT app l i cati o n s .  You  wi l l  l earn h ow t o  set u p  
t h e  comp uter a n d  i t s  compan i o n  devi ces ,  a n d  how t o  hand l e  the d i skettes 
wh i c h  contai n the system i n format i o n  and yo u r  acco u n t i n g  record s .  You wi l l  
a l so  l earn h ow to test yo u r  eq u i p ment to en s u re t h at i t  is fu n ct i o n i ng p roper l y .  

B y  fo l l owi n g  t h e  i n struct i o n s  i n  t h i s  man ual  y o u  wi l l  i m med i atel y real i ze the  
benefi ts of own i ng an automated acco u nt i n g  system . 

The ATARI General Acco u n t i n g  System operates accord i n g  to convent ions  that 
govern the way i t  p rocesses i nformat i o n .  These convent ions  estab l i sh stan d a rd 
ways for you to com m u n i cate with the system . They hel p you l earn both how to 
su p p l y  the system the i nformat ion  i t  expects and how the system wi l l  respo n d . 

For exam p l e, when the system asks you for a d o l l ar amou nt, i t  expects to re
ceive the i nformat i o n  i n  a n  established format.  When you enter transact i o n s  to 
the jou rna ls ,  the system al ways asks you to ver i fy you r  entr ies before proceed
i ng to another fu n ct i o n . The General Acco u n t i n g  System convent ions  are ex
pla i ned bel ow. 

F U NCTIONS A N D  COMMAN DS 

At eac h step i n  u s i n g  the Gen era l  Accou nting System wh ere y o u  m u st d ec i d e  
whic h acc o u n ting operat i o n  t o  perfo r m ,  the  system d i s p l ays  t h e  avai l ab l e  
ch oices on t h e  sc reen . T h e  fo rmat co n s i sts o f  a l ist ,  eac h i tem o f  wh i c h  h as a 
n u m ber fo l l owed by a b r i ef desc r i pt i o n  of the o perat i o n . Fo r c o n s i sten cy,  th i s  
man ua l  u ses the word command to mean the actua l  i tem y o u  type i nto the  
system; us ual l y  th i s  com mand i s  a n u m ber. When you enter the c o m m an d  
n u m ber, t h e  system performs  t h e  associated operation ,  referred t o  i n  t h i s  man
ua I as the  function. 

Fo r exam p l e, the i tem 3 L I ST JOURNA LS con s i sts of com mand 3, which per
fo rms the L I ST JOURNA LS fu nct i o n .  
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1 -2 Getting Started 

PROMPTS AN D RESPON SES 

Wh e n  t h e  system requi res i nformat i o n ,  i t  d i sp l ays  an i n s t ruct i o n  at the  bottom 
of the  v ideo s c reen wh i c h  tel l s  you what k i nd  of i nfo rmat i o n  to ente r .  Th i s  
i n struct i on  i s  cal l ed a prompt. Fo r exam p l e ,  i f  you are e n te r i ng a l i st o f  acco u n t  
n u m bers  a n d  names,  the  syste m may d i sp l ay a p ro m pt l i ke t h i s :  

ENTER ACCT NO 

To respo n d ,  y o u  type t h e  ac c o u n t  n u m be r  and p ress the  IDimJI key. A l l 
respon ses req u i re the u se of theml!JiJI key . 

MOVI N G  T H E  C U RSOR 

The c u rsor i s  a b l i n k i n g  square that i nd i cates the curren t  typ i n g  pos i t ion .  As you 
type, 'th e  c u rsor  advances one c haracter-space to the r i ght. When you press 
the key, the c u rsor moves one p l ace to the l eft and d e l etes any 
c haracter there. 

The c u rsor l eads  you through the steps for ru n n i ng the General Acco u n t i n g  Sys
tem .  If the·system req u i res i nfo rmat i o n ,  it p l aces the c u rsor at the pos i t ion  
for that i n put . The c u rsor remai n s  there u nt i l you enter  the  i nformat ion and 
press ml!JiJI. The IDimJI key m oves the c u rsor down to the next entry pos i t ion  
wh i l e  the key m oves i t  bac kwards or  up t h ro u gh previ ous entr ies  
d isp l ayed o n  the sc ree n .  

HAN DLI N G  E RROR CON DITI O N S  

You may occas i o na l l y  make m i stakes whe n  operat i n g  t h e  Ge n e ra l  Account i ng  
Syste m. I f  you make a m i stake wh i l e  enter i ng i nfo rmat i o n , the  system em its  a 
bee p i ng tone and f las h es a message at t h e  botto m of the  s c reen to i d e nt i fy the 
e rror. For exam p l e, i f  you e nter  a n o n ex i stent  accou n t  n u m be r ,  the  system 
f l as h es: 

ERROR: I NVALID ACCOUNT NUMBER 

To correct the con d i t i o n ,  f i rst press the IDimJI key. The system removes the 
message and d i s p l ays the b l i n k i n g  cursor at the pos i t ion  where the error oc
c u rred. Determ i ne the cause of the error cond i t ion  and correct the entry. (See 
Append i x  C for more i nformat ion  abou t  error cond i t ions. ) 

ENTERI N G  DATES 

You can enter  d ates i n  two way s .  The fi rst method req u i res t h at you enter the  
d ate in  t h e  for m: 

MM/ D D/YY 

where MM i s  the  m o n t h ,  D D  i s  the  day ,  and YY is the  year . Fo r s i n g l e- d i g i t  
n u mbers  you must type a n  i n i t i al ze ro.  (Yo u may ty pe a n y  oth e r  ch aracter i n  



p l ace of t h e  s l ashes ;  for exam p l e ,  s pace s .  T h e  system i nserts the  s l as h e s  i n  t he i r  
proper p l ace.)  

In  the second method ,  the system asks you to s u p p l y  the month , d ay ,  and year 
separate ly.  H e re ,  you type each item and press the mm key (the  system i n 
serts the i n i t i al zeros i f  you d o  n ot type them) ,  as fo l lows: 

MONT H :  06 DAY :  06 Y E A R :  81 

ENTERI N G  DOLLA RS AN D CENTS 

The General  Acco u nt i n g  System automat i cal l y  p l aces a dec i mal  po i nt two d i g i ts 
from the r ight  i n  any d o l l ar amou nt e ntered . You may enter the d ec i mal  po i nt or  
o m i t  i t, at  you r  conve n ience .  For exam p l e ,  to  enter  a $10 amou nt,  s i m p l y  type 
1 000 fo l l owed bymm. The system i n serts the dec i mal  po i nt and advances to 
the next entry .  For even d o l l ar amo u nts ,  you can al so type 1 0., wh i c h  the sys
tem recogn i zes as 10. 00. 

To enter a negat i ve d o l l ar am ou nt ,  type the amo u nt fo l l owed by the m i n u s  s i g n  
(hyphen key) . Fo r exam p l e ,  type 1 000- a n d  press  mm . 

ENTERI N G  DEBIT A N D  CREDIT AMOU NTS 

E n te r  debit  amou nts as pos i t i ve d o l la r  amo u nts , for exam p l e :  

1 ooomm 

E n te r  cred i t  amo u nts as negat i ve d o l l ar amo u nts ,  fo r exam p l e: 

1 000-mm 

These app ly  except when e n te r i n g  amo u n ts i n to t h e  Cas h  Rece i pts Jo u r n al and 
the  I n vo i ce Reg i ster. In  these cases ,  you enter c red i t  amo u nts as pos i t i ve n u m
bers . The  syste m  treats d o l l ar amo u nts entered agai n st Acco u nts Rec e i vab l e  and 
reve n u e  accou nts as  c red i t  amo u n ts. 

VERI FYI NG ENTRI ES 

Before the General Acco u n t i n g  System ad d s  o r  d e l etes i n for m at i o n  t h at you  
type,  i t  req u i res  you to  ver i fy your e n tr ies  by  d i sp l ay i ng th i s  message o n  t h e  
scree n :  

OK? (Y/N)  

Rev i ew what you have ente red; i f  i t  i s  correct, type Y fo l l owed byiiW!Jiil. 
I f  the e ntry i s  i ncorrect, type N mm; the system retu rns  you to that e n try for 
correct i o n .  

I NTERR U PTI N G  A SYSTEM F U NCTION 

Interrupt  command s are  espec i al l y  h e l pfu l whe n  you wan t  to  sto p  al l p rocessing 
to exam i ne an i te m ,  or when you want  to stop process i n g  a l e n gthy  report. 

Getting Started 1 -3 



THE DI S KE TTE S 

1 -4 Getting Started 

You can i n terrupt the system wh i l e  i t  i s  perform i ng a p r i nt  or d i sp l ay funct i o n  by 
·us i n g  one of the fo l lowi n g  i nterrupt com mands: 

Interrupt 
Command 

s 

G 

Q 

F 

Function 
STOP 

GO 

QUIT 

FLUSH 

Description 
S(TOP) tel l s  the system to halt whatever it  i s  
d o i ng unt i l you i n struct i t  to co nt i nue. T o  i ssue 
the STO P comm an d ,  p ress the S key. Do n ot 
p ress liJiD . 

G(O) tel l s  the system to resume the funct i o n  
i nterrupted by the STO P command .  To i ssue t h e  
GO com m a n d ,  press t h e  G key. 

Q( U IT) tel l s  the system to stop current p rocess
i n g and go to the n ext speci f ied com mand.  If 
you have l i ned up a ser i es of com m ands  (for 
exampl e, to p r i nt a seri es of journal s) , typ i ng  Q 
enab l es the system to move on to the next 
command without comp l et i n g  the p resen t  one. 

F (LUSH)  tel I s  the system to stop p roces s i n g  the 
current com m an d  and to erase or  c lear any 
other co mmand s l i n ed up for p rocessing. To 
i s sue the FL USH com m and ,  p ress the F key. 

The General Account i n g  System uses two k i nds  of di s kettes: 

• P rog ram D i s kettes 

• Data D i skettes 

PROG RAM D I SKETTES 

Th e two p rog ram d i skettes (Data E ntry and Post i ng) co ntai n a l l the computer 
i n struct i o n s  fo r the General Account i n g  System. 

T h e  Datd En try Program Dis kette enab l es you to perform th ree k i n d s  of account
i ng fun ct i o n s. Fi rst,  it l ets you enter tran sact i o n s  i n to the var i ous jour n al s. 
Seco n d ,  it enab l es you to create or  modify a set of accounts. Th i rd ,  it mai ntai n s  
t h e  d i s kettes conta ini ng  your account i n g  d ata. 

The Pos ting Program Dis kette performs  the account i n g  funct i o n s  requi red after 
jour nal  entr ies have been made: p r i n t i n g  cop i es of al l jo u rna l s ,  pri n t i n g  l ed gers,  
prepar i n g  tr ial  ba lances and f i nan c i al statements, and perform i ng a l l req uired 
cl os i ng ent r ies. 

DAT A D I SKETTES 

Data d i skettes are used for stor i n g  al l entries and for p roduci ng  al l reports. Fo r 
exam p l e, the d i skette l abel ed "T he Act i o n  Sal es Co." contai n s  a co m p l ete set of 
books for a smal l bus i ness.  



HAN DLI NG T H E  D I SKETTES 

A d i skette is  a smal l magnet i c  record i ng d i sk o n  wh i ch you store i nfo r m at i o n ,  as 
sound i mpul ses are stored o n  magnet ic  tapes o r  phonograph reco rds. The d i s k
ette com es i n  a rem ovab l e  protect i ve en vel ope which  covers the exposed 
record i ng surface. After each use, al ways i nsert the d i s kette i nto i ts envelo pe. 

N ote the s i d e  of the d i s kette on wh i ch the l abel i s  p l aced. When you i n sert a 
d i s kette i nto the d i s k d r i ve, al ways i n sert i t  with the l abel faci n g  up (F i gure 1-1 ) .  

Figure 1 - 1 Inserting Diskette Into Dual Disk Drive 

To read a n d  "w r i te" (reco rd )  i n format i o n ,  the ATARI 815™ Dua l  D i s k  D r i ve 
p resses a magnet ic  head agai n st the s u rface of the d i s kette. To prevent d i s kettes 
fro m gett i n g  d i rty or scratched ,  you must store and h a n d l e  them carefu l l y ,  as 
exp l ai ned bel ow. Damaged d i skettes wi l l  cau se you to l ose d ata. 

When d i skettes are n ot bei ng  used , p rotect them as fo l l ows: 

1. Never l eave d i skettes l y i n g  a round when n ot i n  u se. A l ways store them i n  
the i r enve lopes i n  a safe p l ace. 

2. Keep d i skettes away from mag n ets and fro m magnet i zed art i c l es l i ke tape 
recorders a n d  meta l paper cl i ps. You coul d  erase i m portant  i n fo r m at i o n .  

3. N ever fo l d  or stap le  a d i s kette. U se the fel t-t i p pen i n cl uded with  t h i s  
system to wr i te on  t h e  l abel , rather t h a n  a bal l po i nt pen. I n  genera l , avo i d  
caus i ng phys i ca l  stress t o  the d i s kette. 

4. Keep l i q u id s  away fro m d i s kettes. 

5 .  To protect y o u rse lf  agai nst  a c c i d ental l y  record i n g  over o r  eras i n g  i n fo r m a
t i o n  from a d i s kette, you can "wr i te-p rotect" i t. To w r i te-p rotect a d i skette, 
cover the n otch i n  the d i s kette jacket wi th  one of the  ad h es i ve tabs i n c l uded 
with  th i s  system or as supp l i ed with each box of new d i s kettes. T h e  tab 
p revents the system from w r i t i ng  a n yth i ng on the d i s kettes. ( I n add i tio n ,  you 
can a l so set the WRI T PROT switc h on the ATARI 815 to p revent the system 
from wr i t i n g  o n  the d i s kette. You may wi sh  to con s u l t your AT ARI 8 1 5 '" 
Dual Disk Drive Operator's Manual for i n struct ions. ) 

To record on a d i skette, be sure to remove any wr i te-protect tab and to turn the 
WRIT PROT switch off. 
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The ATA R I  ACCO UNTA N T  General Acco u nt i ng  System c o n s i sts of mac h i ne 
compon e n ts that make u p  the  system (hardware) and p rog ram d i skettes that 
a l l ow for operat i o n  of the system (software). Operato r's man u a l s  perti nent  to 
operat i o n  and care of the h ardware are i n c l uded i n  eac h package.  

The fo l l owi n g  desc r i pt i o n s  s h ow you how to pos i t ion  the system hardware with
in you r  workspace and how to connect the components .  The desc r i pt ions  also 
expl ai n how to turn on the system and l oad you r fi rst d i skette. 

HARDWARE SYSTEM REQ U I REMENTS 

Your General  Account i n g  System req u i res f ive hardware components: 

• ATA R I  800™ Pe rsonal  Comp uter System. You mu st have 48K RAM (Ran dom 
Access Memo ry) to operate the General  Acco u nt i ng  System. For i n stru ct i o n s  
o n  i n se rt i n g  add i t i ona l  R A M  Memo ry Mod u l es™ i nto the  ATA R I  800 com
puter ,  refer to "I n stal l i n g  Memory Mod u l es and the BASI C Cartr idge" l ater i n  
th i s  secti o n .  

• ATA RI  850™ I nterface Mod u l e  

• ATA R I  815™ Dual Di s k  Dr i ve 

• ATA R I  825™ 80-Col umn Pr i nter 

• A mon itor  o r  a standard te l ev i s i o n  set, e i the r  c o l o r  o r  b l ac k  an d wh i te .  I f  you 
u se a stand ard set,  you wi l l  then  use the  ATA RI  TV Swi tc h Box (Part N o .  
CAOl 474 6) i n c l uded w i t h  t h e  comp uter conso l e .  I n st ruct i o n s  with t h e  swi tc h 
box s h ow you how to con nect it to the  VH F ante n na of y o u r  te l evi s i o n  set. 

I f  you use a mon itor,  se l ect one of the fo l l owi n g  cab les  for proper con nect ion  
to  the computer conso l e: 

Mode l  No . C X82 fo r b l ac k-and-wh i te mo n i to r  
Mode l  No . CX89 fo r c o l o r  mon i tor  

• (Optional Equipment.) A f i ve- o r  s i x-po rt, med i um d uty powe r o u t l et str i p  
rated at 5 00 watts to organ i ze the power p l ugs from you r system compo nents .  

Carefu l l y u npac k t h e  carto ns  contai n i n g t h e  system h ardware . Save al l o r i g i nal  
pac k i ng  mate r i al s  fo r re use  i n  the eve nt that you wish to s h i p  yo u r  eq u i pment  or 
store i t  away fo r p ro l onged per i o d s .  You may f i nd  i t  conve n i ent  to p u t  yo u r  
hardware operat i n g  man ual s i n  a th ree-r i ng b i nder .  I f  y o u  h ave mad e a n  i n i t ia l  
p u rchase of yo u r  ATA R I  eq u i pment ,  you may f i nd  i t  h e l pfu l to  u n pack  yo u r  
compo nents  i n  t h e  o rder  i n  wh i c h  y o u  wi l l  con n ect them. 

Before you set up,  be s u re to reserve enough area for al l system components i n  
y o u r  work space . You wi l l  n eed a stu rdy cab i net o r  tab l e .  

Pos i t i o n  yo u r  comp uter conso le ,  d i s k  d r i ve ,  p r i nter ,  an d i nte rface modu l e  
with i n  you r  wo rk area so that they are sec u re a n d  not stacked upon  eac h other .  
You s h o u l d  be ab l e  to  see  the te l ev i s i o n  screen as  you ope rate the computer 
keyboard. Check to see that there i s  an e l ectr i cal  powe r  o u t l et near yo u r  wo rk 
area. I f  you  do not have a power str i p ,  you wi l l  need e n o u g h  wal l  o u t l et capac
i ty to accommod ate yo u r  system and an opt i o n al readi ng  l i gh t .  



To con nect yo ur system hard ware (see F ig urel -2) , you  wi l l  h ave : 

• Two 1/0 Data Cords (ro u n d  cord wi th  i d e n t i ca l  p l ugs o n  t h e  e n d s) i nc l u d ed 
with  the ATA R I  815 Dual Di s k  Dri ve an d t h e  ATA R I  850 I nterface M od u l e  

• Two Power Ad apters 

• One Pri nter Cab l e  (i n c l uded wi th  the  ATA R I  825 Pri n ter) 

Figure 1-2 Cable Connections 

I�,,.. I 

1.  Arrange yo u r  system hardware so  t h at the  i nterface m od u l e  i s  cen tral  to a l l 
con n ect i o n s. P l ace the  d i s k  d r i ve wi th i n  th i s  conf igu rat i o n  so that i t  i s  at 
l east 12 i n ches  away from yo u r  te lev i s i o n  set, and pos i t i o n  the  pr i nter  at 
l east two feet away . 

2.  Ve r i fy that al l swi tches of the hard ware comp o n ents  and the  powe r  str i p are 
OFF. 

3. Co n n ect the TV switch box to the VH F ante n n a of the  te l ev i s i o n  set. Set the  
s w i tch  pos i t i o n  to  GAM E  (o r COM P UT E R) .  P l u g  the te l ev i s i o n  se t  i n to the  
power  str i p  o r  wa l l  out l et. 

4. Con nect the TV swi tc h box cab l e  attac hed to the bac k of the computer  
conso l e  to the  TV swi tc h box. 

5. Con nect a power adapte r to the  comp uter  c o n so l e. I n sert  the  fema l e  p l u g  
i n to t h e  POWE R I N jac k o f  t h e  c o n so l e .  P l u g  t h e  other  e n d  o f  t h e  powe r 
adapte r i nto a wal l out l et o r  power str i p. 

6. Co n nect a powe r  ad apte r to the i n te rface mod u l e .  I n se rt t h e  powe r  cord 
i nto the fro nt  of the i nterface m od u l e  at t h e  POWE R IN jack and t h e n  pl ug 
the powe r adapte r i n to the  wal l o u t l et o r  powe r  st r i p. 
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7. Con nect the co mputer con so l e  to the i nterface mod u l e. Pl ug o n e  end of the 
1/0 d ata cord i nto the 1/0 CON N ECTOR port o n  the fro nt  of the i nterface 
modul e. P l ug the other end i nto the PER I PHERA L port of the com puter 
co n s o l e. 

8. Con nect the d i s k  dr ive un i t  to the i n terface modul e. Pl ug o n e  end of the 1/0 
d ata cord i nto the 1/0 CON N ECTOR port o n  the fro nt of the i n terface 
module. P lug the other end into the 1/0 CON N ECTOR port o n  the back of 
the d i sk d r i ve.  P lug the d i s k  d r i ve power co rd i nto a wa l l  out l et or power 
str i p. 

9 .  Connect t h e  pri nter t o  the i nterface modul e. Pl ug o n e  en d o f  the p r i nter 
ca b l e  i nto the PA RA L LEL (8 B IT) PR I N TER I N TERFACE port of the i nterface 
module. P lug the other end i nto the pr i nter port. DO NOT force the cab l e  
con n ecto r  i nto t h e  pr i nter  receptacle or  you wi l l  bend t h e  con n ect i n g  p i n s .  
P lug t h e  power cord o n  t h e  pr i nter i nto a wa l l  out let or  power str i p. 

SOFTWARE SYSTEM REQ U I REMENTS 

A l l the m ateri a l s  you need to operate the Genera l Acco u nt i ng  System are i n
cl uded i n  the software package, wh i ch i s  conta i ned i n  a n  easel - back, th ree-r i ng  
bind er. Ver i fy that  the b i nder conta i n s the fo l l owi ng mater i a l s .  

Software 
Two Genera l Account i ng  System 
Data En try Program Di s kettes, Master a n d  Backup 

Two Genera l Accoun t i ng  System 
Post i n g  Program Di s kettes, Master a n d  Backup 

A Sam p l e  Master Data Dis kette conta i n i n g  
the books o f  "The Act i o n  Sa l es Co . "  

A Sam p l e  T ra i n i ng Data Di skette 

A b l a n k  d i s kette for creat i ng your 
i n i t i a l  set of books 

Part No. 
CX8203 

CX8204 

CX8205 

CX8206 

CX8202 

Note: You wil l need a n  adeq uate supp l y  of b l a n k  d i s kettes. On l y  h i gh-q u a l i ty ,  
cert i f ied doub l e-den s i ty d i s kettes for soft-sectored formatt i n g  s h o u l d  b e  used 
with  the ATARI 815 Dua l Di sk  Dr i ve. Use ATA RI  b l a n k  d i s kettes (Model  N o .  
CX8202) o r  a s u i ta b l e  subst i tute. 

In a d d i t i o n  to the system software, the b i n der co nta i ns: 

• A Wa r r a n ty/Reg i s t r at i o n  C a r d  (Note :  C o m p l ete t h i s  fo r m  a n d  m a i l i t  
i m medi ate ly . )  

• Th e General Accounting System User's Manual 

• O n e  Business Manager's Companion Guide for the ATARI ACCOUNTANT 

• A Referen ce Card 

• Twel ve month l y  d i s kette l a be l s  and wri te- protect tabs 

• A fel t-t i p  pen 



I N STALLI N G  MEMORY MODU LES AN D T H E  BASI C  CARTRI DG E  

To operate the ATA R I  ACCOU N T A N T  Genera l Accoun t i n g  System you m ust 
i nsta l l 16K RAM mod ules a n d  the BASIC Lang uage cart r i d ge. U se the fo l l owi ng 
proced ure: 

1. To i nsert a ca rtr i d ge, pul l the l ever m a r ked PULL  OPEN l ocated o n  the  
co m puter conso l e  i m med i atel y a bove the keyboard.  T h e  co m p a rtment  
cover sp r i ngs open. 

2. H o l d  the BASIC Language ca rt r i d ge with  the l a bel  towa rd you so that  you 
ca n read i t. Push the ca rtr i d ge f i rm l y ,  stra i g h t  d own , into the  s l ot l a be l ed 
LEFT CARTR IDGE .  After it snaps gen t l y  into p l ace, be sure it i s  seated 
f i r m l y .  

3. To expa n d  the memory capacity of your co mputer system to 48K, you  m ust 
have th ree 16K RAM modul es in the memory ba n k. Rem ove the co mpa rt
ment cover by rotat i n g  the two b l ack cl a mps outward as fa r as they wi l l  go. 
Lift the fro n t  ed ge of the cover gent l y  and s lid e  the ent i re h i nged door a n d  
r i b bed top cover towa rd you. 

4. Inside the memory ba n k ,  you wi l l  see four m od u l e  sockets. One is a l ready 
occupied with the Operat i ng System 1 OK ROM, wh i ch m ust rema i n  in the 
fro nt socket . Th ree 16K RAM modul es must be i nserted in  the other th ree 
sockets . When i n serti n g  mod u l es, press fir m l y  on both s i d es a n d  push 
straight down . 

5 .  To reassem b l e  the computer co n so l e, s l ip the  back o f  the  cover into p l ace 
f i rst . The two met a l  ta bs on the unders ide  of the cover fit i nto two s l ots at the  
back ed ge of  the conso l e. Seat the  front  ed ge of the cover and  repl ace the  
b l ack p l ast i c  cl a mps by  rotat i ng t h em forward . C l ose the co mpart ment 
cover. 

TURN I NG ON TH E SYSTEM 

If you are usi ng a power strip , m a ke sure the power is tur ned o n .  ( If you a re n ot 
using a power strip wi t h  a separate O N/OFF switch , you wi l l  have to tu rn power 
on to each co mponen t . )  When you are ready to operate the system ,  turn the  
swi tches o n  in  the fo l l owi ng o rder :  

1.  Tel evi sion set or m o n ito r ( I f  you  are u sing a te l evision set , t u n e  to C h a n ne l  2 
or C h a n nel 3, w h ich ever is wea ker in your area . Set the  2-CHANNEL- 3 
switch on the sid e of the co m p u ter co nso l e  to the sa me nu m ber . )  

2. Dua l disk d r i ve (After turn i n g  o n  the power to t h i s  u n i t ,  i nsert the d iskettes 
as descr i bed i n  "C heck i n g  Out the System , "  below. ) 

3. Printer 

4 .  Interface module 

5.  Computer co nso l e  
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When you turn on al l  the com po nents i n  the o rder d es c r i bed above, the fo l l ow
i ng d i splay appea rs on your v i d eo scree n :  

Note: For deta i led i nstruct i o n s  regard i n g  these components, consult t h e  respec
t ive operator's m a n uals. If you h ave trouble w i th the system , refer to Appen d i x  
D ,  Troubleshoot i n g .  

TU RN I NG OFF T H E  SYSTEM 

To turn off the system , turn the power swi tch of each system com ponent to OFF 
i n  the follow i ng o rd er: 

1. P r i n ter 

2 .  I n terface module 

3 .  Dual d i s k  d r i ve (Caution: Di s kettes must be removed f i rst . )  

4. Co m puter c o n s o l e  

5 .  Tel ev i s i o n set o r  m o n i to r  

I f  you are us i ng a power str i p  t o  contro l the  e l ectr i c i ty ,  b e  certain that a l l  
d i s kettes a re rem oved fro m the  d i s k d r i ve un i t  before t u r n i n g the power st r i p  o n  
o r  off. 

CHECKI N G  OUT THE SYSTEM 

Each  t i me you begin the d ay's act i v i ty, e n s u re that a l l  components a re prope r l y  
c o n n ected . Fo l l ow the p roced u re show n i n  t h e  su bsect i o n  "Tur n i ng  On the 
Syste m . "  Load the Genera l Accoun t i n g  System as follows .  

Note: Make s u re that the d u a l  d is k  d r i ve u n i t  i s  t u rned on  before you i nsert your 
d i s kettes . 

Insert the Post i n g  Program Diskette i nto Drive 1 and  the Master Data Dis kette 
into Dr i ve 2. T u rn the com puter conso le  POWE R switch off, then bac k  on. Thi s 



UNDERSTANDING 
THE KEYBOARD 

act i o n  act i vates the  d u a l  d i s k  d r i ve's load i ng proced ure a n d  b r i ngs  up t h e  G e n 
e r a l  Account i n g  System s c reen d i spla y .  As a n  i nt rod u ct i o n  to t h e  syste m ,  run 
th rough the p rocedure as outl i n ed i n  the ta ble be l ow. 

Screen Display 

GENERAL ACCO U N TI N G  
SYSTEM 

GIA-START-U P A N D  DISK 

GIA-CHANGE PRI NTER 
STATUS 

GENERAL ACCO U N TI N G 
SYSTEM 

GIA-POSTI N G/PE RIOD 
PROCESS 

CAUTION 

Command or 
Procedure 

Select START-U P 
COMMANDS .  

Select COMPAN Y  CODE 
Fu nctio n .  

Type 6-character code . 

Select PRI NTE R STATUS 
Fu nction .  

Select the  PRI NTER ST  A TUS 
com mand . 

Select ON-L I N E  opt ion . 

Return to G E N E RAL 
ACCO U N TI N G  SYSTEM 
screen d isplay . 

Se lect POSTI NG AND PE RIOD 
PROCESSI N G .  

Enter BALANCE S H E ET i nto 
process ing  q ueue. 

Run queue. 

Ver ify the pri nter  is ON . 

You Type 

1 +;ii"hH' 

31 +n;11nn1 

ACTION i;l#iil;i�i 

33 1;1;111;0• 

1 1;1;111;0• 
1 mmml 

.. 
.. 

4 'di"hH' 

73 •;11111:1�· 
1 mmml 

The system pr i nts a bala n ce s heet from the Act ion  S a l es Co. 

The key board of your AT A R I  800 Pe rso n a l  C o m p u te r  system is a r ra n ged m u c h  
t h e  same a s  a typew r i te r  key boa rd.  

111111111111111111B1111111111 
111111111111aa11am1111a• 
a 1111aa1111111aa11iiw11 

aa1111a111111111111• 

Figure 7-3 AT ARI 800 Keyboard 
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1 - 1 2  Getting Started 

Some keys  serve a fun ct i o n  speci f ic  to the Genera l Account i n g  System. Al so fo r 
your operat i n g  con venience, some keys h ave been d i sa b l ed .  Study the 
keyboard for a moment. Fam i l i a rize yourself  with the pos i t i o n s  of the keys 
d i scussed in the fo l l owi ng paragraphs. 

mu Use the mu key to type punctuat i o n  and speci a l  symbo l s  that are 
shown o n  the upper portio n s  of the key caps. A l l  other text entered i nto the 
General Accounting System appears in uppercase automat ica l ly .  

r:r:mnm1 Th i s  key i s  used to enter your d ata or to start a system function. The 
system does not accept what you type unti l you press the li1ii!ml key. 

DELETE BACK S The key contro l s  two correcting  funct i o n s .  Fi rst, i t  
operates as  a backspace key for correcting a group of characters you are cur
rent ly  typ i ng. When you press , the square cursor (wh i ch marks 
your present typing pos i t ion )  backs up one character posit ion  and deletes the 
ch aracter occupy i ng i t; to correct the character, s i m p l y  type the new one.  
Seco n d ,  the key moves the cursor back to the previ ous entry on 
the v ideo screen. After you move to the l i ne requi ring a change, you can type 
the cha n ge and  press the l'i1ii!ml key to conti nue. 

D U se this key to "escape" or leave the current d i s p l ay and to return to a 
previ ous d i s p l a y .  I f  you press D repeated l y ,  you eventua l l y return to the 
GEN ERAL ACCOU NTI N G  SYSTEM screen , wh ich is the fi rst screen presented 
by both the Data Entry and  Post i ng  Di skettes. You a l so ca n use the D key to 
conclude such d ata entry function s  as enter i n g  a co l l ect ion  of i nvo ices , checks, 
payroll tra n s act i o n s ,  and so o n .  

The fo l l owi ng keys a re part i a l l y  d i sco n n ected : 

m!1il The C LEAR funct ion  i s  d i scon nected . However, you can type the less
than ch aracter (<) by pressing the key. 

Em The IN SERT funct ion  i s  d i scon n ected. However, you can type the 
greater-th a n  character (>) by press i n g  the key . 

The fo l l owi ng keys  a re comp l etel y  disco n n ected and  ca n not be used wh i l e you 
a re run ning the Gen era l Account i ng System : 







2 

OPERATING WITH THE SAMPLE 

COMPANY 

O rd i n a ry bus i ness  accoun t i n g  requi res you to enter a n d  tra n sfer a l ot of i nfo r
mat i o n  each month. Day-to-d ay act i v i t i es co n s i st of l ogg i n g  tra nsact i o n s ,  up
dat i n g  a n d  ba l an c i ng  the books ,  and p repa r i n g  end-of- per i od f i n a n c i a l  repo rts . 

I n  t h i s  sect i o n ,  you wi l l  l earn  how to make the Genera l Accoun t i n g  System do 
most of that work  for you. Us i n g  the books of a demonstrat ion  compa ny (The 
Act i o n  Sa l es Co . ) ,  you wi l l  enter tra nsact i o n s  i nto jour n a l s, post ent r ies to 
accounts, and  prepare f i n a n c i a l  reports . 

Fo r the p ract i ce sess i o n ,  you wi l l  n ot be us i ng a l l  of the com m a n d s  l i sted . Fo r 
i nfo rmat i o n  about the co m ma n d s  n ot d i scussed , consu l t  the Reference Guide .  

Each t i me you go through thi s secti o n ,  you must c reate a new Tra i n i ng Data 
Di s kette. To do thi s ,  you w i l l  "copy" The Act i o n  S a l es Co . books  o n to the 
Train i n g  Data Di s kette fro m the Master Data Di s kette o n  whi c h  they a re stored . 

To beg i n ,  turn o n  the system as d esc r i bed i n  Sect ion 1. Insert the Data Entry 
Diskette i nto Dr i ve 1 and the Master Data Dis kette i nto Dri ve 2.  Turn power to 
the A TA R I  800 c o m p uter  OFF a n d  then ON to d i s p l a y  t he G E N E R A L  
ACCOU N TI N G  SYSTEM sc reen . To copy the Master Data Di skette onto the 
Tra i n i ng Data Di s kette , fo l l ow the steps shown in the tab l e  bel ow.  

Screen Display Command or Procedure You Type 

GENERAL ACCOU NTING Select START- U P  COMMAN DS .  1 i;f;ii@i 
SYSTEM 

GIA-START- U P  AND DISK Select DU PLICATE GIA- 41 i;i#i'@i 

GIA-DU PLICATE DISK 

DATA DISK. 

Remove DATA EN TRY program 
d i skette from DRIVE 1. 

Insta l l  Tra i n i ng Data Diskette 
(CX8206) i nto DRIVE 1.  

Enter CONTI N U E. 

When dupl ication is fin i shed, 
remove the Tra i n i ng Data 
Diskette from DRIVE 1. 

Insert the DATA ENTRY program 
d i skette i nto DRIVE 1. 

Press Im . 

CONTI NUE  i;filiJ;Oi 
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DATA ENTRY 

FUNCTIONS 

Screen Display 

GENERAL ACCO U N TI N G  
SYSTEM 

Command or Procedure 

Remove Master Data D i skette 
from DRIVE 2. (Store th i s  d i skette 
i n  the General Account ing 
System bi nder or i n  a safe p lace . )  

I n sert the Trai n i ng Data 
D iskette i nto DRIVE 2. 

You Type 

Caution : Before wr i t i n g  to the Trai n i ng Data D i s kette, be s u re to remove any 
wr i te-protect tab from the d i skette and tu rn  the WRIT PROT switc h off .  

Th i s  sect i o n  exp la i n s  h ow to e n ter acco u n t i n g  tran sact i o n s  i nto va r i o u s  jou rnal s 
and l ed gers .  Pl ease fo l l ow the i n st ruct i o n s  carefu l l y ,  n ot i n g  t h e  appearance of 
each v ideo d i s p l ay. 

SELECTI NG A DATA ENTRY COMMA N D  

After the system f i n i shes  l oad i ng the program i n struct ions  and tab les, i t  d i spl ays 
the fo l lowi n g :  

Viewing the G E N E RAL ACCOUNTI NG SYSTEM Screen Display 

At the  top of the v ideo scree n ,  not i ce the h ead i n g of the  d i s p l ay ,  parti c u l ar l y  the 
h i gh l i ghted (d ark-on- l i ght) G E N E RAL ACCO U N T ING SYST E M  t i t l e  l i n e .  The 
t i t le  l i ne of each sc reen d i s p l ay i nd i cates the k i nd  of fu n ct i o n s  you are pe rform
ing. N ot i ce also: 

• The COMPANY CODE u n i q u e l y  i d e nt i f ies  y o u r  compan y's boo k s .  S i x  X's 
i n d i cate that you have n ot yet entered a des ignated cod e .  

• T h e  START-UP A N D  D ISK COMMAN DS fu nct ion defi nes you r  company code 
and "as-of d ate, "  prepares the pr i nter for operat ion ,  and performs rout i n e  
d i skette operat i o n s .  

• T h e  CHANG E PROG RAM DIS K f u n c t i o n  e n ables you t o  c h an ge e i ther from 
the Data E ntry D i s kette to the Post i n g  D i s kette or vice versa. 
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• The DATA ENTRY functi o n  perm i ts e ntr ies to the Genera l Ledger a n d  a l l  jour
nals and subs i d i ary ledgers. 

• The ACCOUNT MAI NTENANCE f u n c t i o n  c reates acco u nts ,  ed i ts acco u nts  by 
changi ng or d e l et i n g  t h em, and d i sp lays acco u nts .  

Entering a Command N umber 

To se l ect a n y  fu n ctio n ,  s i mp l y  ty pe the  correspo n d i ng command n u mber a n d  
p ress mm . 
Wh e n  you start operat i ng the  G e n e ral  Acco u nt i ng  System or c h an ge the  d ata 
d i s kette , you s h o u l d  al ways e nter the STA RT-U P A N D  DISK C O M MA N DS fu n c
t i o n  f i rst .  You must i d e nt i fy the data d i s kette you are u s i ng  befo re y o u  c a n  make 
any jo u rnal  ent r ies . 

Se lect  the STA RT- U P  A N D  DI SK COMMA N DS fu n ct i o n  by ty p i n g: 

1 mm 

PERFORM I N G  START-UP FUN CT I O N S  

After y o u  se l ect t h e  STA RT- U P  A N D D I SK COM MA N DS fu n ctio n ,  t h e  system 
d i s p l ay s :  

T H E  ATARI ACCOUNTANT 
G/Q- START-UP AMI> DISK 

START-UP COHHANDS: 

u COMPANY CODE >O<HKKK 
32 AS OF l>QT E HH/01>/VY 
33 PR INTER ST ATUS: OFF 

34 Ql>JUST PRINTE R  

35 SET SC R E E N  COLOR 

36 II> L INE: 

THE ATARI "CCOUNTANT 

D ISK COHH,,.Nl>s: 

41 DUPLICATE G/" DATA D ISK 

42 CHECK l>ISK SPACE 
43 REALLOCATE l>ISK SP,,.CE 

44 R ENAHE DATA DISK 

ENTER COMMAND NUHB E R  OR ESC: 

Viewing the GIA-START-UP A N D  D I SK Screen Display 

T h e  screen d i s p lays two l i sts of command s .  You wi l l  u se  o n l y  th ree of the 
STA RT- U P  command s  d u r i ng t h i s  p ract i ce sess i o n .  

Entering the Company Code 

B efore the  system accepts any commands  to operate on the  conte n ts of th e 
T rai n i ng Data Di s kette , i t  req u i res  you to i d e n t i fy th e d i s kette by e nte r i n g  a 
compan y  code. For p ract i ce ,  you are add i ng i n formation to the books of The 
Act ion  Sa l es Co. ,  and so mu st e nter i ts company code as fo l l ows . 
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Fi rst, sel ect the  COMPA N Y  CODE fu nct i o n  by enter i ng i ts command n umber: 

3 1 litil!lil3 
Next,  enter the company code, by ty p i ng :  

A CTI 0 N 1itil!li13 

Entering the As-Of Date 

To ca use p r i n ted repo rts to d i sp l ay a report date, you must enter a n  as-of d ate. 
Select the AS-OF DATE function by typing: 

3 2 l;lfiiii;f�• 
E n ter the l ast d ay of the samp l e  month as the as-of d ate. Type: 

02/28/81 i;iiiil@i 

Defining Printer Status 

The PR I N TER STA T U S  l i ne cu rren t l y  reads OFF. Set it to ON by typ i ng:  

3 3 1;1+111;n• 
The system n ow d i sp l ays: 

To change the PR INTER STATUS, enter 1 li'lil!lil3 . When you enter that com
m a n d  n u m ber, the system add i t iona l l y d i sp l ays: 

1 . .  ON-L INE 
2 . .  OFF-L I N E  
ENTER PRINT E R  STATU S OR Im 

Sel ect the ON status by aga i n  enter i ng :  

Ver i fy you r ent ry by n ot i ng that the P R I N TE R  STATUS i s  now ON . Press Im to 
ret u r n  to the GIA-STA RT- U P  A N D D I SK sc ree n .  The screen sh ou l d  l ook l i ke 
th i s :  
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T H E  ATARI ACC O U N T A N T  

Ii/A- S T ART-UP AND DIS K  

START-UP COHHANDS : 

31 COHPANY CODE ACTION 

32 AS OF OATE 02/28 /81 
33 PRINTER ST ATU S :  O N  

3' ADJUST PRINTER 

35 SET S C R E E N  COLOR 
36 l'..0 L I N E ! 

T HE ATARI A C C OU NTANT 

0 XS K COMMAND'$ : 

41 DUPLICATE Ii / A  DATA D I S K  

42 CHECK DISK SPACE 
43 REALLOCATE DISK SPACE 

44 R ENAME DAT A DISK 

E NTER C OHHAND NUHBER O R  Esc : 

N ow retu rn  to the GEN E RA L  ACCO U N T I N G  SYSTEM sc reen by p ress i n g Im 
once mo re. 

SELECT I N G  T H E  DATA E N T RY F U NCT I O N  

A t  the  G E N E RA L  ACCO U N T I N G  SYST E M  screen , sel ect t h e  DATA E N T RY fu n c
t i o n  by ty p i ng the fo l l owi ng: 

3 mP 

The system now d i s p l ays: 

Viewing the G/A-DAT A E NTRY Screen Display 

The sc reen l i sts two Q ueue comman ds  and seven Data E ntry comman d s .  It a l s o  
d i s p l ays a command q u eue l i n e  an d t h e  prompt l i ne fo r comma n d  ent ry. 

Queue Commands .  A q ueue i s  a l i neu p ;  i n  th i s  case, a l i neup of Data E n try 
commands. Th ere are two Queue command s :  R U N  Q U E U E  i n st ructs the system 
to exec u te i n  s uccess i o n  eac h q u eued comman d ;  E RASE Q U E U E  i n structs the 
system to c l ear t h e  q ueue.  
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Data Entry Commands. To p rocess a Data E ntry command , you mu st f irst put 
i t  i n  the  Command Q u eu e. 

Command Queue. Th e COMMAND Q U E U E :  l i ne d i s p l ays  al l of the com
mand s  i n  t h e  q ue u e. Wh en no commands are l i sted , the  Command Queue i s  
E M PTY . 

Queuing Data Entry Commands 

Pl ac i ng several  commands i nto the q u e u e  saves you con s i d erab l e  p rocess i n g 
t i me,  becau se you can proceed d i rect l y  from one fu nct ion to the next without 
retu rn i ng to the  GIA- DATA ENTRY screen each t i me to e n ter  a new command. 

To queue the fi rst com m an d ,  type the n u mber of the fu nct ion  you want  to 
enter,  and  press l;!jil!Mi. For examp l e ,  type : 

1 1  1;1:1111;01 

Not i ce that the comman d q u eue l i ne i nd i cates that Command 1 1  has bee n 
e nte red . 

Cont i n u e  q u eu i n g Data E ntry command s ,  as fo l l ows : 

1 2  1;1;111;1�1 
1 1  •;1+111;n• 
1 4 iiW!iiUi 
1 s 1;11n1;01 
1 6 1;11111;n1 

Running Queued Commands 

After al l command s  are i n  the command q u e u e ,  enter the R U N  Q U E U E  f u n c t i o n  
by typ i n g: 

1 1;1;111;1�• 

ENTER I N G  CASH D I S B U RSEMENTS (COMMAN D 11) 
Wh e n  the system f i n i shes  l oad i ng al l the  i n st ructi o n s  and tab l e s ,  i t  d i sp l ays : 
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I n  th i s  sect i o n ,  you wi l l  p ract i ce al l of the d i ffe rent  Cash D i s b u rseme nts t ran sac
t i o n s  of the General Accou nt i ng System. 

Viewing the GIA-CASH DISBURSEMENTS Screen Display 

I n i t i al l y ,  the sc reen l ooks l i ke a b l a n k  fo rm. H e re i s  what you see : 

Entry Number .  C u rre n t l y ,  the screen read s E N T RY 1 O F  1. The sy stem keeps 
t rac k of the n u mber of ent r ies ,  so that you  can review ear l i e r  e n t r i e s .  

Check N umber.  Afte r you ente r  the f i rst check  n u mber i n  a se r ies ,  the sy stem 
i n c reases the check  n u mber by one fo r each e n try . I t  a l s o  remembe rs the l ast 
check  n u mber entered from the p revi o u s  sess i o n ,  and begi n s  the c u r re n t  sess i o n  
with t h e  next n u mbe r .  

Date L i ne .  Fo r yo u r  f i rst entry ,  the c u rsor  b l i n ks at t h e  M O N T H  l ocat i on .  After  
you f i l l  in  the month, d ay ,  and year ,  the system ass u mes  that s u bseq u e n t  e n t r i e s  
have the same date u n l ess  you change i t .  

Payee. Y o u  can u se two methods  t o  ente r  the n ames o f  those t o  whom fu n d s  
are d i sb u rsed. One method i s  t o  type t h e  comp l ete payee name . The oth e r  i s  t o  
e n ter  a predefi ned payee n u mbe r. (Sect i o n  3 descr i bes i n  detai l h o w  t o  d ef i n e  
payees b y  n u mbe r . )  I n  the latter  case,  the sytem d i sp l ays  both the payee n ame 
and up to two preas s i gned accou nts n o rmal l y  d i str i buted for that payee.  

Predefi ned payee n u mbers contai n a l ette r p refi x i nd i cat i ng t h e  k i n d  of payee, 
and u p  to fo u r  n u mbers . In  th i s  system: 

C = C U STO M E R  i n  the Acco u nts Rece i vab l e  Ledge r. 

V = V E N D O R  i n  the Acco u nts Payab l e  Ledge r .  

E = EMPLOY E E  l i sted i n  Payro l l  Regi ste r .  

P = PAY E E / PAYO R d ef i ned to  the system as  a regu lar  payee o r  pay o r .  

Batch Tota l .  The BATC H TOTA L i s  a c u mu l at i ve total o f  a l l e n tr ies  mad e  i n  
the batch. A batch i s  s i mp l y  a co l l ect i o n  o f  ent r ie s . 

Entering Checks into the Cash Disbursements Journal 

For thi s p ract i ce sess i o n ,  e n ter the d ate as fo l l ows: 

02 li1il'!'lm 0 1  li1il'!'lm a 1  1;1:a111;u• 
(To correct an er ror ,  press the key repeated l y  u nt i  I the c u rsor 
reaches the po i nt of the mi stake, and retype the n umbe r . )  

After y o u  enter  the d ate, the  c u rsor  bl i n ks at the PA Y E E :  l i n e .  T h e  fo l / o w i n g  
i n st ruct i o n s  e x p l a i n how t o  e n t e r  vari o u s  k i n d s  of Cash Di sbu rseme n t s .  
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1 .  Check Distr ibution to One Account 

�/1 IB! 1 /Jll 
D ATE 1 C H E C K  N U M B E R  

� 
C O D E  

A CC T . N O  

�10 

�i>f14/ �11olu 
N A M E  TT I 

D E SC R I PT I O N  

ltwu.11t.1!f'a.uule.-I 

T O T A L  

A M O U N T  

--12A l3a 

1 1 6  � 

Th i s  check  i s  pai d to a regu l ar vendor ,  Vendor  2 .  At the PA Y E E: l i ne ,  enter: 

V2 l;J:iiil;H• 
The system searches  fo r the n ame of Ve ndor  2 and d i s p l ays  NATI O N A L  S U P
P L Y .  On the n ext l i ne ,  the  system l i sts the accou nt n umber and n ame : 2 0 1 0-
ACCO U N TS PAYA B L E .  

To e n ter a d o l l ar amo u nt ,  y o u  may type t h e  amo u nt with or  wi thout  a dec i mal 
p o i nt .  Ty pe :  

1 7838 rmm 
T h e  system n ow d i sp l ays  $ 1 7 8 . 3 8  i n  the  co l umn at the  r ight .  

Not ice  that the  system now d i sp l ays  a TOTAL l i ne i n  ad d i t i o n  to the BATC H 
TOT A L  I i  n e ,  and that both total I i  nes  read $ 1  7 8 . 3 8 .  Th e TOT A L  I i  n e  d i sp l ays  the 
total of al l amou nts you enter  fo r the c u rre n t  payee. Th e BATC H TOTA L l i n e 
d i sp l ays the cumu l at i ve total amou nts e n tered for a l l payees ,  u n t i l you "c l ose 
the  batc h . "  

N ow t h e  system prompts you  to e n t e r  a n oth e r  acco u n t  n u m be r  by d i s p l a y i n g  t h e  
E N T E R  ACCT N O  p r o m p t .  Because there a re no  ad d i t i o n a l  acco u n ts for t h i s  
ven d o r ,  p ress +;i:++ii;U+ . 
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The system now asks you to ve r ify t h e  ent ry by d i s p l ay i ng t h e  O K ?  (Y / N )  
p ro m pt .  

I f  y o u  ente r  N ,  the system ret u r n s  y o u  t o  the E N T E R  ACCT N O  p ro m pt .  U se 
t h e  k e y  to  m a ke a n y  n e c e s s a ry c h a n ge s .  T h e  T O T  A L  a n d  
BATC H TOTAL l i nes  i m med i ate l y  refl ect a n y  c h ange y o u  make .  

E n ter Y a t  t h e  O K ?  (Y/ N )  p rompt .  T h e  system records  t h e  entry  a n d  d i s p l ays  t h e  
G I A-CAS H D I S B U R S E M E N TS s c reen aga i n  fo r a n ot h e r  e ntry . 

The system has  i nc reased both the E N TRY a n d  C H EC K  N O :  amou nts by o n e .  I t  
a l so d i sp l ays  the s a m e  d ate y o u  ente red p rev i o u s l y, b u t  b l i n ks t h e  c u rsor a t  the 
DAY : pos i t i o n  so t h at you can  c h a n ge the day i f  necessary . Press  i;ijii@i to 
adva n ce to the PAY E E :  pos i t i o n . 
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2 .  Check D istr i bution to Two Accounts 

Check  1 3 7  i s  made  out  to Payee 9 .  You may enter  payee n u m bers i n  any  
n u m e r i ca l  seq u e n ce .  E n te r :  

P9 i;l#iii;J�i 
T h e  system l i sts the  payee n a m e  a n d  two acco u nts ,  the  m ax i m u m  n u m be r  of 
accou nts w h i c h  c a n  be p reas s i g ned for d i s p l ay .  T h e  c u rsor  b l i n ks at the d ata 
en t ry pos i t i o n , prom pti n g  you to ente r  a d o l l a r  a m o u n t .  Type t h e  fo l l ow i n g 
a m o u nts : 

1 1 25 2  liiii!liD 
285 7 liiii!liD 

T h e  syste m  l i sts both a m o u nts a n d  i n c reases both the  TOTAL a n d  BATC H 
TOTA L a m o u nts accord i n g l y .  Press liiii!liD . 
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The system now asks you to ver i fy the  ent ry fo r th i s  payee . If i t  i s  cor rect ,  enter  Y 
at the  O K ?  (Y / N) p rompt .  Now the system sets you at E N T RY 3 O F  3 fo r t he  n ext 
ent ry .  

3 .  Check Distr i bution to Th ree Accounts 

Change the d ate to Febru ary 2 a n d  e nte r Payee 8 :  

2 mml'I 
PB lm!DI 

The system d i s p l ays  the payee n a m e .  It a l so l i sts two accou nts : 2 6 1 0- N OTES  
PAYA B L E  and  1 1 80- PR E PA I D  I N S U RA N C E .  To com p l ete the  en t ry ,  type : 

1 07469 1;1#111;1�• 

The c u rsor now b l i n ks at the  second amou nt  pos i t i on . Beca use  you a re decreas
ing p repa i d  i n s u rance ,  enter  i t  as  a negat i ve a m o u n t  by ty p i n g  the  n u m be r  and a 
m i n u s  s i g n  ( hyphen  key) afte r the  a m o u n t :  

241 30- 1;1;111;v• 
The  syste m d i s p l ays  the a m o u n t  i n  t he  co l u m n ,  adj u sts both tota l s ,  a n d  d i sp l ays  
the  E N T E R  ACCT N O  prom pt .  
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The system a utomat i ca l l y  d i sp l ays o n l y  two acco u nts . Beca use th ere i s  a th i rd 
acco u nt  d i st r i b ut i o n  to enter, you m u st type the next acco u nt n u m ber: 

664 1 l;ijili;I�• 

The system sea rches for acco u n t  664 1 and d i s p l ays  the n a m e  INTE REST E X
PE N S E .  Type the a m o u n t :  

241 30 liW!liD 

At t h e  E N T E R  ACC T  N O  p r o m pt, press i;l:Olldli aga i n  to a d v a n ce to the 
OK?(Y/N) prom pt. Veri fy the entry by respond i ng :  

y i;ijiil;I�• 
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4. Bypassing Preassigned Accounts 

�I 1 31  
DAT E  C H E C K  N U M B E R  

C O D E  N A M E  

A C C T  N O  D E SC R I PT I O N  A M O U N T  

T O T  A L  _:Q5 C() 

Press ll'ID!mD at the DAY:  pos i t i o n . N ow enter  P1 6 at the  PAYE E :  p ro m pt .  

The  system d i sp l ays the  payee n a me ALL  ST ATE S  O U T L ETS a n d  the  accou nt  
n u m be r  and  name norm a l l y  cha rged for  th i s  payee . 

Because the accoun t  l i sted here w i l l  not be cha rged , press l;ijiii;lll to advance 
to the E N T E R  ACCT NO pro m pt .  En te r  the account n u m ber :  

1 520 ™ 

The system d i s p l ays  the accoun t  name MAC H I N E RY AN D E Q U I PM .  E nte r the  
amount :  

3500 ™ 
The system d i sp l ays  the amoun t  and  p ro m pts fo r the next acco u n t  n u m ber .  Press  
™ · 
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Ver i fy the entry and  press 1i1imiJ1 aga i n .  Th roughout the rema i nder  of th i s  sec
t ion ,  when you a re i nstructed to "ver ify the entry , "  type a Y at the OK?(Y/N) 
prompt and press 1i1imiJ1 . 

5 . Emp loyee Disbu rsements 

T O T  A L  (,fJ'O 7 

Cha nge the date to Febru a ry 5. T h roughout  the  rem a i nder  of th i s  d i sc u s s i o n ,  
th i s  m a n u a l  assu mes that y o u  k n o w  how t o  change the  date . T o  en te r  a check 
wr i tten to a n  e m p l oyee, enter  the e m p l oyee n u m ber :  

E 1 O 1 l;lilii;f�i 
The system l i sts the  emp l oyee name .  It a l so d i sp l ays the th ree accou nt  n u m bers 
and n a m es a s s i gned for emp l oyee pay ro l l accou n ts .  To enter  the e m p l oyee's  
g ross wages ,  F I CA Paya b l e ,  and Wi thho l d i ng Tax Paya b l e ,  type : 
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The system prom pts for a nother  acco u nt n u m ber .  You may enter  a s  m a n y  
emp loyee d i sbu rsement  accoun ts a s  y o u  regu l a r l y  cha rge, o r ,  i n  th i s  exam p le ,  
press aD!m to adva n ce to the O K ? ( Y/ N )  p ro m pt and  ver i fy t hese  ent r i es . 

6. Voided Checks 

J!l.5_ 81 l 1_i._1 
D A T E  l C H E C K  N U M B E R 

�ID 
C O D E  N A M E  

A C C T . N O  D E SC R I PT I O N  A MO U N T  

--s/p1b 

T O T A L  

To record a vo i d ed c heck in the Cash D i s b u rsements J o u rn a l ,  type VOI D at the 
PAY E E :  l i ne and  p ress aD!m . 

VOI D  aD!m 
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The system d oes n ot prompt for a n  accou nt  n u m be r  o r  do l l a r  amoun t .  I n stead , i t  
d i s p l ays t h e  O K? (Y/ N )  p rom pt a n d  asks y o u  t o  ver i fy .  Ve r i fy th i s  entry .  

7. I rregu lar ( Unassigned) Payee 

d-71.JM l /� 
"E_Aif j C H E C K  N U M B E R  

lllk �u... 
C O D E  N A M E  (I 

A C C T . N O .  D E SC R I PT I O N  A M O U N T  

i�ol �4.11.tf. JA.4i11.+ . 1/5 Q(J_ I 

T O T A L  !1:1. 00 

Beg i n  by c h a n g i n g  the  d ate to Febru a ry 6 .  

T o  wr i te a check t o  a payee n ot i d ent i f i ed b y  a regu l a r  payee n u m ber ,  enter  a 
name of u p  to 20 c h a racters at the PAY E E :  l i ne .  For  p ract i ce ,  type the fo l l ow i ng :  

ACE PLUM B I N G  mm 

The system now d i s p l ays  the E N T E R  ACCT N O  prom pt.  Type the fo l l ow i n g  
acco u n t  n u m ber :  

6601  mm 
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The system d i sp l ays the accoun t  name .  At the c u rsor, ente r a $45 . 00 amount  
and press lilil!li'll . At the ENTER ACCT NO prom pt, press lilD!li'll to advance 
to the O K?(Y/N )  prom pt. 

Ver i fy th is e ntry . 

8. Check Distr ibution to Mult ip le Ledger Accounts 

In the fo l l ow i n g  exam p le ,  the check is wr i tten to petty cas h ,  and is d rawn from 
9 d iffe rent  accou nts . You may d i st r i bute fu nds  from up to 1 2  accou nts . F i rst , 
enter the payee name as fo l lows : 

PETTY CASH lilD!li'll 
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The  system d i sp l ays the  E N T E R  ACCT N O  prompt .  Type eac h of the fo l l owi ng 
accou nt  n u m bers and  amou nts ,  not i ng  how the system d i sp l ays the account  
na mes when  you enter  the n u m be rs ( remem ber to  p ress 1!j1!1M1 after enter i n g  
e a c h  amoun t) :  

Account No. 
654 1 
660 1 
663 1 
668 1 
6 7 1 1 
6 7 2 1 
6 6 6 1  
5 0 1 1 
6 5 5 1 

Amount 
1 1 50 
1 02 0  

5 8 1  
1 3 2 9  

6 2 2  
2 000 
1 5 00 
1 1 5 0 

s o  

Cii'A - CASH OIS BURSEHENTS : A CTION 

E NTRY 8 OF 8 
HONTH : 0 2 

CHECK NO : .143 
DAY : 06 Y EAR : 8.l 

PAYEE : PETTY CASH 

654.l LAUNDRY ANO UNIFO RHSS 1.l . 50 
6601 REPAIRS ANO HAINTE N AS .10 . 20 
6 63.l SUPPLIES $ 5 . 6.l 
668.l AUTO EKPENSE $ .l3 . 2'1 
67.l.l POSTAGE ANO OFFICE SS 6 . 22 
672.l LICENSES ANO FEES $ 20 . 00 
6661 TRAVEL $ .lS . 0 0 

50 1.l COST OF SALES $ .l.l . 50 
655.l CASH DUER/SHORT $ . so 

ENTER ACCT N O TO TAL $ '14 . 02 
BATCH TOT AL $ 2 , 256. 8 5  

When you f i n i s h  enter i ng  the l i st, press 1i1ii!Ji11 at the ENTER  ACCT NO prom pt 
and ver i fy these entr ies .  

Reviewing Cash Disbursements Journal Entries 

The system now d i s p l ays  E NTRY 9 OF 9 at the top l eft of yo u r  sc ree n ,  and  the 
c u m u l ated BATC H TOTA L amoun t  at the bottom r i gh t .  The  cu rso r b l i n ks at the 
DAY:  l i ne ,  as before . 

You may rev iew and  c h ange any  entry i n  the batch s i m p l y  by backspac i n g  
( u s i n g  t h e  key) t o  t h e  ENTRY pos i t ion  and i n se rt i n g  t h e  n u m ber 
of the entry you want  to see . For examp le ,  to rev i ew the f i fth entry , type 5 
at the E N T RY pos i t ion  and  press 1i1ii!Ji11 . The system d i sp l ays E NTRY 5 OF 8 .  
Not ice that t h e  BATCH TOT A L  i s  t h e  same as that o f  you r  l ast entry (entry 8) .  

For p ract i ce ,  ass u me that the f i rst amount o n  the sc reen i s  i ncor rect .  The c u rsor 
b l i n ks at the  O K ? (Y/ N )  prompt and  d i s p l ays the Y response . To correct th i s  
amoun t ,  s i m p l y  type : 

DELETE BACK S 
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N O  pro m pt .  Backs pace to the 
DELETE BACK S 

The system now d i sp l ays  the  E N T E R  ACCT 
amount d i s p l ayed on  the screen ( u s i n g  the 
amount  by typ i n g :  

key) and change the 

1 1 0000 iiWDi1i 
Not ice that the TOTAL and BATC H TOTAL l i nes change too . Press l;ljil@i u nt i l 
the system aga i n  d i sp l ays the OK?(Y/ N )  pro m pt .  

Ve r i fy the ent ry .  The  system n ow advances to  E NT RY 6 O F  8 and  p ro m pts you  to  
ver i fy i t .  To ret u rn to  you r p resent  d ata ent ry pos i t i o n  ( E N T RY 9 O F  9 )  w i thou t  
rev i ew i ng a l l  t he  ent r ie s  i n  between ,  backspace to  the  E N T RY pos i t i o n  a n d  enter 
9 at the  ent ry n u m ber .  

Ending Cash Disbursements Journal Entries 

To stop ente r i ng  transact ions  to the Cash D i sbu rsements Jou rna l ,  you m ust f i rst 
term i nate or  c lose the batc h .  To do th i s ,  press l;l;@llmi at the PAY E E :  pos i t i on . 
The system now asks you to ver i fy the batch tota l by d i sp l ay i n g  the O K ? (Y/N )  
prom pt a t  t he  BATC H TOTAL l i ne .  

N ow enter  Y t o  record th i s  i nfo rmat ion  onto t h e  T ra i n i n g Data D i skette . T h e  
system retu rn s  y o u  t o  E N T RY 1 O F  1 fo r a n other  C a s h  D i s b u rsements batc h . You 
may beg i n  another co l lect ion of entr ies  now, or you can p roceed to the next 
fu nct ion in the queue .  Press the Im key to proceed to the next fu n ct ion . 
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ENTERI N G  CASH RECEI PTS (COMMA N D  12) 
The syste m d i sp l ay s :  

The  Cash  Rece i pts Jou rn a l  i s  a c h rono log i ca l  record o f  ca sh  rece i ved each  day .  

Viewing the GIA-CASH RECEI PTS Screen Display 

N ot i ce  that  the  sc reen l ooks l i ke p rev ious  CAS H D I S B U RS E M E NTS scree n s .  The 
sc reen asks  you to i den t i fy t he  Payor (one who pays  The Act ion  Sa l es Co . )  rather  
t han  the  Payee ( the one  whom The Act ion  Sa les  Co.  pays) . 

Making Cash Receipts Journal Entries 

I n  th i s  exerc i se ,  you a re reco rd i ng the ent r ies i n  two batches .  For  the  f i rst batc h ,  
enter  t h e  d ate a s  fo l l ows : 

02 li'iJDMI! 06 IDml 8 1  IDml 

Next,  e nter C4 fo r Cu stomer  4 :  

T h e  syste m d i s p l ays the c u stomer  name .  I t  a l so d i sp l ays t h e  n u m be r  a n d  name 
of  the  accou nt  to w h i c h  th i s  customer 's  payment  i s  c red i ted : 1 1 1 0-ACCO U NTS 
RECE I VA B L E .  

Type t h e  fol l ow i ng a m o u n t :  

20 1 48 IDml 

The system d i sp l ays  the do l l a r  amou nt, i nc rements both the TOTAL and BATCH 
TOTAL accord i ng ly ,  and prom pts E NT E R  ACCT NO. Press 1Dm1 to advance 
to the O K?(Y/N )  prompt .  Ver i fy the entry .  
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N ow the system sets you at E N T RY 2 O F  2 .  E nter the  cu stomer n u m be r  a n d  
amoun t  for the  n ext th ree c ustomers ,  fo l l ow i ng  the  p roced u re a bove . 

Payor No. 
CB 
C 1 2 
C9 

Amount 
7454  

1 04 8 5  
3 4 2 0  

A t  t h i s  po i nt, you a re a t  E N TRY 5 OF 5.  T o  c lose t h e  batc h ,  advance t o  the 
PAYO R :  pos i t ion  and  press lilDJill . N ow ver i fy the BATCH TOTAL amount  of  
$4 1 5 . 0 7 .  The system records a l  I the entr ies in  that batc h ,  and  d i s p l ays the fi rst 
sc reen for the next batc h .  

T o  enter  t h e  second batch fo r th i s  date , p ress lilDJill a t  t h e  DAY:  pos i t i o n . 
N ow enter the  fo l l ow i ng ,  aga i n  m a k i n g  each l i ne a sepa rate e ntry : 

Payor No. 
C 1 7 
C20  
P 1  
C 1 0 
P3 

Amount 
1 8663  

1 740 
4 2 2 2  

1 5 690 
1 6868 

When  the  system prom pts for the  next payor ,  p ress  i;iiii@i a n d  ve r i fy the  
BATC H TOTAL amou nt  of  $ 5 7 1 . 8 3 .  I f  you r amount  does not  matc h th i s  one ,  
fo l l ow the proced u res  for rev i ew i n g  and  correct i n g  ent r ies desc r i bed ear l i e r  i n  
" Rev iew i n g  Cash D i sb u rsements Jou rna l  Ent r ies . "  A l though not shown i n  th i s  
exam p le ,  c a s h  rece ived cou ld  have been from vendors or  e m p l oyees w h o  have 
been defi ned as payees or payors .  

You h ave now f i n i s hed m a k i n g  Cash Recei pts Jou r n a l  en t r i es . T o  p roceed t o  the  
next  fu n ct i on  i n  the  q u e ue ,  p ress the Im key . 

To proceed from any  batc hed fu nct ion to another Genera l  Accoun t i ng  System 
fu nct io n ,  you m u st fi rst c l ose the present batch as desc r i bed , then press Im at 
the next batc h entry scree n .  
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ENTERI NG I NVOICES TO AN I N VOICE REG I STER (COMMA N D  1 3) 

The syste m now d i sp l ay s :  

The  I nvo ice Reg i ste r m a i nta i n s  a record of a l l i nvo i ced cred i t  or  c a s h  sa l e s .  T h e  
system sepa rates c red i t  from c a s h  sa l e s ,  and  posts amou nts t o  the  des i gn ated 
bank  acco u n t, to the acco un ts rece ivab le  contro l l i ng accou nt ,  and  to the  s u b
s i d i a ry l edger  account s .  

Viewing the CIA- I NVOICE REG I STER Screen Display 

The  sc reen l ooks l i ke prev ious  sc ree n s .  I n  the exe rc i se to fo l l ow, the n u mber 
d i sp l ayed at the  I N VO I C E  NO: pos i t i on  i ncrements a uto m at i ca l l y  beg i n n i n g at 
n u m ber  6 2 9 .  

Making I nvoice Register Entries 

As before, enter the  d ate as fo l l ows : 

0 2  l;j§iihHI 09 ml!Ji1I s 1  mmm 

The  syste m now ad vances the c u rsor to the C U STOM E R  N O :  pos i t i on . You can 
u se the I nvo ice Reg i ste r i n  th ree ways : to  enter  a c red i t  sa les  i nvo i ce ,  a c red i t  
memo,  o r  a cash  sa l e .  

1 .  Enter ing an Invoice for a Credit  Sale 

To enter the n u m ber  of a c u stomer  regu l a r l y  i nvo i ced by The Act ion  Sa l es Co. 
for c red i t  sa l e s ,  ty pe the  l ette r C and the cu stomer n u m ber .  For  exam p l e ,  type :  

C4 ml!Ji1I 

The system d i sp l ays the cu stomer name and  l i sts the account  n u m bers and  
n ames to  w h i c h  amoun ts a re to  be  c red i ted from each i nvo i c e .  E n te r  the fo l l ow
i ng sa les  amoun t :  

4599 mmm 
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E nte r the sa l es tax : 

2 7 6 lilDllJI 
Press lilDllJI aga i n  to advance to the OK? {Y/ N )  p rompt a n d  ve r i fy t he  ent ry .  

2 .  Enter ing a Cred it Memo 

At E NT RY 2 OF 2 ,  advance the cu rso r to the C U STOM E R  N O :  l i n e .  E nte r 
Customer  1 8 , as fo l l ows : 

c 1 8 lilDllJI 
To reco rd a c red i t  memo,  e nte r the  do l l a r  amoun t  fo l l owed by the m i n u s  s i g n :  

8 8  5 2 - lilDllJI 
5 3 1 - lilDllJI 

Press lilDllJI and  ver i fy the entry .  After you ve r i fy ,  the system d i sp l ays the 
sc reen for E NTRY 3 OF 3 .  

3 . Entering an I nvoiced Cash Sale 

To record a cash sa l e  i n  the I nvo ice Reg i ste r, enter the word CASH at the  
C U STOM E R  N O :  l i n e :  

CASH lilDllJI 

The syste m n ow p rom pts for two a m o u n ts .  E n te r these a m o u n ts as fo l l ows : 

3920 lilDllJI 
1 85 lilDllJI 

When the system asks  for the next account  n u m ber,  press lilDllJI and ver i fy 
at the O K?{Y/N )  pro m pt .  
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Ending Invoice Register Entries 

To e n d  I n v o i c e  Reg i ste r en t r i e s ,  you m u st f i rst c l ose the  batc h as before 
by press i ng mmD at the C U STOME R  N O :  prom pt. The system d i sp lays the 
OK ?(Y/N)  p rompt at the BATC H TOTAL l i ne .  Ver i fy the batch tota l amount of 
$4 . 0 3 - .  I f  you r  tota l does not matc h  th i s  one,  fo l l ow the proced u re for rev iew
i n g  and correcti n g  entr ies . 

The  system now record s  the batch and  retu rns  yo u to E N T RY 1 O F  1 for another  
batc h of I nvoi ce Reg i ster entr i es . To s top perform i ng the I nvo ice Reg i ste r fu nc
t ion , p ress the m key . 

ENTERI N G  MERCHA N D I SE PU RCHASED (COMMAN D 1 4) 

The system d i sp l ays : 

A Merc h and i se Pu rch ased Jou rna l  record s i nvo ice n u m bers ,  amou nts ,  and  due  
d ates fo r merc h a nd i se p u rchased . Th i s  j o u r n a l  accesses u p  to  1 0  d i ffe rent Cost 
of Sa les  accoun ts ,  p l u s  up to th ree other  Genera l  Ledger accou nts w h i c h  may be 
des ignated , to p rod u ce var i ous  departmenta l  Prof i t  and Loss Stateme nts . 

Viewing the GIA-MERCHAN DISE PU RCHASED Screen Display 

The system accepts i nvo ice  n u m bers up  to e igh t  cha racters ( n u m bers or l ette rs) . 
A l so ,  i t  p ro mpts you for a date at each new ent ry .  

Entering Merchandise Purchased 

At the I NVO I C E  N O :  pos i t i on, enter the fol l ow i ng n u m be r :  

362 1 s mmm 
Next,  enter  the  i n vo i ce d ate : 

02 mmD 01 mm s 1  mm 

At the V E N DO R  N O :  pos i t i on , type the fol l owi ng  vendor  n u m be r :  

V1 0 mm 
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The  system d i sp l ays  the vendor  name ,  a n d  the  n u m be r  a n d  n a m e  of the  acco u n t  
t o  b e  c h a rged . Type the  fo l l ow i ng amou nt :  

2389so mm 

The system record s $ 2 , 3 89 . 5 0  and  then  p ro mpts you to en te r  t he  S U P P L I E S  
amount .  Because there i s  no  SU PPL I ES a m o u n t  to enter,  press i;liiil;lli . Press 
mm aga i n  to advance to the DATE D U E  l i ne .  E nter t h i s  due date : 

0311 018 1 mm 

Ve r i fy the entry .  

Ending Merchandise Purchased Entries 

To l eave t h e  M e rc h a n d i se P u rc h ased e ntry  fu nc t i o n ,  p ress  i;ljii@i at  t h e  
VEN DO R  N O :  pos i t i on . T h e  system asks y o u  t o  ver i fy t h e  batch tota l b y  d i s 
p lay i ng the O K ?(Y/N )  prom pt. E nter Y mm. The system records the ent r ies 
i n  the batch and prom pts you to beg i n  another  batc h .  Press the Im key to 
cont i nue  to the next q ueued fu nct ion . 

ENTERI N G  CASH SALES (COMMA N D  1 5) 

The system now d i sp l ays : 
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The Cash Sa l es Jou rna l  reco rd s sa l es that ta ke p l ace u s i ng  a cash  reg i ste r'.  I t  i s  
not t h e  same as  a Cash Recei pts Jou rna l , w h i c h  record s a l l othe r  types of cash 
rece i ved . 

When you ed i t  you r Genera l  Account i ng  System accou nts ,  you can ass ign  the 
Cash Sa l es prom pts to match the keys of you r cash reg i ste r .  These prom pts 
reco rd both i n com i n g  cash (c red i ts) a nd cas h pa id  out  or depos i ted (deb i ts) . 

The  system req u i res credit amou nts ,  s uch  as ope n i ng cash and  othe r  i n come,  to 
be e nte red as negat ive n u m be rs ,  w ith the m i n u s  s i gn . Debit amou nts ,  such  as 
c l os i n g  cash  and  othe r  amou nts pa id  out ,  a re ente red as pos i t i ve n u m bers .  Cash 
sho rt is  a deb i t  i tem (pos i t i ve amou nt) ; cash over is  a c red i t  i tem ( n egat ive 
amoun t) .  

The syste m a l so req u i res that the tota l of each day' s ent r i es eq ua l  $ 0 .00;  
othe rw i se ,  i t  d oes not pe r m i t  you to cont i n u e .  

Viewing the GIA-CASH SALES Screen Display 

The scree n shows the date l i ne and  two sect ions  fo r var i o u s  i ncome and cash 
pay-out accou nts . 

Date L ine.  Becau se you reco rd cash sa les  tota l s  i n  th i s  j o u r n a l  da i l y ,  the 
syste m automat i ca l l y i n c reme nts the date after you com p lete the tota l s  fo r each 
day .  

I ncom ing Cash .  The Act ion  Sa l es Co .  uses I N COM I N G  CASH as a genera l  
head i ng fo r va r ious  k i nds  of  i n come amou nts .  I t  u ses the  rem a i n i n g su bhead i n gs 
to co rrespond to the cash reg i ste r keys w h i c h  track the i n come fro m sa l es .  These 
head i ngs rep resent  accou nts in the Genera l  Ledger i n come acco u nts . 

Cash Pay-Outs and Deposi ts .  The  Act ion  Sa l es Co .  l i kew i se u ses C A S H  PAY 
O UTS A N O D E P  ( Depos i ts )  as a genera l  head i ng for va r ious  k i nds  of d i str i bu 
t i on  acco u nts .  These head i ngs rep resent  accou nts i n  the Genera l  Ledger ex
pense accou nts . 

Entering Cash Sales Totals 

N ot i ce that the f i rst head i ng ( h ere,  SALES  TAX) is h i gh  I i gh ted and  that  the  cu rsor 
b l i n ks at the pos i t i on  fo r the f i rst amount .  E nte r the fo l l ow i ng i ncome amou nts 
as negat ive  n u m bers and the fol l ow i ng cash pay-outs as pos i t i ve n u m bers . 
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I ncoming Cash 
Sa les  Tax 
Sales Dept 1 
Sa l es Dept 2 
Other  I ncome 
Open i ng Cash 

Enter 
3 3 84-
2 6 90-

1 2 3 7 76-
0 

3 8 707-



Cash Pay Outs & Dep. 
Me rc h .  Pu rchased 
M i s c .  Expense 
Cash Depos i ted 
C l os i ng Cash  
Cash Over/ Sho rt 

Enter 
404 5 

0 
1 2 74 7 8  

3 68 1 9 
2 1 5 

After you enter the l ast amount ,  the TOT A L  l i ne s hows the ba l ance .  If i t  i s  not 
zero, the system f lashes E R RO R :  TOTAL NOT ZERO. Press i;i#iiiml to move 
back to the l ast ent ry pos i t ion ; then press to back up to you r  e r ro r  
a n d  correct i t .  

I f  the  tota l i s  zero,  the  system d i sp l ays the  O K ? ( Y/N )  prom pt .  

G/A - C A S H  SALES : l>CTION 

HONTH : 0 2  DAY : 1 0  

INCOHING C A S H  

Sl>LES TM! 
S A LE S D E PT 1 
S AL E "> l> EPT 2 
OT HER .I NCOME 
OPENING Cl>3H 

CA">H PAY OUT"> & D 
HERCH . PURCH A 3 E ">  
HISC EXPENSE 
C <ISH DEPOSITED 
CLOS:ING C�5H 
C<ISH OVE R/ SHORT 

$ 
$ 
$ 
$ 
$ 

$ 
$ 
$ 
$ 
$ 

OK ? C V/ Ml TOl <IL $ 

V E A R : 8 1 

33 . 84 -
26 . �0-

1, 237 . 76-
. oo 

387 . 07-

40 . 45 
. 00 

1, 274 . 78 
368 . 1� 

2 . 15 

.oo 

Respond i ng Y i;ljiil;ili causes the system to record al I of the i nformat ion  onto the 
data d i s kette and  d i sp l ay the sc reen for the next Cash Sa les  Jou rna l  ent ry . 

At the next entry,  not ice that DAY : has  i nc reased by one .  I f  that i s  an  i ncor rect 
date , use the key to change it .  Aga i n  the system prom pts you to 
enter the f i rst i ncome amount .  At th i s  poi nt ,  enter  the fo l l ow i n g  amou nts for 
Februa ry 1 2  and ver i fy the tota l .  Then repeat the p roced u re for the Februa ry 1 3  
amou nts .  

Entr ies for :  
Sa le s  Tax 
Sa l es Dept 1 
Sa l e s  Dept 2 
Oth e r  I n come 
O pen i n g Cash 
Merch . P u rc h ased 
M i s c .  E x pe n se 
Cash  Depos i ted 
C l os i ng Cash 
Cash Ove r /Sho rt 

Ending Cash Sales Journal Entries 

02/ 1 2 / 8 1  

3 5 0 7-
2 2 5 5 -

1 3080 7-
0 

3 6 8 1 9-
2 5 5 0 

3 0  
1 3 2 2 80 

3 8 600 
7 2 -

02 / 1 3 / 8 1  

3 6 3 8-
2 3 05 -

1 1 5 2 64-
0 

3 8 600-
2 4 80 

0 
1 2 4 1 5 1  

3 3 60 7  
4 3 1 -

Afte r you com p l ete a l l e nt r i e s ,  p ress Im to p roceed to the  next  fu nct i on  i n  the 
q ueue .  The  p rogram responds  by l oad i ng the i n st ruct ions for the  next q ueued  
fu nct i on . 
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ENTERI NG DATA TO A G E N ERA L  JOU RNAL (COMMA N D  1 6) 

The system now d i sp l ays : 

The General J ournal i s  the m ost versati le  j ournal i n  the General Account i n g  
System . I t  can gai n access t o  a n y  account i n  t h e  General Ledger or  a n y  s u bs i d i 
ary l ed ger .  You u se the General J o u rnal to enter or ig i nal  balances i n  a new set 
of books, to correct or adj ust entr ies i n  any accou nt ,  and to make entr ies for 
accrued and deferred i tems at the cl ose of an acco u n t i n g  per i od .  

The Gen eral Jou rnal operates accord i n g  to a d o u b l e-entry system . Wh en you 
deb i t  one account ,  you m u st c red i t  another  accoun t  so that  the ba l a nce of the 
t ransact ion eq u a l s  zero .  

Viewing the GIA-G E N ERAL JOU RNAL Screen Display 

T h e  GIA - G E N E RA L  J O U RNA L sc reen d i ffe rs i n  appea rance from prev ious  
screens .  

Date L ine .  The system d oes not  a utom at i ca l l y  i n crement the d ate for the Gen
era l  Jou rn a l . I n stead , the system sets the c u rsor at the MONTH: pos i t i on  at the 
begi n n i ng of each ent ry .  

General Jou rnal N umber.  The system g i ves eac h ent ry a u n i q ue Genera l  Jou r
n a l  n u m ber  (G J#) . Each  t i me you enter a t ransact ion , the system i n creases the 
ent ry n u m ber  by one .  Each Genera l  Journa l  en t ry n u m ber  i s  posted i n  the  
Genera l  Ledger for  refe rence .  

Making General Journal Entries 

Ente r  the fol l ow i ng d ate and account n u m be r :  

02 mm 
6781  i:Jiiiihi�i 

2s mm s1  mm 

The system d i sp l ays the name of the D E P R E C I AT I O N  accou nt .  Now enter the  
dep rec i at ion  amount :  

47956 mm 
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To com p l ete the other  s i de of the tran sact i o n ,  type the  fo l l ow i n g  acco u n t  
n u m ber  a t  the  E N T E R  ACCT N O  p rompt :  

1 5 50 ™ 
The system d i sp l ays the  accou nt name ,  a n d  p rom pts you fo r the  a mo u n t .  E nter 
the accu m u l ated deprec i at ion  as a n egat i ve n u m ber ,  as fo l l ows : 

47956 - ™ 

Because you h ave no more transact ions  to enter,  p ress iiW!liD at the E NT E R  
ACCT N O  prompt .  A t  th i s  po i nt,  the system a s k s  y o u  t o  ente r an  exp l a n at i o n .  
I f  you do not want t o  ente r  a n  exp l an at ion ,  press Emm1I t o  advance t o  the 
OK? (Y/N )  prompt .  

To  ente r  a n  ex p l a n at i o n ,  you  m ay enter  one  or more I i nes of  tex t .  Each  l i ne may  
con s i st o f  3 8  cha racte rs . Fo r  p ract i ce ,  type the  fo l l ow i n g  ex p l a nat i o n : 

DEPRECIATION ACC R U E D  FOR ALL  MACH I N ERY lilDm1I 
AN D EQU I PMENT FOR FEB ,  1 98 1  iiW!liD 

The cu rsor now b l i n ks at the beg i n n i ng of the th i rd l i n e .  To advance to the  
OK? (Y  IN )  p rompt, p ress iiW!liD . 

At the O K ? (Y/ N )  prompt, you can  co r rect i n format i o n  by respond i n g N ,  t hen  
bac kspac i ng to  the  i tem you  w i s h  to  co rrect .  Each  t i me you backspace,  the  
syste m re moves the  l ast accoun t  name and n u m be r  ente red , and  pos i t i o n s  the  
cu rso r i n  the amoun t  co l u m n  of  the accoun t  above i t .  To re i n sert the accoun t  
name ,  en te r  the acco u nt n u m be r  aga i n .  

To proceed to the next j o u r n a l  entry sc reen ,  enter  Y at the O K?(Y/N)  pro m pt .  
The system stores the  ent ry on  the d i s kette and  d i s p l ays the  next en try sc ree n .  

Ending General Journal Entries 

To end Genera l  J o u r n a l  en t r i e s ,  s i m p l y  p ress Im at the  next  en t ry s c ree n .  

SU MMARY 

You have com p l eted the p ract i ce sess i o n  fo r data entry. I n  the next sect io n ,  you 
w i l l  l ea rn  how to obta i n  The Act ion  Sa les  Co.  f i n a n c i a l  repo rts . 
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PO ST ING 

F U NCTIONS 

After e nte r i n g  a l l  the  ava i l a b l e  data to the  books of The Act ion  Sa l es Co . ,  you 
may p repare reports,  post accou nts , and pe rform reg u l a r  pe r iod p roces s i n g .  You 
m u st use the Post i n g  D i s kette to perform these fu nct ion s .  

CHAN G I NG T O  T H E  POST I N G  DISKETTE (COMMAN D 2) 

To c h a nge d i s kettes w ithout  re l oad i ng a l l the system i n st ruct i on s  i n to the com
pute r ,  retu rn  to the G E N E RAL ACCO U NTI N G  SYSTEM sc reen by p ress i n g  
B . ( I f y o u  h a v e  j u st com p l eted the l ast q ueued fu nct i o n ,  the  system retu rns  
you to the G E N E RA L  ACCO U N T I N G  SYSTEM sc reen a utomat i c a l l y . )  

Se l ect the C H A N G E  PROG RAM D I S K  fu nct ion  b y  enter i ng  t h e  com mand 
n u m ber :  

The  system d i sp l ay s :  

Remove t he  Data E ntry D i s kette from Dr ive 1 and p l ace i t  i n  i ts envelope.  Then 
i nsert the Post i n g  D i s kette ( l abe l  u p) i nto Dr ive 1 and press the door shut .  Now 
press  mmml . The sys te m  d i s p l ays  the G E N E RA L  ACCO U N T I N G  SYSTEM 
screen of the Post i n g  D i s kette . 

Viewing the G E N E RAL ACCO U NTI NG SYSTEM Screen Display 

N ote the  fo l l ow i ng i tems  on  you r screen d i sp l ay :  

Start-U p  Commands. Con s u l t  t he  Refe rence G u i de  for a com p l ete ex p l a n at ion 
of these fu n ct i o n s .  

Change Program Disk .  T h i s  fu nct ion  was descr i bed in  "Chang i ng to the Post
i n g  D i s kette" above . 

List journals Function . The L I ST JO U R N A LS fu nct i on enab les you to p r i nt  the 
contents  of  the va r i ou s  j o u r n a l s  i n  the Genera l  Accou nt i ng  System . 
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Posting and Period Process ing Function . The POSTI N G  A N D  P E R I O D  P RO
CESS I N G  fu nct ion  e n a b l es you to post accou nts ,  i ss ue  per iod reports , and per
fo rm pe r iod c l os i ngs .  

Display Accounts Function .  The D I S PLAY ACCOU NTS fu n ct i o n  e n a b l es you  
to  exa m i ne the conten ts of  a spec i f i c  accoun t  i n  a j o u r n a l  or  ledger .  

List Sched ules Function .  The L I ST SCH E D U L E S  fu n ct ion  l ets you pr i n t  a l i st i n g  
of a l l  Genera l  Ledger ,  payee/ payor,  vendor ,  c u stomer ,  a n d  e m p l oyee accou n ts 
i n  n u mer i ca l  o r  a l p h a bet i c a l  orde r .  

The  c u rsor  b l i n ks at the  E N T E R  COMMA N D N U M B E R :  p rompt .  To  se l ect a 
fu nct i o n ,  enter  the  cor respond i n g  com m a nd n u m ber .  

U S I N G  T H E  L I ST J O U R NALS F U N CT I O N  (COMMA N D  3 )  

Se l ect t h e  L I ST J O U RN ALS  fu n ct i on by enter i n g  the  n u m be r :  

3 l:m!ml 
The system now d i s p l ays : 

THE A T A R I  A C C O U NTANT 
Gt'A - L:l'. ST J O U RNALS 

COMPANY CO D E : A C TI O N  

O U E U E  COMMANDS : 

1 R U N  Q UEUE 2 E R A SE Q UE U E  

· REPORT COHHAND5 ! 

51 CASH DI SBURS EMENTS 

52 C A S H  R E C E I P T S  

5 3 I N V O I C E  REGISTE R  
54 MERCHANDIS E  PURCH A S E D  

55 C A S H  S A LES 
56 G E N E RAL J O U RNAL 

57 HERCtt . P U R C H A S E D  < DA T E • DU E  5 0RT > 

COMMAND O U E U E : EHPTV 

ENTER COMMAND NUMBER O R  E S C : 

Th i s  fu n ct i on  p r i nts  the va r iou s  j o u r n a l s  to w h i c h  you h ave j u st ente red d ata . 
Before you i ss ue  a n y  L i st J o u rn a l s  commands ,  you may check  you r  p r i nter 
status  by ente r i ng  the P R I N T E R  STAT U S  com m a nd , as descr i bed i n  " Defi n i ng 
Pr i nter Status"  (Com mand 3 3 ,  u n d e r  STA RT- U P  fu nct io ns )  ea r l i e r  i n  th i s  sec
t ion . To p r i n t ,  you r  p r i nter statu s  m u st be O N . A l so the As-Of Date m u st be set . 

Viewing the GIA-L IST J O U R NALS Screen D isplay 

The screen I i sts two Queue com mands  and  seven Report com mands .  

Queue Commands. You may q ueue  L i s t Jou rna l s  com m a n d s ,  j u st as  you d i d  
Data E ntry com m a n d s .  T h e  q ueue  accepts u p  to e i ght  co m m a n d s .  

Report Process ing Commands.  These com m a nd s  p r i n t  the  contents  of the  va r
ious  jou rna l s .  
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Printing Journals 

The c u rsor b l i n ks at the E N T E R  COMMAN D N U M B E R  OR ESC :  p rompt .  For 
p ract i ce ,  enter  eac h com mand in the  q ueue :  

s 1 •;Ji"hH' 
s 2 +;J:+"hH' 
5 3 1;1;111;H• 
54  1;1;111;H+ 
5 5 l;J:iiil;jji 
5 6 1;14111;1�• 
5 7 iiW!iiii 

Now ente r  the  R U N  Q U E U E  com mand : 

Before p rocess i n g  the  f i rst com m a n d ,  the  system d i sp l ays the fo l l ow i n g  caut ion : 

The CAUT ION screen i nd icates that you r pr i nter i s  O N . Press IDl!m to con
t i n u e .  The system now loads a l l  report d ata . Next, i t  beg i n s  p r i n t i ng  the re
ports , beg i n n i ng w i th  the f i rst report i n  the q ueue and cont i n u i ng u nt i l the l ast 
report is f i n i shed . Pr i nt i ng  these reports takes severa l m i n utes . 

As exp l a i ned i n  Sect ion  1 ,  you may i n te rrupt  the report p rocess i n g at any  poi nt  
by enter i n g  one  of the  I nterru pt com mand s :  

I nter rupt Command 
s 
G 
Q 
F 

Function 
STOP 

GO 
Q U I T  

F L U S H  

POST I N G  AN D PERIOD PROCESS I N G  F U N CTIONS (COMMA N D  4) 

To se l ect the POST I N G  A N D  PE R I O D  PROC ESS I N G  fu nct i o n ,  enter the com
m a nd n u m be r  by typ i ng :  
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The system now d i sp l ays : 

THE ATARI ACCOUNTANT 
Ci/A- POST/ PERIOD PROCESS 

COHPANY C ODE: ACTION 

nUEUE COHHANOS : 
1 RUN n UEUE 

POSTING COHHANO: 
lil. P O ST 

2 ERASE QUEUE 

PERIOD REPORT COHHANOS :  
71 PROFIT ANO LOSS 
72 T RIAL BALANCE 
73 BA LANCE SHEET 

PERIOD CLOSING COHHANOS:  
8 1  ENO• OF• HONTH 
82 E N O• OF• QUARTER 
83 ENO• OF• FOURTH• nUARTER 
84 ENO• OF• FISCAL • VEAR 

COHHANO QUEUE : EHPTY 
ENTE R  COHHAND NUHBER OR ESC : 

Viewing the GIA-POST/PERIOD PROCESS Screen Display 

The screen d i s p l ays  fou r  sets of fu nct ions  and  the i r com mand  n u m be rs :  

Queue Commands. A s  before,  you can ente r  the commands  on  the screen i nto 
the q ueue .  However, you m u st perform the post i ng  and per iod report i ng  fu nc
t ions  before the per iod c lo s i ng  fu nct ion s .  

Post ing. The POST func t ion  so rts jou rna l  ent r i es by acco u n t  n u m ber  a n d  
p l aces them i n  the  va r iou s  G e n e r a l  Ledger accou nts . I t  t h e n  pr i nts a l l  t h e  
l edgers . 

Period Reporting. The per iod report i ng  fu nct ions  d i rect the system to pr i n t  
Prof i t  and  Loss  Statements ,  T r i a l  Ba l ances ,  and B a l ance S heets . 

Period Clos ings.  The per iod c l os i n g  fu nct ions  pe rfo rm month-e n d ,  end-of
quarter ,  and  year-end  c los i ngs . 

Posting Accounts 

The POST fu nct ion  sorts a l l j o u rn a l  ent r ies  on the d ata d i s kette by accou nt 
n u m be r , and  then a r ranges them i n to c h rono log i c a l  o rde r .  Afte r sort i n g ,  the 
system posts a l  I j ou rna l  ent r ies to the i r  respect i ve Genera l  Ledge r  accou nts and  
pr i nts t he  l edgers . 

Yo u may execute the POST fu nct ion  any  n u m ber of t i mes befo re the E N D - O F
M O N TH fu nct i on . T h u s ,  you may e n te r add i t i o n a l  t ransact i o n s  in the va r i ou s  
j o u r n a l s  o r  make adj ust i ng en t r i e s  i n  t he  Genera l  Jou rna l . ( N ote that the  E N D
OF-MO NTH funct ion erases a l l j ou rna l  entr ies  for the cu rrent month . )  

T o  post accou nts , enter the POST command  n u m ber  i n to the  q ueue a n d  i n i t i ate 
p roces s i n g  by typ i ng :  

6 1  mmmJ 
1 mmmJ 

The  system d i s p l ays a sc reen rem i nd i ng yo u of you r  p r i n te r  stat u s .  To p roceed , 
p ress li1il!m . N ext ,  the system not i f ies  you tha t  i t  is sort i n g  the  en t r ies  to be 
posted . 
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The system d i sp l ays a STAT U S  l i ne at the bottom l eft of your  screen . The l a rge r 
n u m ber  on the  r i gh t  i nd i cates how many jou rna l  entr i es h ave been made .  The 
s ma l l e r  n u m ber  on the l eft i nd i cates w h i c h  ent ry the system i s  c u rren t l y  sort i ng .  
The  "sort p h ase" of  the post i ng  p rocess ends  when  the n u m ber  on the l eft 
i nc reases to eq u a l  the n u m be r  on  the r i ght .  

Now the  system beg i n s to p r i nt the  Genera l  Led ger .  After com p l et i ng the  Gen
era l Led ge r ,  the syste m p r i nts a l l  the s u bs i d i a ry l edgers ,  i nc l ud i ng the payro l l  
l edger .  When the syste m f i n i s hes p r i n t i n g  a l l  the l edge rs (a l l ow a few m i n utes) , 
i t  retu r n s  you to the G E N E RA L  ACCO U NTI N G  SYSTEM screen fo r another  func
t i on . To retu rn to the GIA- POST/ P E R I O D  PROC ESS sc ree n ,  type : 

4 i;f jlihHI 

Period Report Functions 

You can  pr i n t  Prof i t  and  Loss Statements ,  T r i a l  B a l a n ces ,  and  B a l a n ce S heets at 
any  t i m e .  I f  you p r i n t  these f i n a n c i a l  statements before exec u t i n g  the POST 
fu nct ion ,  the system prod uces reports from the prev ious  month . I f  you pr i nt 
them after execut i n g  the POST fu nct i o n ,  the syste m prod uces reports for the 
c u r rent  month . To p r i nt pe r i od reports , enter  the report co m m a n d s  i n to the 
q u eue and  i n i t i ate p rocess i ng by typ i n g :  

7 1 l;liiiM�i 
72 i;l§iih'll 
73 li'lim 

1 mm 

At the CAU T I O N  screen ,  press Em to cont i nue .  The system beg i n s  pr in t i ng  
the var ious  reports . The system pr i nts the per iod reports i n  the order i n  wh i ch  
you  entered the commands  i n  t he  queue .  (These reports shou ld  match The  Ac
t ion  Sa les  Co . reports in Append i x  A . )  

Profit and Loss Statement (Command 71  ) .  F i rst, t h e  system pr i nts t h e  Prof i t  
and Loss Statement .  
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I N C O M E  

S A L. E S  

C O S T  O F  S A L. E S  

C O S T  D F  S A L. E S  

G F< O S S  P F\ O F I T  

E X P E N S E S  

S A L A R I E S  A N O  W A G E S  

F f\ A N C H I S E  F E E S  

L A U N D R Y  A N D  U N I F O R M S  

C A S H  O V E FU S H O R T  

F< E N T  

U T I L I T I E S  

T E L E P H O N E  

G A R B A G E  S E F< V I C E  

T H E  A C T I O N  S A L E S  C O  
P R O F I T  A N D  L O S S  S T A T E M E N T  

F [ R R U A R Y  2 A t 1 9 8 1  

C U F<F< E N T 

5 8 , 5 5 2 . 9 0 :t. o o . o  

3 5 , 7 6 8 . 6 9 6 1 . l  

2 2 , 7 8 4 . 2 1 :1 1:1 . 9  

1 6 , 2 "t 2 . 5 �i 2 7 . 7  

, 0 II , II 

"t 9 . 2 0  . 1  
1 .  3 7  . 11 

7 5 0 . 0 0 1 . 3  

4 9 5 . 0 8 . 8  

8 3 . ::'if.I • :I. 

6 3 . 5 0  . 1  

R E P A I R S  A N D  M A I N T E N A N C E  

P A Y R O L L. T A X F S  

fl 2 . 7 11 • 1 

3 0 �-� . 2 8 • .  J 

Y E A l'< ·- T O - D A T E  

1 1 7 , Z l. �.'i . 0 6  6 1 . 2  

7 "i ,  �1 2 6 . :1. 3  

3 1 , ::1 8 5 . 1 0  

2 , 4 0 0 . 0 0 

et . . 1 o 
9 2 . 2 9 

6 , 7 �'i0 . 0 0 

2 ,  l. l. 8 . b 5 

2 �:; 2 . �l 7 

1 9 0  . 5 0  

4 3 0 . 2 3 

l , 5 1 7 . 0 7 

3 8 . 8  

1 6 . 4  

1 . 3 

• 0 

• 0 

3 . 5  

1 . 1  

• 1 
• 1 

. 2  

. e  



S U P F' L I E S  l. 0 7 . 0 6 • 2 9 6 8 . Z O , ..,  

I N T E R E S T  E X P E N S E  1 , 8 1 '1 . 8 7 3 . l. 2 ; 5 6 2 . 0 3 1 . 3  

I N S U R A N C E  2 7 . 7 5 • 0 5 0 0 . 6 1  . 3  

T R A V E L  1 �3 .  0 0  • 0 3 0 . '1 5  • 0 

A U TI J  E X F' E N S E  1 3 .  ;> 9  • 0 1 �-�6 . 5 8  • 1 

L E G A L  A N D  F' R fJ F E S S :r lJ N A L  '1 5 . 0 0  . 1  1 2 5 . 0 0  • 1 
F' IJ S T A G E  A N D D F F I C E  S IJ F ' F' L I E S  6 '"J '7 • 0 1 '1 .  o z  • 0 

L I C E N S E S  A N D  F E E S  2 0 . 0 0 • 0 'I 0 .  0 0 • 0 
M A C H . A N D  E Q U I F' . R E N T A L. !> 2 5 . 0 0  • 0 '1 0 . 8 'l • 0 

H O S F' I T A L I Z A T I O N  I N S U R A N C E  • 0 0 • 0 'f 2 FJ . 5 2 • 2 
L O S S E S O N  E: A D  C H E C H S  . o o • 0 1 2 9 . 3 1 • 1 

S E C U FG T Y  E X P EN S E  �5 4 . 0 0 • 1 1 6 2 . 0 0  • 1 
D E F' F< E C I A T I D N  1 t 'l 7 9 . �5 6 2 . 5  3 ,  3 '7 7 . 8 0  l . B  
M I S C E L L A N E D U S  E X F' E N S E  1 2 �3 . 3 0 . 2  1 6 5 . 2 4 • 1 

-- ·- -- - -- -- ··- -- -- -· -- -·· -- -- ·- - -- ·-· ·- - -- -

T O T A L S  2 1 , 8 0 :3 . 3 1 3 7 . 2  5 3 , 9 1 2 . 9 1  2 8 . 1  
-- - -- - ··- -- -- - --

-
- -·- - - - - - - - - - -- -

F' R O F I T  < L O S S > 9 8 0 . 9 0  1 . 7 2 0 , 'H :..1 . 2 2 1 0 . 7  

O T H E F< I N C O M E  

O F F I C E  F< E N T A L  , I I  0 • 0 1 , 9 '1 J. . '1 6 1. 0 

O T H EF< I N C O M E  , I I  0 • 0 1 7 '1 . O EJ • 1 
·····- -- ·-··-· ···· - ··· -- - -· -- - - - - - - -

T O T A L S  • 0 0 • 0 2 , 1 :L 5 . 5 4 1 .  1 

O T H ER E X P E N S E S  

F ED E R A L  I N C O M E  T A X • 0 0 • 0 "l , 5 �) 0 . 0 0  2 • .q 
- -- -- -- - - - - ··- ·- ·-· -·· ·-· -- - - - - - - - - - ·-

N E T  P R O F IT < L O S S ) 9 B 0 . 9 0 l. . 7  1 7 , 9 7 8 . 7 6 9 .  'I 
�= == =� =� =� ::: ::: :::: ::= ::;: ::.. :::: == = = �� ;::: == �.; :;;: :::; ;::; 

T H E  A T A R I  A C C O U N T A N T  

Trial  Balance (Command 72) .  After com p let i ng  the Prof it  and  Loss Statement,  
the system pr i nts a T r i a l  Ba l ance .  

C U R R E N T  A !:i S E T S  

T H E  A C T I O N  S A L E S  C O  
TF<I A L  E: A L.. A N CT 

F E E� R lJ A R Y  2 8 1 1 9 8 1  

1 0 1 0  C A S H  O N  H A N D  

1 0 2 0  C A S H  O N  D E P O S I T  

1 0 3 0  N A T I D N A L  E: A N K  

1 1 1 0  A C C O U N T S  R E C E I V A B L E  

1 1 3 0  E M P L O Y E E  A D V A N C E S  

1 1 5 0  J: N V F N T IW Y  

1 1 7 0  P R E F' A I D  R E N T  

1 1 8 0  P R E P A I D  I N S U R A N C E  

F I X E D  A S S E T S  

l. 5 2 0  M A C H I N E R Y A N D  E R U I P M E N T  

1 5 5 0  A C C U M U L A T E D  D E P R E C I A T I O N  

D T H E F� A S S E T B  

l . 13 0 0 D E P O S I T S  

1 8 1 0 F R A N C H I S E  F E E S  

C U R R E N T  L I A B I L I T I E S  

2 0 1 0  A C C O U N T� P A Y A B L E  

2 0 3 0  S A L E S  T A X  P A Y A R L E  
2 0 '1 0  F I C A  P A Y A B L E 

2 0 5 0  W T T H H O L D I N G T A X  P A Y A B L E  

2 0 6 0  T N C O M E  T A X  P A Y A B L E  

2 0 7 0  N O T E S P A Y A B L E  

F' A G F  

b :3 1 . ;� l 
2 3 , 6 1 �-.'. . 'f l  

2 ,  2 �?. '.'5 . ::111 
-'4 2 , '1 0 7 .  ::M 

:.; 7 '+ . �:; o 
�?. 0 , 2 3 �'i . O O  

1 , 7 '.'"j O . O O  
:J , SH? '5 . 'f 0  

�'!. 6 ,  7 '.'5 '1 .  '1 9 
�5 , 2 7 �'.i . 0 3 -·· 

6 , f"J 6 6 . �5 B 
:1. 0 , 0 0 0 . 0 0  

3 0 , �l :J :L . O B -·· 

4 ,  �-; ::n . 2 B · · 

1! 6 fl  . 1 7 
:I. t 1 :1. :: . •  6 0 -·· 

6 1 2 . f:M ·· 
�:; , 0 0 0 . 0 0 - · 
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C A P I T A L  

3 0 1 0  C A P I T A L  S T U C K  

3 0 5 0  R E T A I N E D  E A R N I N G S  

I N C O M E  

'1 0 1 1  S A L E S  

C O S T  O F  S A L E S  

5 0 1 1  C O S T  O F  S A L E S  

E X P E N S E S  

6 5 2 1  

6 5 3 1 

6 5 '1 1  

6 5 5 :1. 

6 5 6 1 

6 5 7 1 

6 5 8 1. 

6 5 9 1 

6 6 0 :1. 

6 6 1 1  

6 6 3 1  
6 6 '1 1  

6 6 5 :1. 

6 6 6 1  

6 6 8 1 

6 7 0 1  

6 7 1 1  

6 7 2 1 

6 7 3 1 

6 7 '1 1 

6 7 5 1 

6 7 7 1 

6 7 8 1 

6 7 9 1 

S A L A R I E S  A N O W A li E S  

F R A N C H T S [  F E E S  

L A U N D R Y  A N D  U N I F O R M S  

C A S H  IJ V E R / S H O R T  

H E N T  

U TI L I T I E S  

T E L E P H O N E  

G A F\ E: A G E  S E F\ V I C E  

R E P A I R S  A N D  M A I N T E N A N C E  

P A Y FW LL T A X E S  

S U P P L I E S  

I N T E R E S T E X P E N S E  

T H E  A C T I O N  S A L E S  C D  

Tf': I A L  B A L A N C E  

F E B R U A R Y  2 8 , 1 9 8 1  

I N S U f� A N C E  

T R A V E L. 

A U T O  E X P E N S E  

L E G A L  A N D  P R O F E S S I O N A L  

P O S T A G E  A N D  O F F I C E  S U P F� I E S  

L I C E N S E S  A N D  F E E S  

M A C H . A N D  E Q U I P . R E N T A L S  

H O S P I T A L I Z A T I O N  I N S U R A N C E  

L O S S E S  O N  8 A D  C H E C K S  

S E C U R I T Y  E X P E N S E  

D E P R E C I A T I O N  

M I S C E L L A N E O U S  E X P E N S E  

O T H E R  I N C O M E  

8 0 1 1  O F F I C E  R E N T A L  

8 0 2 1  O T H E R  I N C O M E  

8 0 3 1  I N V E N T O R Y  O V E R A G E  

O T H E R  E X P E N S E S  

8 5 1 1  F E D E R A L  I N C O M E  T A X  

8 5 3 1  I N V E N T O R Y  S H R I N K  

8 5 '1 1 S A L E S  D I S C O U N T  

9 9 9 9  I N C O M E  T R A N S F E R  

T O T AL .  

lf1 t 2 8 1.) . 6 9 -
�5 ,  0 2 7 . :3 :::1 -·· 

1 9 1 , 5 4 1  . 1 9 --

1 1 7 , 2 1 �:'.i .  0 6  

:-Jl. , 3 B 5 . l. O  

�? , "f 0 0 . 0 0 

B 6 . 1 0  
9 �?: . ;! 9  

6 , 7 5 0 . 0 0  

2 , 1 1 0 . c, 5 

1 9 0 . '.lll 

"f 3 0 .  �-� 3 
:L , 5 1 7 . 0 7 

9 11 8 . 2 0  

2 ,  �3 6 2 . 0 ::1 

P A G E  2 

5 0 0 . 6 1  

3 0 . '! 5 

1 2 6 . 5 8 

1 2 5 . 0 0  

1 '1 .  0 2  

'1 0 . 0 0  

'1 0 . 8 '1  

't 2 8 . �:1 2 

1 2 9 . 3 1  
1 6 2 . 0 0 

3 , 3 9 7 . 8 0  

1 6 5 . 2 4 

1 ,  9 '1 1 .  '1 6 -

1 7 '! . 0 8 -

• 0 0 

4 , 5 5 0 . 0 0 

. o o  

. o o 
1 7 , 9 7 8 . 7 6 

• O il 

T H E  A T A R I  A C C O U N T A N T  



Balance Sheet (Command 73) . The system now pr i n ts a B a l ance  S h eet of t he  
act i v i t i e s  o f  the month . I f  the Genera l  Ledger conta i n s  more t h a n  22  accou n ts ,  
t h e  system d iv i des ·the  B a l ance  S heet i n to two pages , w i th assets on  the  f i rst 
page and l i ab i l i t i e s  on  the second . 

A S S E T S  

T H E  A C T I O N  S A L E S  c a  
B A L A N C E  S H E E T  

F E B R U A R Y  2 8 , 1 9 8 1  

C U F"� R E N T  A S S E T S  

C A S H  IJ N  H A N D  

C A S H  O N  D E P O G I T  

N A T I O N A L  l:: A N f( 

A C C O U N T S  R E C E I V A B L E  

E M P L O Y E E  A D V A N C E S  

I N V E N T OF < Y  

P F< E P A I D  R E N T  

P R E P A I D  I N S U R A N C E  

T O T A L. C LJ R R E N T  A S S E T S  

F I X E D  A S S E T S  

M A C H I N E R Y  A N D  E Q U I P M E N T  

A C C U M U L A T E D  D E P R E C I A T I O N  

T O T A L. F T X F O  A S S E T S  

O T H E R  A S S E T S  

D E P O S I T S  

F R A N C H I �> E  F E E S  

T O T A L  O T H E R  A S S E T S  

T O T A L  A S S E T S  

L I A B I L I T I E S  

C U R R E N T  L I A B I L I T I E S  

A C C O U N T S  P A Y A B L E  

S A L E S  T A X  P A Y A B L E  

F I C A  P A Y A B L E  

W I T H H O L D I N G  T A X  P A Y A B L E  

I N C O M E  T A X  P A Y A B L E  

N O T E S  F' A Y A F.: L E  

T O T A L  C U R R E N T  L I A B I L I T I E S  

L O N G  T E R M  L I A B I L I T I E S  

N O T E !> P A Y A B L E  

C A P I T A L  

T O T A L  L I A B I L I T I E S  

C A P I T A L  !H O C f( 

R E T A I N E D  E A R N I N G S  

T O T A L  C A F' I T A L  

T IJ T A L  L I A B I L I T I E S  & C A P I T A L  

b 3 t . 2 1  

;!. �l , f .d ;� . 'H 

2 , 2 2 5 . 3 '4 

5 7 '1 . ::1 0  

2 0 , Z 3 5 , 0 0 

1 ,  7 �.' iO . {) () 
'.3 , 1/ (1 5 . 11 () 

2 b , 7 5 il . 'J 9  

( �.'i t  2 7 �:i . 0 :3 )  

6 , 9 6 6 . 5 8 

1 0 , 0 0 0 . 0 11 

'.J O , 3 :l :L . 0 8  

4 , :':i 3 :L. 2 B  

9 6 8 . :1. 7 

1 ,1 1 1 . 6 0  

6 1 2 . f! 't 

5 , o o o . o o 

'l �5 , 0 0 8 . �?. 5  

.lf :L  , �� 8 6 . 6 9 

�.) ' 0 2 7 . :� 3 

9 �.J , 1t :3 1 . ;!. o 

2 1 , 4 7 9  . ... 1 6  

1 1., ,  9 6 6 . 5 8  

1 3 3 , 8 7 7 . 2 4 

4 2 , :'5 �.) 't . 9 7  

8 7 , 5 6 3 . 2 2 

1 3 3 , 13 7 7 . 2 4 

T H E A T A R I  A C C O U N T A N T  

Afte r p r i n t i ng a l l  per i od reports , the system retu rns  to the G E N E RA L  ACC O U NT
I N G  SYSTEM sc ree n .  To proceed to the  Per i od C l o s i n g  com m a n d s ,  reenter 
Com mand  4.  The  system now d i sp l ays the  G /  A- POST / PE R I O D  P ROCESS  sc reen 
aga i n .  

Operating with the Sample Company 2-37 



Period Closing Functions 

Before you ca n open the accou nts for the next acco u n t i n g  per i od ,  you m u st 
c l ose t he  accou nts fo r the cu r ren t  per iod . There are fou r  per i od c l o s i n g  func
t i o n s  i n  the  Genera l  Accoun t i ng  Syste m :  End -of- Month , End -of-Quarte r,  End
of- Fo u rth -Qua rter ,  and  E n d-of- F i sca l - Yea r .  

Queu ing Period Clos ing Functions. Because per iod c l o s i n g  fu n ct ions  affect 
a l l  you r jou rn a l  en t r ie s ,  the  system q ueues them d i fferent l y fro m othe r fu n ct io n s .  
W h e n  y o u  ente r  a per iod c l o s i n g  command n u m ber,  t h e  system f i rst d i sp lays a 
l i st of fu nct ions  w h i c h  m u st be performed before the funct ion you are queu i ng i s  
execu ted . I f  you h ave not performed t h e  l i sted fu nct ions ,  press t h e  Im key to 
retu rn  to the GIA- POST/PER IOD PROCESS screen . If you have performed the 
req u i red fu nct ions ,  type : 

CONTI N U E  i;i;ii!MI 

The  syste m q u e ues  the  command  n u m ber .  

End-of-Month Closing (Command 81 ) .  Execute th i s  co m mand  on ly  after you 
a re sat i sf ied that  a l l  of you r j o u rn a l  ent r ies ,  i n c l ud i ng f i n a l  Genera l Jou rna l  
adj ust i ng en t r i e s  fo r the month , are comp l ete and  correct .  The  E N D-OF
M O N T H  com mand  erases a l  I j ou rna l  en t r ie s .  E nte r the E N D-OF- MONTH 
com mand  by typ i ng :  

a 1 1m1111;a+ 

Before q u e u i n g  the  com mand , the system d i sp l ay s :  

THE ATARI ACCOUNTANT 
G;A- P O S T ; PE RIOD PROCESS 

COHPANV CODE : AC T I ON 

THE E N D • Of• HONTH COHHAND HA S  B E E N  

R E OU E S T E D .  B E FO R E T HIS C OHHAN D I S  

E K E CU T E D, T H E f OLLOMIN G  H U S T  H A V E  

B E EN PE RfORHE D :  

1 .  ' ST A NDAR D ' ENT R I E S  AR E  HA DE . 

2 .  ALL J OURNALS ARE PRINTED . 

3 .  ' POST ' HAS BEEN E X E CU T E D . 

4 .  FINANCIAL ST ATEHENTS A R E  P RINTE D .  

5 , A BAC K UP DISK HAS B E E N  H A D E . 

TO ENO U E U E  T H I S  C OHHAND , 

E N T E R  1 CO N T I N U E 1 • 

OTHERWIS E ,  P R ESS E SC . 

N ote that  i n  the sam p l e  company,  you do not need to be concerned w i th "Stan
dard "  ent r ies . A l so ,  because th i s  i s  on ly  a tra i n i ng exerc i se,  i t  i s  not necessa ry 
to back u p  The Act ion  Sa l es Co .  d i s kette . 

Proceed by typ i ng :  

CONTI N U E  i;!iiii@I 

The  system retu rns  to the G /  A- POST PE R I O D  PROCESS  scree n ,  s how i n g  Com
m a n d  81 in the q u e u e .  Now enter the R U N  Q U E U E  com mand : 

1 i;ljlli;I�• 

The system now beg i n s  t he  month l y  c l os i ng  fu nct i o n ,  and  d i sp l ays  a screen 
te l l i ng you w h i c h  l ed ger i t  i s  cu rrent ly  process i ng .  After the  system h as pro-
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cessed a l l fou r  ledgers ,  i t  retu rn s  to the  G E N E RA L  ACCO U N T I N G  SYST E M  
scree n .  ( For i n format ion  on  other  per iod c l o s i n g  fu n ct i ons ,  con s u l t  t h e  Refer
ence G u ide . )  

DISPLAYI N G  ACCOU NTS (COMMA N D  5)  

To d i s p l ay the ba l ances fo r each  accou nt,  ente r  t he  D I S P LAY ACCO U NTS com
mand n u m ber at the G E N E RA L  ACCO U NT I N G  SYSTEM scree n :  

s mm 
The system sorts the accou nts i n  n u mer i ca l  order ,  a n d  then  d i sp l ays  t he  G / A
D I S PLAY ACCO U NTS sc reen . 

The  sc reen d i s p l ays the sc reen t i t l e  and  a set of i n st ruct i o n s  at the  l ower  l eft 
corner  of your  d i s p l ay sc reen . 

To d i sp l ay an  account ,  enter a Genera l  Ledger acco u nt n u m ber  o r  a c u stomer  or  
ve ndor  n u m be r  at the c u rsor pos i t i on . To  ente r  a Genera l Ledger  accou nt  
n u m ber ,  s i m p l y  ty pe the n u m ber ;  to  enter  a cu stomer or vendor  n u m ber ,  use  the  
pref ix  C or V before the n u m be r .  Fo r  exa m p l e ,  to  v i ew the  accou nt  of C usto mer  
1 ,  type :  

Cl  li1im 
The system d i s p l ays the  B a l ance  Forwa rd and  Cu r ren t  B a l a n ce a m o u nts fo r th at  
accoun t .  In  the case of Genera l  Ledger accoun t  n u m bers ,  the  system i te m izes  
the B a l ance Forward amou nts a n d  i nd i cates the  type of e ntry ,  such as  Cas h  
D i s b u rsements or  Merch a nd i se Purchased . 

You may d i sp l ay as many  i n d i v i d u a l  accou nts as you w i s h ,  u s i n g  th i s  proce
d u re .  (To v i ew a l l  of you r  accoun ts at once, u se the L I ST JOU RNALS  fu nct ion 
d i sc ussed ear l i e r  in  th i s  section . )  To retu rn  to the G E N E RAL  ACCO U NT I N G  
SYSTEM scree n ,  p ress Im . 

LI STI N G  ACCO U N T  SCH E D U LES (COMMA N D  6) 

To l i st you r company sched u l e  of accou nts , enter the L I ST SCH E D U L E S  com
mand n u m ber  at the G E N E RA L  ACCO U NT I N G  SYSTEM screen : 

6 1'Sm 
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E NDING THE 

G E NE R AL 
ACCO UNTIN G 
SY STE M 
SE SSIO N  

The system rem i nd s  you o f  you r pr i n te r  status b y  d i sp l ay i n g  a caut ionary sc reen . 
I f  necessary,  u se the START- U P  COMMAN DS to tu rn  the pr i nter O N - L I N E .  
Otherw i se ,  p ress mm to cont i n u e .  T h e  system now d i sp l ays the GIA-L I ST 
SC H E D U LES  scree n .  

The  sc reen d i s p l ays a l i st o f  commands  w h i c h  en a b l e  y o u  t o  p r i n t  y o u r  sched u l e  
o f  accou nts n u mer i ca l l y o r  a l ph a bet i ca l l y .  You c a n  a l so p r i n t  you r  l i st o f  Gen
e ra l  Ledger  accou nts and  you r  sta ndard ent r i e s .  

At the  G I A- L I ST SC H E D U LES  sc ree n ,  enter today ' s  d ate at t he  b l i n k i n g  cu rso r 
pos it ion . For exa m p l e :  

0 2 1 2 818 1 1u;111;111 
The system prompts you to se l ect a command n u m ber .  For exam p le ,  to l i st the 
accounts in you r  Genera l Ledger, type : 

1 mm 
The system pr i nts the Genera l  Ledger Accou nts schedu le ,  and retu rns  to the 
GIA-L I ST SCH E D U LES  scree n .  Se l ect another L I ST SC H ED U LES command or  
press  Im to retu rn  to the  G E N E RA L  ACCO U NT I N G  SYSTEM scree n .  

You have now f i n i shed m a k i n g  pract ice entr ies t o  t h e  books o f  T h e  Act ion Sa les 
Co . At th i s  poi nt ,  you may repeat a l l  or  part of the pract ice sess ion ,  go on to 
Sect ion  3 ( "Creat i n g  and  Ed i t i ng  You r Company Books" ) ,  or end the sess ion . 

To end the sess i on ,  press the Im key to retu rn to the G E N E RAL ACCOU NTI N G  
SYSTEM screen . T h i s  enab les  t h e  system t o  record a l l t ransact ions  be i ng entered 
and to comp l ete fu nct ions  wi thout  los i n g  any data . To tu rn  off the system,  press 
the POW E R  switc h  on  the ATAR I  800 computer to the OFF pos i t ion . 

Remove the  d i s kettes from both d i sk d r i ves ,  and i n sert them i n  the i r  p rotect i ve 
enve lopes . I f  you do n ot w i s h  to use you r AT AR I  800 Person a l  Com p uter System 
fo r another  app l i cat i on ,  be s u re to t u r n  off the power to a l l  other com ponents .  

2-40 Operating with the Sample Company 







C REAT I NG 

ACCOU NT S 

3 

CREAT ING AND EDI T ING 

YO UR COMPANY BOO KS 

Sect ion  2 s howed you how to use t h e  Genera l  Accou nt i n g  Syste m to a u to mate 
the norma l  rout i nes  of bu s i ness  acco u n t i n g .  There ,  you en te red tra n sact i o n s  i n  
the books of a demonstrat ion  compa n y .  You u pdated i ts j o u rn a l s , posted i ts 
accoun ts ,  p r i nted i ts  reports , and  perfo rmed i ts per iod c l os i ngs .  

I n  th i s  sect i on you w i l l  create a se t  of books  for you r own compa n y .  Tha t  i s ,  you 
w i l l  l ea rn  to t ran sfer you r ex i st i ng acco un t  structu re to the  Genera l  Accou nt i ng  
System . 

Norma l l y ,  you create a set of books o n l y  once ,  u n l ess  you start an othe r  com
pa ny .  H owever ,  you may occas iona l l y  need to add o r  d e l ete accou nts o r  
c h a nge accoun t  n a mes .  You  may a cc u m u l ate new c u stomers ,  c h a nge ve ndors ,  
i n se rt or  remove e m p l oyee pay ro l l acco u n ts ,  a n d  so forth . I n  th i s  sect i o n ,  y o u  
w i  I I  a l so l earn  t o  perfo rm the  occas iona l  t a s k  o f  editing you r com pany ' s books . 

The accou nt i n g  concepts and  proced u res u sed i n  th i s  sect ion  a re exp l a i ned fu l l y 
i n  the Business Man ager's Companion Guide w h i c h  accompan ies th i s  m a n u a l . 
The examp les u sed i n  t h i s  sect ion  a re taken from the cha rt of accou nts and  
the books of The Act ion  Sa l es Co.  

Before c reat i n g  a set  of computer i zed books w i th the  Genera l  Acco u n t i n g  Sys
tem ,  you shou l d  o bta i n  and  ass ign n u m bers to you r  co m p l ete c h a rt of accou nts . 
A t r i a l  ba l an ce from yo u r  ex i st i ng  books m ay p rov i d e  a n  adeq u ate c h a rt of 
accou nts . I f  you h ave any d i ff i c u l ty esta b l i sh i ng a c h a rt of account s ,  con s u l t  
you r  Cert i f i ed Pub l i c  Accou ntan t .  ( For  s a m p l es o f  va r ious  c h a rts o f  accou nts ,  
see the  Business Manager's Companion Guide.) 

ASSI G N I N G  ACCO U N T  N U MBERS 

After you h ave a cha rt of accou nts prepared , you m ust ass i gn to each account  a 
u n i q ue n u m ber .  The Genera l  Accoun t i ng  System req u i res that certa i n  types of 
accou nts  be a ss i g n ed c e rta i n  ra n ges  of n u m bers ,  i n  accord w i t h  stan d a rd 
accoun t i ng  pract i ces . 

Applying the General Numbering Rules 

Acco u n ts fa l l  i n to d i ffe rent categor ies  o r  ty pes . For  exam p l e ,  a " Repa i rs a n d  
Ma i n te n a n ce" accou n t  i s  an  expense acco u nt ,  whereas a " S a l es-Merc h a n d i se" 
acco u n t  is  an income accoun t .  

Each  category o f  acco u n ts ha s  a range o f  n u m bers  w h i c h  can  be  ass i gned to  t he  
accoun ts w i th i n  i t .  Fo r  exa m p l e ,  you can  ass i g n  a Cu rren t  Asset acco u n t  any  
n u m ber f rom 1 000 to  1 49 9 .  
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Because the Genera l  Accou nt i n g  System I i sts accounts on the B a l ance Sheet 
i n  ascen d i n g  n u mer ica l  o rder ,  you shou ld  ass ign accou nts i n  the order i n  wh ich  
you  want  them p r i n ted on  the B a l ance Sheet.  For  examp le ,  account  1 0 1 0-
CASH O N  H A N D wou ld  appear on the Ba l ance Sheet before accou nt 1 050-
ACCO U NTS R EC E I VA B L E .  

N u mber  you r accoun ts as  fo l l ows :  

Account Type 
Cu rrent  Assets 
F i xed Assets 
Other  Assets 
Cu rrent L i a b i l i t ies  
Long-Term L i a b i l i t i es 
Cap i ta l  
I ncome 
Cost of Sa l es 
Expense 
Other  I n come 
Other  Expense 

Range of Numbers 
1 000 - 1 499  
1 500 - 1 799  
1 800 - 1 99 9  
2 000 - 2 5 99  
2 600 - 2999  
3 000 - 3 99 9  
4000 - 4 9 9 9  
5 000 - 5 99 9  
6000 - 7 9 9 9  
8000 - 8499 
8500  - 8999  

Applying Special-Purpose Numbering Rules 

The  Genera l  Acco u nt i ng  System enab les  you to mod i fy the a bove n u m ber i ng  
system to  ach i eve pa rt i c u l a r  res u l ts ,  s u c h  as conso l i d ated and  depa rtmenta l i zed 
Prof i t  and  Loss Statements . 

Consol idat ing Accounts. I n  the  Genera l  Accou nt i ng System ,  a/ /  balance sheet 
accounts beginning with the same three digits consolidate to the lowest num
bered account. 

For  exa m p l e , s u p pose you w i s h  to conso l i d ate the fu nds  depos i ted at th ree 
ban ks i nto a s i n g l e  Cash  on Depos i t  contro l l i ng account :  

G/l  Acct . No .  
1 02 0  
1 02 1  
1 02 2  
1 02 3  

Account Name 
CAS H ON D E POS IT  
F I RST N AT I O N A L  BA N K  
C ITY N AT I O N A L  BAN K 
AM E R I CA N  NATI O N A L  BAN K 

Amount 
$ 0 . 00 

1 0 , 000 . 00 
5 , 000 . 00 
5 , 000 . 00 

When p r i n t i n g  the B a l ance  Sheet, the  system conso l i dates a l l  these accou nts 
i nto the Cash on  Depos i t  accou nt n u m ber  1 020 ,  show i ng the tota l of $ 2 0 ,000 . 

Obtain ing  Mult ip le Profit and Loss (Operat ing) Statements. To obta i n  o n l y  
o n e  Profi t and  Loss Statement  fo r t h e  ent i re company ,  end every Income and 
Expense account number with the same digit .  You may use a n y  d i g i t  from 0 
th rough  9 .  For  exa m p l e :  
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Account Name 
SALES 
COST OF  SALES 
SA LA R I E S  AN D WAG E S  
I NTE REST E X P E N SE 
OT H E R  I N COME 
FED I N COME TAX 

G/L Acct. No.  
40 1 1 
5 0 1 1 
6 5 2 1 
664 1 
802 1 
8 5 0 1  



To obta i n  sepa rate Prof it  and  Loss State ments for each store o r  depar tment ,  end 
the Inco me and Expense account numbers with the same digit for each store or 
departm ent. For exa m p l e :  

Home Store Store Store 
Account Name Off ice , No.  1 No.  2 No.  3 

SALES  4 0 1 0 4 0 1 1 40 1 2 40 1 3  
COST O F  SA LES  5 0 1 0 5 0 1 1 5 0 1 2 5 0 1 3 
SALA R I ES  A N D WAG ES 6 5 20 6 5 2 1 6 5 2 2  6 5 2 3  
I NT E REST E X P E N S E  6 640 664 1 6642  6643  
OTH E R  I N COME 8000 800 1 8002 8003 
OTH E R  E X P E N S E  8 5 00 85 0 1  8 5 02 8 5 0 3  

T h e  l ast d i g i t  i s  t h e  s a m e  for e a c h  gro u p .  Y o u  can  u se t h i s  n u m ber i n g  conven
t ion for 1 0  stores o r  departments (0 t h rough 9) . Th i s  n u m ber i ng  system prod u ces 
up to 1 0  sepa rate Prof i t  and Loss Statements ,  p l u s  a s u m mary Profit and Loss 
Statement cover i ng a l l  the stores o r  departments . 

The I ncome Transfer Account 

One except ion  to the a bove n u m ber i ng system is acco u n t  9999- I N CO M E  
TRAN S F E R, a system feat u re w h i c h  c a n n ot b e  c h a n ged or  d e l eted . The I N CO M E  
T RA N S F E R  accou n t  moves t h e  a m o u n t  o f  prof i t  o r  l oss  for t h e  c u r rent  pe r iod to 
the C U R R E N T  E A R N I N G S  acco u n t  i n  the Cap i ta l  sect i o n  of the B a l a nce  S h eet .  

CREATI N G  G E N E RAL LEDGER ACCO U NTS 

Use the Data En try Progra m D i skette to c reate Genera l  Ledger acco u n ts .  I n se rt 
the Data E n try D i s kette i n to Dr i ve 1 and  t u r n  o n  the syste m .  At the  G E N E RA L  
ACCO U N T I N G  SYST E M  sc reen ,  enter  the  ACCO U NT MAI N TE N AN C E  fu n ct i o n  
b y  typ i n g :  

4 mmm 
The system d i sp l ay s :  
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The G I A-ACCO U N T MA I N T E N A N C E  sc reen d i sp l ays  two fu nct i o n s :  

• T h e  CREATE ACCOU NTS fu nct ion (Command 21) enab les t h e  system to a l lo
cate the proper amount of d i skette space for you r  accou nts . 

• The EDIT  ACCOU NTS fu nct ion (Com mand 22) enab les  you to add,  change ,  
de lete, and  d i sp l ay accou nts and acco u nt prom pts . 

At the G I A-ACCO U N T  MAI N T E N A N C E  sc reen , en ter  the C R EATE ACCO U NTS 
com mand  by typ i ng :  

2 1 mm 

The syste m d i sp l ay s :  

T H E  A T A R I  A C C O U N T A N T  

G�A - C R E A T E  A C C O U N T S  

I N STALL I N  D R IVE 2 ,  T H E  D ISK T H A T  M I LL 

C O NT A I N T H E  N E W  G E N E R AL L E DG E R  D A T A . 

T H IS F U N C T I O N  W I L L  D E S T R O Y  A L L  D A T A  

T H AT I S  C U R R EN T L Y  ON T H I S  D I S K . 

T H E R E F OR E ,  U SE CAUTION A N D  I N S E R T  T H E  

C OR R E C T  DISK . 

TO C O N T I N U E , E NT ER T H E  6 • C H A R A C T E R  

COHPANV CO D E  WH I C H  MILL I DE N T IFY T H I S  

D A T A  D I SK, 

.. OR .. 

PRESS E S C . 

The C REATE ACCOU NTS fu nct ion formats the data d i s kette to record both the 
General Ledger accou nts and the transact ions  made to them,  and names the 
f i l es to be conta i ned there .  

Caution :  Beca use th i s  fu n ct ion  e rases a l l  data on  t h e  d i s kette , b e  ca refu l to 
se l ect e i t he r  a b l a n k  d i skette or one  whose contents you do not w i s h  to kee p .  
I n sert the  new data d i s kette i nto Dr i ve 2 and  p ress the d o o r  sh ut .  ( I f the d i skette 
i s  wr i te-p rotected , be s u re to rem ove the wr i te-p rotect tab . )  

Now type the s i x-ch a racter company code by wh ich  you i ntend to  ident i fy th i s  
d i s kette , and  press l;iiill@I . You may u se e i t he r  l ette rs o r  n u m bers for you r  
company code ;  h owever, t h e  fi rst cha racter m ust b e  a letter .  Th roughout th i s  
sect ion ,  The Act ion  Sa l es Co.  i s  u sed for exam p les .  The  system now d i sp lays 
these i nstruct ion s .  
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THE ATARI ACCOUNTANT 

G/A - CREATE ACCOUNTS 

COHPANV CODE : ACTION 

ENTER TH E  TOTAL NUMBER OF G/L ACCOUNT S 
PLUS T H E  TO TAL NUHBEA OF C USTOMERS 

PL US THE TO TAL NUMBER OF VENDORS 
PLUS THE TO TAL HUMBER OF PAYEES 
PLU S  THE TO TAL NUMBER OF EMPLOYEES 
IN THE SVSTEH <HAMIHUH> . .  , . . . .  O 

ENTER MAXIMUM NUMBER OF 

EMPLOYEES IN THE SYSTEM O 

ENTER THE NUMBER O F  

1 P AVROLL 1 ACCOUNT S  , , . . . . .  , . ,  0 

RESULTING APPROXIMATE JOURNAL 
ENTRY CAPACITY , , , , , , , , , , , , , ,  2500 

The A P P RO X I MAT E J O U R N A L  E N T RY CAPAC ITY l i ne at t he  botto m of the  
sc reen i nd i cates the  approx i m ate n u mber  of j o u rna l  en t r i es ( t ran sact i o n s) you r 
d ata d i s kette can h o l d . As you enter  the  acco u n t  m ax i m u m  n u m bers  w h i ch the  
sy ste m req uests ,  the res u l t i n g  j o u rn a l  ent ry capac i ty n u m ber  may dec rease .  

The cu rsor b l i n ks at the  E N T E R  . . .  G/L  ACCO U NTS l i ne .  Before typ i n g  a n u m be r ,  
add  t he  tota l n u m ber  of Genera l  Ledger accou nts, c u stomers ,  vendors ,  payees/ 
payors, and emp loyees you h ave . I n c rease that tota l by roug h l y  1 5  percent  to 
ensu re adeq u ate growth space for each category . N ext, enter  the res u l t .  For  
examp le ,  i f  you h ave a tota l of 42  acco u nts,  a 1 5 -percent i nc rease g ives you a 
rou nd n u m ber  of 5 0 .  Type : 

50 mm 
The system prom pts you to spec i fy how many  of these a re e m p loyee accou nts .  
Add about 1 5  percent t o  t h e  tota l n u m ber  o f  e m p l oyees, and  enter t h e  n u m ber .  
(The  system hand l es e m p l oyee accou nts sepa rate l y , red u c i n g  t he  tota l n u m ber  
of  accou nts rece i v i n g  standard tra n sact ion  spate) . For  examp le ,  i f  you h ave 1 3  
emp loyees, e nter a n u m ber s uch  as : 

1 5  mm 

At the PAY ROLL  ACCO U N TS l i ne ,  en ter  the  max i m u m  n u m ber  of payro l l  ac
cou nts w h i ch apply to all e m p l oyees;  fo r exa m p l e , gross wages,  F I CA paya b l e ,  
fed era l i n come tax w i t h he l d ,  state tax , and  a n y  i n s u ra n ce and  sav i ngs acco u n ts 
used for e m p l oyee deduct ions  ( m ax i m u m  of 9) . For  exa m p l e :  

3 mm 

After you enter  the n u m ber  of payrol  I accou nts ,  a prompt asks you to ve r i fy you r  
entr ies .  I f  you respond N a t  the O K ? (Y/ N )  prom pt, the system moves the cu rsor 
back to the PAY ROL L  ACCO U NTS l i ne .  F rom there, you can bac kspace to any  
entry pos i t ion  on  the screen and  change a n u m ber .  Press the mm:ml key re
peated l y  u nt i l you retu rn  to the O K ? (Y/N )  p ro m pt .  

When you respond Y to the prom pt, the system fi rst form ats the data d i s kette i n  
D r i ve 2 ,  a n d  then a l l ocates space fo r a l l  acco u nts a n d  en t r i e s .  D u r i n g  the  
a l locat ion  p rc;iced u re ,  the system d i sp l ays a STAT U S  l i ne wh ich  i n d i cates the 
percentage of d i s kette formatt i n g  com p leted . When formatt in g  i s  com p leted , the 
system advances to the GIA- E D I T  ACCO U N TS scree n .  
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E DI TING 

ACCOUNTS 
AND 

PROM PTS 

The E D IT function of the General  Accounting System enables you to modify a l l  
or part o f  you r  accoun t i ng  records .  After you c reate you r  accou nts , you can 
A D D  n e w  acco u nts , C H A N G E  e x i sting acco u nts , D E L E T E ,  D I S P L A Y ,  or  
SCROL L any account. 

Y o u  c a n  a r r i ve at t h e  s c re e n  s h o w n  h e re e i t h e r  t h ro u g h  t h e  C R E ATE  
ACCO U NTS  fu nc t ion  desc r i bed a bove, or  by ente r i n g  4 o n  the G E N E RAL 
ACCO U NT I N G  SYSTEM screen and then ente r i ng  22  on the  GIA-ACCOU NT 
MAI N T E N A N C E  SCRE E N .  

2 
3 
• 
5 
6 
7 
6 
'} 

1 0 
11 

THE ATARI ACCOUNTANT 

Gl'A - EDIT A CCOUNT S  

COMPANY CODE : ACTION 

E DIT G E N E RAL LEDGER 

EDIT COMPANY CONFIGUR A T I O N  

EDIT CUSTOMERS 
EDIT VENDORS 

EDIT EMPL O YEES 
ED IT PAYEE s/PAVORS 
ED IT I NVOIC E REGISTE R  PROMPTS 
EDIT MERCH . P URCHAS ED PROMPTS 
EDXT CASH 5 ALE5 PROHPTS 
ERASE J O U RNAL ENTRIES 
CREATE STANDARD ENTRIES 

ENTER COMMAND NUHBER OR E 5C : 

CREATI N G  T H E  G E N E RAL LEDGER (EDIT  COMMA N D  1 )  

At the  GIA- E D IT ACCO U N TS scree n ,  enter the  co mmand  to ed i t  the Genera l  
Led ger :  

T h e  system d i sp l ays  t h e  GIA- E D IT I N G  G I L  ACCO U N TS sc reen . 

To create you r  Genera l  Ledger,  you shou l d  h ave on  hand  your  com p l ete l i st of 
Genera l  Ledger acco u nt names and the n u m bers you h ave ass i gned to the m .  

T h e  t i t l e  l i nes conta i n  yo u r  new company cod e .  Beneath the  t i t l e  i s  a b l a n k  
a rea w h i c h  se rves as a "w i ndow" where t h e  syste m d i sp l ays en t r i es and  ed i t i ng 
fu n ct i o n s .  
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The l ower h a l f  of the sc reen d i s p l ays a l i st of f i ve com ma n d s :  t he  D I S P LAY,  
C H A N G E ,  A D D ,  D E L ET E ,  and  SCRO L L  com m a n d s .  To c reate t he  va r i o u s  l ed 
gers and  prompts ; y o u  m ust u se co mmand  3 ,  t h e  A D D  co m m a n d .  (The  other  
co mmands  a re d i scu ssed l ater u nder  " Ed i t i n g  Acco u nts . " )  

T o  a d d  Genera l Ledger acco u n ts ,  se l ect the  A D D  com m and by ty p i ng :  

3 mmm 

I n  the  w i ndow,  the system d i sp l ays  the fo l l ow i n g :  

ADD I N G  N EW G I L  ACCOU NTS 
N O :  
NAM E :  

T h e  prom pt l i ne a t  the bottom o f  the screen reads  E N TER N EW G I L  ACCO U NT 
N U M B E R  O R  Im 
The cu rsor b l i n ks at the N O :  pos i t i on . En te r the fou r-d i g i t  n u m ber  of you r f i rst 
Genera l  Ledger accou nt .  Fo r exa m p l e :  

1 0 1 0  mmm 

The pro m pt l i ne at the botto m of the screen now reads  E N T E R  N EW GI L AC
CO U N T N A M E .  The c u rsor  b l i n ks at the N AM E :  pos i t i o n . Type the acco u n t  
n a m e .  F o r  exa m p l e :  

CASH ON HAN D  IDzm 
Now the syste m d i sp l ays the O K ? (YI N )  prom pt.  Ve r i fy the  e ntry . 

At the next N O :  pos i t i on , enter the second Genera l  Ledger acco u n t  n u m be r .  
Then  fo l l ow the p roced u re j u st desc r i bed fo r en ter i ng the  n a m e .  Co nt i n ue i n  
th i s  man ner  un t i l you f i n i s h  add i ng a l l  you r Genera l  Led ger acco u nts . 

I f  you en te r  the same accou n t  n u m ber  tw i ce ,  the  system f l a shes  the  mes
sage E R RO R :  GIL  ACCO U N T A L R E A D Y  E X I STS . To cor rect t he  s i t u at i o n ,  
press mZ!lm a n d  enter t h e  proper accoun t  n u m ber .  You do not have t o  enter  
account  n u m bers i n  n u mer ica l  seq uence . The system automati ca l l y a rranges 
accou nts in n u mer ica l  order .  After you enter a l l  your  Genera l Ledge r  accou nts, 
press Im u nt i l  you return  to the GIA- E D I T  ACCO U NTS scree n .  

I f  y o u  exceed t h e  space a l l ocated o n  you r d i s kette fo r acco u nts a n d  st i l l  h ave 
accou n ts to e nte r ,  you may rea l l ocate the s pace by u s i n g  the R E A L LOCATE 
D ISK S PACE fu nct ion desc r i bed in  Sect ion  4 .  

CREAT I N G  THE COMPA N Y  CO N F I G U RAT I O N  
( E D I T  COMMAN D  2 )  

T h e  Com pany Conf i gu rat ion  t ies  together t h e  w h o l e  accoun t i ng  system for the 
com pute r .  The  conf igu rat i on  i n tegrates a l l  l ed gers and a l l ows the Gene ra l  
Accoun t i ng  System t o  automate the process o f  ente r i ng tra nsact ions  a n d  post i n g  
accou nts t o  t h e  proper books . 

At the GIA- E D IT ACCO U N TS scree n ,  enter  the command  to ed i t  the  Company  
Conf i g u rat ion : 

2 mmm 
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The system d i sp l ays the GIA- E D IT COMPAN Y  CON F I G U RATION scree n .  

T H E  A T A R I  ACCOUNTANT 

G/A - E D I T  COMPA NY C O N F I G U R A T X O N :  A C T I O N  

PRINTED COMPANY NAHE : 

O < - - CAPITAL I N C OHE A C C O U N T  

O < - - I N V O I C E  REGIST E R  A / R  A C C OUNT 
o < -- I NVOI C E REGISTE R  C U RS O R  HETHOD 

O < - - HER C H . P U R C H . JNL A/P A C C O U N T  

N< - - C A S H  S A LES J O U RN A L  I N D I C ATOR 

O < -- C - D  JNL CASH C REDIT ACCOUNT 

0 <-- t - R  JNL & INU R E G  CASH DB A C C T  

3< - - N U H B E R  OF P A Y R O L L  A C C OUNT S 

ENTER PRINTED COHPA N V  MAHE 

Th i s  sc reen d i s p l ays a l i st of acco u n t  types wh i ch correspond to the var i ous  
j o u r n a l s  and  reg i ste rs : 

Pri nted Company Name. Al though you h ave ass i gned a company  code  w h i c h  
i den t i f i e s  t h e  data d i s kette , y o u  m ust n o w  spec i fy a fu l l  company  name w h i c h  
you  w a n t  p r i n ted o n  a l l  repo rts and  f i n a n c i a l  statements .  

Capital I ncome Account .  The system u ses the Genera l  Ledger Cap i ta l I ncome 
acco u n t  n u m ber  to p rod uce the  Ba l ance Sheet and  the Prof i t  and  Loss State
ment .  The  part i cu l a r  n u m ber  and  name  of th i s  accou nt depend on you r own 
acco u nt i ng  req u i rements . 

I nvoice Register Accounts Rece ivable Account .  The system cha rges c red i t  
s a l es from t h e  I n vo ice  Reg i ste r t o  a des ignated Acco un ts Rece ivab le  accoun t .  

I nvoice Register Cursor Method . The system l ets you se l ect one  of  th ree 
method s of n u m ber i ng  i nvoi ces : automatic numerical sequencing, where the 
system i n c reases the  n u m ber  of each i nvo ice by one; required alphanumeric 
numbering, where you m u st enter  a n  i n vo i ce n u m be r  con s i st i ng  of n u m bers or  
l ette rs ;  o r  optiona l alphanumeric numbering, where you may omit  the  i nvo i ce 
n u m ber .  

Merchand ise Purchased Journal Accounts Payable Account .  The system 
c red i ts  a des i gnated Accou nts Paya b le  acco u nt fo r sa l es from the Merchand i se 
Pu rch ased Jou rna l .  

Cash Sales Journal  I nd icator .  By ente r i ng  Y ( fo r  Yes) o r  N ( fo r  No ) ,  you te l l the 
system whether your accoun t i ng  system u ses a Cash Sa les Jou rna l  or  not. Cur
rent ly ,  the i n d i cator i s  set to N .  

Cash Disbursements Journal  Cash Cred it Account .  T h e  system c red i ts  the 
des i gnated ba n k  acco u nt for ent r ies to the Cash D i s b u rsements Jou rn a l . 

Cash Receipts Jou rnal and Invoice Register Debit Account .  The system deb its 
the des i g n ated accoun t  fo r cash sa le s  from the I nvoi ce Regi ste r and  cash re
ce i pts from the Cash Rece i pts Jou rna l . 

N umber  of Payro l l  Accounts .  The  system c h a rges o n l y  one  cont ro l l i ng 
accoun t  for gross sa l a r ies  and  wages .  I f, d u r i ng the C REATE ACCO U NTS func
t ions,  you i n d i cated the use of more than one payro l l  account ( that i s ,  a con-
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tro l l i ng account  and  one or more s u bs i d i ary accou nts) ,  the system here d i s p l ays  
the  n u m ber  of accoun ts you s pec if ied , and asks for the account n u m bers and  
names when  you  add  the payro l l  i nformat ion . 

When the c u rsor b l i n ks be low the P R I N T E D  COMPA N Y  N AM E :  prom pt, e nte r a 
name of u p  to 70 cha racters . For examp l e :  

THE  ACTION SALES CO .  liIDI 

Now the c u rsor  b l i n ks i n  fron t  of the  zero i n  the  CAPITAL I N CO M E  ACCO U N T  
l i ne ,  a n d  the prompt a t  the  bottom o f  the  sc ree n te l l s  you  to E N T E R  A PP RO PR I 
AT E ACCT N O .  F rom you r  c h a rt o f  accou nts ,  se l ect the  Gene ra l  Ledger acco u n t  
n u m ber  y o u  a re us i ng fo r Cap i ta l  I n come,  and  enter  i t .  F o r  exa m p l e :  

3050 mm 
The system searches you r new l y  c reated Genera l  Led ger fo r that  n u m ber  and  
d i sp l ays  the  acco u n t  name  at the bottom o f  the  scree n ;  fo r exa m p l e ,  3050 :  
RETA I N E D  EARN I N G S .  Then i t  d i sp l ay s  the  O K ? ( Y/ N }  p ro m pt to ask  you  to  
ve r i fy t he  entry .  

I f  you r p rese n t  acc o u n ts h ave a n  Accou nts Rece i v a b l e  sect i o n ,  enter  the 
appropr i ate n u m ber at the I N VOICE  REG I ST E R  A/R ACCOU NT l i ne ,  and  ve r i fy 
it as before . I f  you do not h ave an  Accou nts Rece ivab le  sect ion ,  enter the n u m 
ber 0 (fo r  "no  entry" ) .  

At t h e  I N VO I CE REG I ST E R  C U RSO R M ET H O D  l i ne ,  se l ect t h e  n u m be r i n g  
method y o u  w i s h  for you r I nvo ice  Regi ste r en t r i es .  Type 1 for au to m at i c  
seq u e n c i ng ,  2 fo r req u i red a l ph a n u mer i c  n u m be r i n g ,  or  3 f o r  opt i o n a l  a l 
p h a n u me r i c  n u m be r i n g .  

T o  respond t o  t h e  M E RC H .  P U RC H .  J N L  A/ P ACCO U N T  p ro m pt,  en te r  t h e  
appropr i ate Acco u nts Paya b le  acco u nt n u m ber  (o r  the  n u m be r  0 i f  you h ave n o  
s u c h  acco u nt) , a n d  ver i fy t h e  entry ,  as  befo re . 

At the CAS H SA L E S  J O U R N A L  I N D I CATOR l i ne ,  the cu rsor b l i n ks next to 
the l ette r N ,  i nd i c at i n g  that  the  syste m  you a re conf i g u r i n g  does not u se 
a Cash Sa les  Jou rn a l . I f  you do not want a Cash Sa les  Jou rna l , s i m p l y  press 
the £m!lill key to proceed to the next entry pos i t i o n .  I f  you do want a Cash 
Sa les Jou rn a l ,  enter  Y.  

At the C- D J N L  CASH C R E D I T  ACCO U N T  l i ne ,  en te r  the  n u m ber  of the  acco u n t  
t o  wh i ch Cash D i s b u rsements J o u r n a l  en t r i es a re cred i ted , fo r exa m p l e : 

1 0  2 0 lil'.llml3 
As before, the syste m d i s p l ays the acco unt  name  and  asks you to ve r i fy .  

At the C-R J N L  & I N V  R E G  CAS H D B  ACCT l i ne ,  i f  you r  present accou nts u se a n  
I nvo ice Regi ste r and  a Cash Rece i pts Jou rna l , enter  the account  n u m ber to 
wh i ch  these a re deb i ted (for examp le ,  1 020 fo r CAS H ON D E POSIT) . If you r 
accou nts do not u se these jou rna l s ,  enter  the n u m ber  0 .  The system now d i s
p l ays PAYRO L L  ACCO U NT once for each payro l l  account  you a re u s i ng .  The 
cu rsor b l i n ks at the fi rst entry pos i t ion ,  p rompt i ng  you fo r a payro l l  accoun t  
n u m ber .  En ter  t he  n u m ber ;  for exa m p l e :  

65 2 1  m:mm 
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--- --- --

The system d i sp l ays  the  name as l i sted i n  the  Genera l  Ledger and  asks for a YI N 
response .  At a Y response ,  i t  b l i nks  the  c u rsor at that acco u n t  n a me a n d ,  at the 
bottom of the sc reen ,  d i sp l ays  the  prom pt E N T E R  PR I NTE D RE PO RT H EA D I N G .  
Type the n a m e  o f  t h e  payro l l  accou nt ,  u p  t o  2 0  c h a racters l ong ,  as  you want  i t  to 
read on pr i n ted repo rts ;  fo r exa m p l e :  

G ROSS WAG ES l;ljilidtl 
N ext to the acco u n t  n u m ber ,  the system d i sp l ays the name  you typed and 
adva n ces to  the  next  PAY RO L L  ACCO U NT l i ne .  Proceed as fo r the prev ious  
acco u nt .  

After you en te r  the l ast payro l l  accoun t  head i ng ,  the system asks you to ver i fy 
the en t i re Company Conf i gu rat i on  by d i sp l ay i ng the  A L L  OK? (YI N )  prompt .  To 
correct a n  error ,  enter  N and  backs pace to the  error ,  cor rect i t ,  and  retu rn  to the 
ALL O K ?(YI N )  prompt .  To ver i fy ,  enter Y .  The syste m  now retu rn s  to the  GIA
E D I T  ACCO U NTS  sc ree n .  

CREATI N G  T H E  ACCOU NTS RECEIVABLE AN D ACCOU NTS PAY
ABLE  LEDG ERS (EDIT  COMMA N DS 3 A N D  4) 

Note: Beca use these two com mands  f unct ion  s i m i l ar l y ,  they a re descr i bed h ere 
together .  A l so ,  n ote that  you n eed to u se these com m a n d s  o n l y  if you r accoun t
i ng req u i res fo rma l  Accoun ts Rece ivab le  and  Accoun ts Payab l e  record s .  

A t  the  GIA- E D I T  ACCO U NTS scree n ,  enter  command  n u m ber  3 for Accou n ts 
Rece ivab le ,  o r  4 fo r Accou nts Payab l e .  Depend i ng on  the  command ente red , 
the system d i sp l ays e i ther  the GIA- E D IT I N G  C U STOM E RS or the GIA-ED IT I N G  
VEN DORS scree n .  T h i s  d i scus s ion  u ses examp les from t h e  ED IT I N G  C U STOM
ERS scree n .  

T o  c reate e i the r  o f  these l edgers ,  y o u  shou l d  h ave a com p l ete l i st o f  you r 
c u stomers and  vendors i n  front  of you . 

Both sc reens  look s i m i l a r to the GIA- E D I T I N G  G I L  ACCO U NTS sc reen d e
sc r i bed ear l i e r .  For e i the r  l edger ,  se l ect the A D D  command  by typ i ng :  
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The system i nd i cates that i t  i s  add i n g  new c u stomers and  automat i ca l l y  se
quences customer  n u m bers .  H owever,  you may sta rt a n u m ber i ng  seq uence at 
any po i nt by backspac i ng to the N O :  pos i t ion  and ente r i ng  a n u m ber .  To as
s i gn the n u m ber ,  e nter a c u stomer  n u m ber  up to fou r  d i g i ts l ong .  

1 0 1 iiW!iiUI 

The prom pt l i ne  at the bottom now reads E N T E R  N EW C U STOM E R  N AM E .  
Enter  the c u stomer  name a s  you w i sh  i t  to appear i n  a n  a l p h abet ica l  l i st i ng ;  
for examp le ,  ACM E  CO.  You may enter  a name u p  to 30  cha racters long .  For 
exam p l e :  

JONES TRANSPORT CO.  i;ii"@i 

The system now prom pts you to ve r i fy the  entry . When you ver i fy ,  the system 
records  the c u stomer  n u m be r  and name ,  and prom pts you fo r the next ent ry . 
Proceed as before .  

To retu rn to the GIA- E D IT I N G  C U STOM E RS sc ree n ,  press  Im at the N O :  
pos i t io n .  

T o  retu rn  t o  t h e  G I A- E D I T  ACCO U N TS sc ree n ,  p ress Im . 

CREAT I N G  TH E PAYROLL R EG I ST E R  ( E D I T  COMMAN D 5 )  

A t  t h e  GIA- E D I T  ACCOU NTS sc ree n ,  enter  t h e  command t o  ed i t  t h e  Payro l l  
Reg i ste r :  

S iiW!iiUI 
The system now d i s p l ays  the G I A- E D I T I N G  E M PLOY E E S  sc ree n . 

When you add new e m p l oyees,  the i r  n u m b.ers a re ass i g n ed automat i ca l l y by t he  
syste m .  You  can  ove r r i de  th i s  n u m ber  by  backspac i n g  to  the NO:  pos i t i o n  and  
ente r i n g  a nother  emp l oyee n u m ber .  
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Se lect the A D D  com mand . The  system now asks  for the  e m p l oyee name .  E nter 
the e m p l oyee' s name as you w i s h  i t  to appear i n  an  a l p h a bet i ca l  l i st i ng ;  fo r 
exa m p l e, T H O M PSO N ,  MARY.  You may enter  a n a me u p  to 3 0  c h a racters i n  
l ength . Now ver i fy the  e ntry , a n d  p roceed t o  the next e m p l oyee n u m ber .  

To retu rn  to  the GIA-E D I T  ACCO U NTS scree n ,  backspace to the NO:  pos i t ion 
and  p ress B tw i ce .  

CREATI N G  T H E  PAYEE/ PAYOR L IST ( E D I T  COMMAN D  6) 

At the G I  A- E D I T  ACCO U NTS scree n ,  enter  the command  to ed i t  payeesl payors 
by typ i n g :  

6 1;1;111;11• 
The system now d i sp l ays the GIA-E D IT I N G  PAYEESIPAYO RS scree n .  

Th i s  c o m m a n d  e n a b l es y o u  t o  comp i l e  a l i st o f  reg u l a r  o r  freq uent  payees and  
payo rs., and  ass i g n  u p  to  two Genera l  Ledger d i st r i bu t ion  accou nts fo r eac h .  
Th i s  featu re l ets y o u  save count l ess keystrokes a n d  e l i m i n ate e r rors when  e nter
i ng tran sact ion s .  ( For  i nfreq uent  payees and payors,  see Sect ion  4 u nder " E nter 
Cash D i sbu rsements" and " Ente r  Cash Rece i pts . " ) 

As i n  p rev iou s  sc reens ,  the syste m d i s p l ays the ed i t  command  l i st on  the  l ower 
h a l f  and the d ata entry " w i n dow" on  the u pper h a l f  of the sc ree n .  

Before add i ng payees or  payors ,  rev i ew yo u r  reco rd s fo r t h e  p rev ious  severa l  
month s .  F rom them, make a l i st of regu l a r  payees and  payors ,  a l ong  w i th the 
accou nts norma l l y  deb i ted o r  c red i ted fo r eac h .  ( Do not i n c l ude on  th i s  l i st 
e m p l oyees o r  compa n i es fo r w h i c h  you use a fo rma l Acco u nts Payab le  s u b
s i d i a ry l edger . )  

E n ter the  ADD c o m m a n d ,  a s  befo re .  The  system au to m at i c a l l y  seq uences 
payeelpayor n u m bers . H owever,  you may sta rt a new n u m ber i ng  sequence by 
backspac i ng to the N O :  pro m pt and enter i n g  a n u m ber of up to fou r  d i g i ts .  

The  system n o w  a s k s  fo r the payeelpayor  name .  En te r  a name u p  t o  3 0  cha rac
ters  long in  the fo rm you wish  i t  to  appear  on an  a l p h a bet i zed l i st i n g .  For 
exa m p l e :  

JON ES R E A L  T Y  C O .  i;i§ii@I 
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The system d i s p l ays  an  acco u nt d i st r i bu t ion  prompt :  

1 .  0 NIA 
2 .  0 NIA 

You m ay preass ign  u p  to two Genera l  Ledger d i str i but ion accou nts for each 
payee or payor .  The p ro m pt l i ne at the bottom of the sc reen i n structs you to 
ENTER  1 ST GIL ACCO U NT N U M B E R  OR 'O' . I f  no Genera l  Ledger accoun t  
regu l a r l y  app l ies  to  th i s  payee or payor ,  type 0 and press l;ljiii;lli . I f  there i s  a 
Genera l  Ledger acco u nt n u m ber ,  enter i t  at the c u rsor pos i t i o n .  For  exam p l e :  

1 020 mm 

The system searches  the Genera l  Ledger for that n u m ber ,  and  d i s p l ays the 
accoun t  name .  Next, the system prompts for the second Genera l  Ledger d i s
tr i but ion accoun t  n u m be r .  E nter the n u m ber ,  or 0 i f  not app l i cab le .  After you 
enter both accou nts ,  the system d i s p l ays the OK ?(YIN) prompt. I f  they a re cor
rect, enter Y. 

The system now record s  a l l  the i n fo rmat i o n ,  then prompts you to add a second 
payee or  payor .  P roceed as  before .  

To retu rn  to the GIA- E D IT  ACCO U N TS scree n ,  backspace to the NO:  pos i t i o n  
and  press Im twi ce .  

CREATI NG I NVOICE REG I STER PROMPTS ( E D IT COMMA N D  7) 
At the  GIA- E D I T  ACCO U NTS sc ree n ,  enter  the com mand  to ed i t  I n vo i ce Reg i s 
te r p rom pts by typ i ng :  

The system d i s p l ays  t h e  GIA- E D I T  I N V .  R E G .  PROM PTS sc reen . 

C reat i ng  prompts means that you i n struct the system to p rompt you wi th  certa i n  
sa les  accou nts au tomat i ca l l y w h e n  y o u  enter customer  transact ions  t o  t h e  I n 
voice Reg i ste r .  W i t h  t h i s  capab i l i ty ,  y o u  do not have to retype t h e  acco u nt 
n u m bers for each cu stomer  when you record sa les .  
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T h i s  com mand  ass i g n s  a l l  s a l es accou nts ,  s a l es tax accou nts ,  and  other  ac
cou nts fo r ente r i ng  sa l es i nvo ices .  You may ass i g n  up to 1 .3 accou nts . I f  yo u r  
c o m p a n y  h as severa l  b ranc hes ,  sto res , o r  departments ,  y o u  m ay ass i gn up  t o  1 0  
of the  1 3  accou nts for the i r  i nvo i ces . Th i s  featu re ass i sts i n  p rod u c i ng m u l t i p l e  
Prof i t  and  Loss Statements .  

T h e  sc reen s i m p l y  d i s p l ays  t h e  n u m ber  1 a n d  be l ow i t  t h e  p ro m pt E NT E R  A G I L  
SALES ACCOU N T  N U M B E R,  OR RET U RN . 

You can  add the  I n voi ce Reg i ste r prom pts when  the c u rsor  b l i n ks at the n u m ber .  
As p ro m pted , enter  the n u m be r  of a Genera l  Ledge r sa le s  acco u n t  (or  any 
Genera l  Ledger accou nt used for the I nvo ice Reg i ster) . For  exa m p l e :  

401 1 1;1;111;0• 
The system searches for that accoun t  n u m ber ,  and  d i sp l ays the  accou nt name .  
The system now d i sp l ays the n u m ber  2 ,  and p ro m pts you for the  second en try . 
En ter  a n  accoun t  n u m ber ,  as before . Proceed i n  th i s  man ner  un t i l a l l  of you r 
en t r i es a re made .  

To l eave th i s  fu nct ion ,  p ress the iiW!iiii key and ver i fy the  entr ies .  The system 
retu rns  you to the GIA-E D I T  ACCOU NTS scree n .  

CREATI NG MERCHANDISE PURCHASED PROMPTS 
(EDIT COMMAN D  8) 

At the  GIA- E D IT ACCO U NTS screen , enter the command  to ed i t  Merchand i se 
Purch ased prom pts by typ i ng :  

8 iiW!iiii 
T h e  syste m d i s p l ay s  t h e  G IA- E D I T  M DS E  PRC H  J N L  P ROM PTS sc ree n .  N ow 
enter  the A D D  com mand . The system next d i sp l ays : 

C reat i n g  prompts means that you i n struct the system to prom pt you w i th spec i f ic  
expense accoun ts automat i ca l l y  when you enter  vendor  transact ions  to the Mer
chand i se Purchased Jou rna l . 
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U se th i s  command  to d i s p l ay Cost of Sa le s ,  I n vento ry, Pu rch ases ,  o r  other 
accou nts w i th vendor transact i on s .  You may wish to use o n l y  one accou nt ,  o r  to 
match the accou nts u sed here wi th  those u sed for the I nvo ice Reg i ste r .  You m ay 
enter  u p  to 1 3  acco u nts . Th i s  featu re ass i sts i n  prod u c i n g  m u l t i p l e  Profit and  
Loss  Statements . 

As w i th the I nvo ice Reg i ster prom pts , the system d i sp l ays the n u m ber  1 and the 
ENTER A GIL COST O F  M E RC H . N U M B E R, OR RETU RN prompt .  

Fo l l ow the p roced u re j u st descr i bed for add i ng I n vo i ce Reg i ster p ro m pts . 

CREATI N G  CASH SALES PROMPTS ( E DIT COMMA N D  9) 

At the  GIA- E D IT  ACCO U NTS  sc ree n ,  en te r  the com m a n d  to ed i t  Cash  Sa l es 
p rom pts by typ i ng :  

The system d i sp l ays the  GIA- E D I T  CASH SA LES  PROMPTS sc ree n .  

Creat i ng prompts means  that  you custo m i ze y o u r  Cash Sa les  J o u r n a l  b y  i n st ru ct
i ng the system to p ro m pt w i t h  the accou nts you use to record cash  reg i ster s a l e s .  

As a n  a i d  t o  you rse l f  w h e r>  m a k i n g  C a s h  S a l e s  Jou rna l  entr ies ,  y o u  c a n  c reate 
" head i ngs" w h i c h  sepa rate i ncome (cred it )  from expense (deb i t) accou nts ; fo r 
exam p le ,  I NCOM I N G  CASH or  CAS H PA I D  OUT .  You can a l so ass ign  names to 
the Genera l  Ledger accou nts to matc h  the keys of you r  cash reg i ste r ;  fo r exam
p le ,  the Genera l  Ledger account  ca l l ed SALES  m ight be ca l led SALES- D E PT .  1 .  
You can add u p  to 1 8  such  " head i ngs" and accoun t  names .  

The sc reen d i s p l ays  the n u m ber  1 and  the E N T E R  G I L  ACCT N O  O R  'O '  O R  
RET U R N  prompt .  

To add Cash Sa le s  p ro m pts, m ake a l i s t  of  you r cas h reg i ster keys  u sed fo r  
reco rd i ng i ncome and  expense i tems .  Then dete rm i ne w h i c h  Genera l  Ledger 
acco u nt n u m ber  i s  u sed with each key . 
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N ote the cu rsor pos i t i on . At the  extreme l eft of the  sc reen , the  f i rst f i ve cha racte r 
pos i t i o n s  a re for Genera l  Ledger accoun t  n u m be rs .  The rem a i n i ng spaces on the 
l i ne a re fo r accou nt  names .  To c reate a head i n g  such as I N CO M I N G  CAS H ,  fi rst 
en te r  a zero :  

o 1m1111;111 
Not ice t h at· the zero does not d i sp l ay on the  screen . I n stead , the  c u rsor  moves 
f i ve spaces to the r i gh t .  At t he  same t i me ,  the syste m d i sp l ays E N T E R  P R I N T E D  
PROM PT .  N ow type t h e  p ro m pt head i ng ;  fo r exa m p l e :  

I N COMI N G  CASH l;i#iii;lll 

If you d o  n ot w i s h  to c reate a h ead i ng ,  enter  the  acco u nt n u m ber  where the 
c u rsor  b l i n ks at the l eft screen m a rg i n ;  for exa m p l e :  

2030 1;1;111;01 

The system now d i sp l ays the  Genera l  Ledger accou nt  n a m e .  At the  same t i me,  
the  c u rsor  b l i n ks at the  f i rst cha racter-pos i t i on  in  the  name,  and  the  syste m 
req uests E N T E R  P R I N T E D  P RO M PT .  E nter the name of you r  cash reg i ster key. 
For  exa m p l e :  

SALES TAX l'!iJ!ml 
( I f  the name of the key i s  ident ica l  to the account name,  or you do not want to 
change the name d i sp l ayed , press l'!iJ!ml .The system accepts the accou nt name 
as you r  Cash Sa l es J o u r n a l  p rompt . )  

The  c u rsor  n ow b l i n ks a t  t h e  n u m ber  3 .  Proceed i n  t h e  s a m e  man ner .  

To  change a pr i nted prom pt, accoun t  n u m ber ,  or  head i ng,  backspace to  that 
pos i t i o n  a n d  e n t e r  t h e  c h a n ge .  To f i n i s h  e n te r i n g  C a s h  S a l e s p ro m pts ,  
press mm . The  system fi rst states the n u m ber  of  prom pt l i nes ,  t hen  asks 
you to ve r i fy .  

After you  ver i fy t h e  ent r ies ,  t h e  syste m retu rn s  y o u  t o  t h e  G I  A- E D IT ACCO U NTS 
sc reen . 

CREATI N G  STAN DARD CLOSI N G  ENTRI ES ( E D I T  COMMAN D 1 1 ) 

At the  G I A- E D I T  ACCO U NTS scree n ,  en ter  the  command  to c reate standard 
c l o s i ng en t r i es by typ i ng :  

1 1  mm 
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The system d i s p l ays the GIA-G E N E RA L  J O U RNAL screen : 

Sta nda rd c l os i n g  ent r ies  a re regu l a r  Genera l  J o u r n a l  en t r i es made o n ce a month  
j u st before you c l ose the month l y  accou nts . The  amou nts ente red a l most  neve r 
change ;  for exa m p l e ,  a Deprec i at ion  a m o u n t  of $ 1 2 0 rema i n s  the  same from 
month to month . 

The ATA R I  Genera l  Accou nt i n g  System e n a b l es you to estab l i s h  a l i st of acco u nt 
n u m bers and  do l l a r  amou nts ,  w h i c h  you can enter  to the Genera l  J o u r n a l  by 
means  of a s i ng l e  Data E ntry command . 

The system d i s p l ays the d ate l i ne and a Genera l  Jou rna l  n u m ber at the top of the 
sc reen . 

To c reate standa rd ent r ies ,  enter the date on w h i c h  you a re c reat i n g  the  en t r i e s .  
When the system p rom pts you fo r a n  accou nt n u m ber ,  en te r  t he  Genera l  Led ger 
accoun t  that you w i s h  to debi t  each month . For exa m p l e :  

6781  IDi!ml 

The syste m d i s p l ays the accou n t  n a m e :  D E PREC IAT I O N .  ( I f you enter  the  
n u m ber  of  a Genera l  Ledger  contro l l i ng account  s uch  as Accou nts Paya b l e ,  the  
system a l so p rompts you for a spec i f i c  payee n u m ber . )  

The cu rsor now b l i n ks next  to  the d o l l a r  s i g n ,  p rom pti n g  you for the standa rd 
amou nt .  I f  th i s  i s  a deb i t  accou nt ,  enter  the  a m o u nt as a pos i t i ve n u m be r .  For  
exa m p l e :  

1 2000 IDi!ml 

At the next E N T E R  ACCT N O  p rom pt, enter  the correspond i ng Genera l  Ledger 
accou nt that you w i sh  to c red i t  each month , and the negat ive (c red i t) do l l a r  
amount :  

Account Number 
1 5 50 IDi!ml 

Amount 
1 2000- 1;1;111;v• 

You may enter u p  to 1 0  accou nts,  e i ther  deb i t  or cred it ,  fo r each standard entry . 
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To end the CREATE STAN DARD ENTR I ES  fu nct ion ,  fi rst be su re that the TOTAL 
l i ne at the bottom of the sc reen reads $ 0 . 0 0 .  Then press amill at the ENTER 
ACCT N O  prom pt. The system now prompts you for a n  exp l a n at ion . You may 
enter  up  to  th ree l i nes of  text, cons i st i ng  of  3 8  characters per  l i ne .  Press amill 
u po n  com p l et i o n  of e a c h  l i ne .  To end  the  exp l a n at i o n ,  p ress  amill at the 
begi n n i ng of the fou rth l i ne .  

A t  t h e  OK? (Y/N )  prom pt, ver i fy t h e  entr ies . T h e  system records  t h e m  on t h e  data 
d i skette and retu rns  for the next standard entry . To retu rn to the G E N E RAL 
ACCO U N T I N G  SYSTEM scree n ,  press Im . 

EDITI N G  ACCO U NTS 

You can  perfo rm certa i n  ed i t i n g  fu n ct ion s  o n l y  after End-of- Month  p rocess i n g . 
For  exam p l e ,  to ed i t  the Company Confi g u rat i on  o r  the Cash Sa l es Jou rna l  
p ro m pts ,  you m u st f i rst c l ose the books at the  end o f  the  month . L i kew ise ,  to 
d e l ete any  Genera l  Ledger,  c u stomer ,  vendor ,  payee, or e m p l oyee accou nts ,  
you  m ust f i rst co m p l ete the End-of- Month p roced u re .  Refer to Sect ion  2 for 
exp l a n at ion s  of how to u se the  End-of-Month fu n ct i o n .  

You c a n  ed i t  the Genera l  Ledger, Accoun ts Rece ivab le  Ledger, Accou nts Pay
ab le  Ledger, Payro l l Ledger, or  the l i st of payees/payors by ente r i ng  the com
mand n u m ber for the k i n d  of l ed ger  you want to ed i t  ( n u m bers,  1 ,  3 , 4, 5 , or 6, 
respect ive ly )  at the  GIA- E D I T  ACCOU N TS sc reen . For examp le, to ed i t  the 
Genera l  Ledger, type : 

1 amm 
The system n ow d i s p l ays  the E D IT command l i st for that  type of accou nt ;  for 
exam p l e :  

Displaying a n  Account 

At the  sc ree n ,  se l ect the command  you w i s h  to pe rform . Then fo l l ow the p roce
d u res desc r i bed i n  eac h of the fo l l ow i ng sect i o n s .  

The  D I S P LAY c o m m a n d  d i sp l ays the  n u m ber  and  name  of t h e  acco u nt you 
spec i fy .  To d i s p l ay the accou nt ,  enter the D I S P LAY command  n u mber  at the 
E N T E R  COMMAN D N U M B E R  O R  ESC :  prompt .  For exa m p l e :  

1 amm 
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I n  a p ro m pt at the bottom of the  sc ree n ,  the  system asks w h i c h  acco u n t  you  
wa nt  to see . E n ter  the accoun t  n u m ber .  For exa m p l e ,  to  d i sp l ay G e nera l Led ger  
accoun t  1010, ty pe : 

1 0 1 0 IDl!lml 

The system d i sp l ays the  correspon d i n g  acco u n t  name  at the  top of the  sc reen 
and  retu rn s  you to the E N T E R  COMMAN D NO OR ESC: p ro m pt .  You  m ay n ow 
ente r  a nother E D IT co m m a n d ,  o r  p ress Im to ret u rn to the  G/  A- E D IT AC
CO U NTS scree n .  

Changing a n  Account 

The CHAN G E  func t ion  e n a b l es you to change an accou nt  name ,  and , when  
app ropr i ate , to  c hange the  s u bs i d i a ry accou nts accessed by i t .  To c h a n ge a n  
accoun t  name ,  en ter  the  C H A N G E  com mand  n u m be r :  

2 IDl!lml 

The system prom pts for the acco u n t  you  want  to change .  For  exa m p l e ,  to 
change the name of a Genera l  Ledge r accou nt ,  type the  acc o u n t  n u m ber :  

1 0 1 0  IDl!lml 

The system d i s p l ays the c u rrent accoun t  n u m ber and name at the top of the 
scree n ;  for exa m p l e , 1 0 1 0-CAS H O N  H A N D .  The prompt at the bottom of the 
screen d i rects you to c hange the accoun t  name .  To change the name, s i m p ly  
type i n  t he  new one ;  for exa m p l e :  

PETTY CASH IDl!Jml 

If the system d i sp l ays s ubs i d i a ry accou nts (as  i n  the case of payees ) ,  t he  c u rsor  
now b l i n ks at the Genera l  Ledger acco u n t  n u m be r  of the f i rst s u bs i d i a ry ac
count .  Yo u can change the  accou nt  that  the  system accesses for t h i s  payee by 
ty p i ng the new G e n e r a l  Ledger acco u nt n u m be r  you  want to c h a nge to ; fo r 
exa m p l e :  

201 0 ... 

The system d i s p l ays the acco u nt n a m e .  Then the  c u rsor b l i n ks at the  next s u b
s i d i ary acco u nt n u m ber  fo r you to m ake another  c h ange .  

Afte r you ente r  a l l the changes ,  t he  syste m asks you to ver i fy them by d i sp l ay i n g  
the O K? (Y/ N )  prompt .  I f  y o u  respond N ,  t h e  system retu rn s  y o u  t o  t h e  l ast e ntry 
pos i t i on . I f  yo u respond Y ,  the system retu rn s  to the E D I T  c o m m a n d  l i st .  

Yo u may n o w  enter another  E D IT com m a n d ,  o r  p ress Im t o  ret u r n  t o  t h e  
GIA- E D IT  ACCO U N TS sc reen . 

Adding an Account 

The A D D  funct ion  enab les you to add a new account  to you r  ex i st i n g  ledge r .  
Fo r  a descr i pt ion  of the A D D  fu nct ion ,  consu l t  t he  mater ia l  on  c reat i n g  the 
Genera l Ledger ,  ea r l i e r  in th i s  sectio n .  
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Deleting an Account 

The D E LETE  fu nct i o n  removes an accou nt n u m ber  and  n a m e  from the ex i s t i ng  
ledge r .  Before you  can  d e l ete acco u n ts ,  the system req u i res that  you pe rfo rm 
End -of-Month pe r iod p roces s i n g .  I f  j o u r n a l  en t r i es ex i st i n  the book conta i n i ng 
the  accou n t  you w i s h  to de l ete , the  system f l a shes the  message E R RO R:  J O U R
N A L  E NT R I E S  HAVE B E E N  MA D E .  To cont i n ue ,  perform the  End -of- Month p ro
ced u re or e rase the ent r i e s .  

After you perform End-of-Month process i ng ,  you can de lete accou nts by typ i ng 
the D E LETE com mand  n u m ber ,  as fo l l ows : 

4 1;1+111;n1 

The system prom pts you to enter  an  accoun t  n u m ber or press the 1i1Ji!1m1 key to 
return  to the E D I T  com mand  l i st .  To de lete an accou nt, enter  the n u m ber  of the 
accoun t  you want to de lete . For  examp le ,  to de lete account  1 0 1 O from the 
Genera l  Ledger,  type : 

1 O 1 O i;ljiiM�i 

The  system d i sp l ays the accou nt n u m ber  and  name  ( and  the  n u m bers and  
names of  a n y  s u bs i d i a ry accou nts accessed by  th i s  accou nt) ,  and  a sks you to 
ve r i fy the  de l et i on . If you enter N ,  the  syste m retu rn s  to the E D IT command l i st 
w i t hou t  d e l et i n g  the  accou nt .  If you enter Y, the system d i sp l ays  G I L  AC
CO U N T  1 0 1 0  D E L E T E D ,  a nd th en  retu rn s  to the co mmand  l i st .  

Scrol l ing Accounts 

The SCRO L L  fu nct ion enab les you to v iew, in n u mer ica l  order,  the ent i re l i st of 
accou nts i n  the l edger .  The  system d i sp l ays eac h accou nt ,  begi n n i ng from the 
accou nt you spec i fy ,  u nt i l i t  reaches the end of the l i st .  (To obta i n  a pr i nted l i st 
of accou nts, use the L I ST SC H E D U LES  com mand ,  desc r i bed i n  Sect ion 2 . )  

To v i ew the I i st of accou nts o n  you r v i deo screen ,  enter  the SCRO L L  command 
n u m ber :  

The syste m now d i sp l ays a sc reen req uest i n g  you to en te r  the accou nt  n u m ber  
at w h i c h  scro l l i n g  i s  to beg i n ,  o r  to p ress the 1i1Ji!1m1 key to  beg i n  at the fi rst 
accou nt .  To beg i n  sc ro l l i ng the acco u nt l i st ,  enter  the n u m ber  of the accou nt 
you want  to see f i rst; for exa m p l e :  

1 0 1  0 1;1;111;1�• 

The  system now beg i n s  to d i sp l ay the  accou nts .  When i t  reaches  the end of the 
l i st ,  i t  ret u r n s  you to the Ed i t  co mmand  l i st .  

To retu rn  to the  G I A- E D IT ACCO U N TS scree n ,  press  Im . 
Editing the Company Configuration 

I f  j o u rn a l  ent r ies  ex i st ,  the system l ets you ed i t  the Com pany Conf i gu rat ion  o n l y  
i f  y o u  h ave f i rst com p l eted End -of-Month p rocess i ng .  T o  ed i t  t h e  Co111 pany 
Conf i g u rat i on after E n d-of-Month p rocess i ng ,  enter  t he  E D IT COM PA N Y  CON
F I G U RAT I O N  command  n u m ber  at the GIA- E D IT ACCO U N TS sc reen : 

2 1;1+111;0+ 

3-20 Creating and Editing Your Company Books 



The system d i sp l ays the  p resent  conf i gu rat i on  and  b l i n ks the  c u rso r  at the f i rst 
c h a racter of the company ' s  fu l l  n a m e .  To change the name ,  s i m p l y  type the new 
name;  to adva nce to the  f i rst Genera l  Ledge r acco u n t  n u mber ,  press i;l!iiilml . 
The fi rst accou nt on  the l i st i s  a cap i ta l  i ncome accou nt .  You m ay ente r  a new 
accoun t  n u m be r  here o r  p ress liliil!ml aga i n  to advance to the OK ?(YIN )  p ro m pt .  
For exa m p l e, to  change the cap i ta l  i ncome accoun t  you r  company uses ,  type 
the new n u m ber :  

3oso m 
The system d i sp l ays the acco u nt name and asks you to ver i fy i t .  I f  you answer N 
at the O K? (YIN )  prom pt, the c u rsor rem a i n s  at that n u m ber  u nt i l you enter a 
new one o r  p ress m . If you answer Y at the prom pt, the system enters the 
accou nt n u m be r  and advances to the next n u m ber .  

At the I N VO I C E  REG I ST E R  C U RSO R  METHOD l i ne ,  en te r  1 i f  you  wa nt  a uto
mat i c i n vo i ce n u m be r i ng ,  2 i f  you want the system to p rompt you fo r an  i nvo ice  
n u m ber ,  and 3 i f  you wa nt  opt i o n a l  ( n ot req u i red)  i n vo i ce n u mber i n g .  

A t  t h e  C A S H  S A L E S  J O U R N A L  I N D I CATO R, ente r  N i f  you d o  not w i s h  t o  u s e  a 
Cash Sa le s  Jou rna l ,  o r  Y if you d o .  

W h e n  t h e  cu rso r reaches  the PAY RO L L  ACCO U NTS  l i ne ,  t he  system d i s p l ay s  
the accou nt  n u m be rs and  a sk s  you to  ed i t  each one ,  as before .  When  you  e nter 
a new n u m ber ,  the  system d i sp l ays the  Genera l  Ledge r accoun t  n a m e  and a sks 
you to ve r i fy i t .  The syste m a l so l ets you c h a n ge the  p r i nted head i ng of the  
accoun t  to  what  you wa nt  to  appear  on a l l  p r i nted payro l l  repo rts . Type i n  the  
new head i ng ,  o r  p ress m to  advance to the  next payro l l  acco u nt .  

Afte r yo u ed i t  a l l  o f  t he  i tems  i n  the Company Conf i g u rat i o n ,  t he  system d i s 
p l ays ALL  OK? (YI N ) .  I f  you w i s h  to make a n  add i t i o n a l  c h a n ge ,  en ter  N .  I f  you  
en te r  Y, the  system ret u r n s  you to the  G I A- E D IT ACCO U NTS sc ree n .  

EDITI N G  PROMPTS 

The p roced u res fo r ed i t i ng  prom pts for the I n vo i ce Reg i ster  and  fo r the  Mer
chand i se Pu rchased Jou rna l  a re i den t i ca l . The prom pts for the Cash Sa l es Jou r
n a l  req u i re a s l i gh t l y  d i ffe ren t  p roced u re .  Both a re desc r i bed i n  th i s  sect i o n . 

Editing I nvoice Register and Merchandise Purchased Prompts 

The E D I T  fu nct ion fo r these two jou rna l s  enab les you to d i sp l ay ,  add ,  change ,  
o r  de lete the preass i gned prom pts u sed fo r a l locat i ng  tran sact ions  to  certa i n  
accou nts . 

At the GIA- E D I T  ACCO U NTS sc ree n ,  ente r  command 7 to ed i t  prom pts for the 
I nvoice Reg i ste r .  En te r  command 8 to ed i t  prompts for the Merchand ise P u r
chased Jou rna l . When you enter the com mand ,  the system d i s p l ays a l l  of the 
prom pts c u rrent ly  preass igned ; for exam p l e :  

1 .  40 1 1 SALES 
2 .  2030  SALES TAX PAYA B L E  
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Be low the d i s p l ay ,  the system asks you to enter e i ther a Genera l  Ledger Sa les 
accoun t  n u m ber  (fo r  the I n vo ice Regi ster) or  a Genera l  Ledger Cost of Merchan
d i se accoun t  n u m ber (for  Merchand i se Pu rchased ) .  To preass ign a new prompt, 
enter the Genera l  Ledger account  n u m ber at the pos i t ion  where the cu rsor i s  
b l i n k i ng .  F o r  examp le ,  assu m i ng t h e  c u rsor i s  a t  i tem 3 ,  y o u  m ight type : 

2020 +;f+iil;HI 
The  system sea rches fo r the  acco u n t  name ,  d i sp l ays i t ,  and  prom pts for a fou rth 
i te m .  

T o  change or  de lete an  ex i st i ng  prom pt, press the key . The system 
de letes the l i ne above the present cu rsor pos i t ion  and b l i n ks the c u rsor on the 
l i ne de leted . N ow enter  a new accou nt n u m ber if des i red . 

To l eave the E D IT fu nct ion ,  press the Em!lill key . The system fi rst asks you to 
ve r i fy t he  accou nts now d i s p l ayed . Res po nd Y to ret u r n  to the GIA- E D I T  
ACCOU NTS scree n .  

Editing Cash Sales Prompts 

If j o u rn a l  ent r ies  ex i st ,  the system l ets you ed i t  ex i st i ng Cash Sa l es p rompts on l y  
i f  you  h ave f i rst com p l eted E nd-of- Month p rocess i ng .  T o  ed i t  Cash Sa l es Jou rna l  
p rom pts afte r End-of- Month process i ng ,  en te r  the com mand  n u m ber  fo r that 
fu nct ion  at the G /  A- E D IT  ACCO U NTS scree n :  

9 1;1:a111;v• 
The system d i s p l ays the  p resent l i st of p rompts . I f  the l i st i s  l ess  than  1 8  i tems  
long ,  the system d i s p l ays the  c u rsor on  the l i ne beneath the l ast acco u nt n u m ber  
fo r you  to add a nother  n u m ber .  I f  the  l i st i s  1 8  l i nes long ,  the system b l i n ks the 
c u rsor  at the  l ast accou nt n u m ber  pos i t i on . 

To add a new prompt, f i rst type the Genera l  Ledger acco u nt n u m ber you w i sh  to 
u se for you r Cash Sa les  J o u rna l . For exa m p l e :  

1 0 1  0 l;hjlil;lji 
The system d i s p l ays the Genera l  Ledge r accou nt name ,  and  prompts you to 
c h ange i t  to the des i red Cash Sa les  Jou rna l  h ead i ng .  Type the  new head i ng ,  o r  
p ress  i;l§imlll to  adva n ce to  the  next entry pos i t i on . 

To i n sert a n  exp l a n ato ry head i ng (w i thout  an  acco unt  n u m ber) ,  type 0 (ze ro) at 
the acco u n t  n u m ber  pos i t i o n .  The c h a racter 0 does not d i sp l ay on the sc reen ;  
i n stead , t he  c u rsor  moves f i ve  spaces to  t he  r i gh t  and  p rom pts you to  enter the 
p r i nted h ead i ng .  Type the head i ng and  p ress ID1!lml . 

To change an existing prompt, press the 
to the pos i t ion  of the des i red change .  

DELETE BACK S key to move the cu rsor 

I f  you backspace to a head i ng pos i t i on ,  the system asks you to enter the p r i nted 
head i ng .  Type the head i ng,  as before .  If you bac kspace to an account n u m ber 
pos i t ion , the system asks you to enter  a Genera l  Ledger account  n u m ber .  Enter 
a n u m ber,  as before .  Now the system asks you to enter a p r i nted head i ng .  
Type a new head i ng ,  or  press Em!lill to  advance to  the  next accou nt n u m ber 
pos i t ion . 
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To delete a prompt, backspace to the account  n u m ber  pos i t ion  of the p rompt 
you w i sh  to de lete, and  enter  0 (zero) . At the P R I N T E D  PROMPT pos i t i o n ,  
press  li'!DI; then  con t i n u e t o  p r e s s  li'!DI u nt i l  t h e  system d i s p l ays  t h e  
OK?(YIN)  prom pt. E nter Y .  

After you ed i t  a l l  you r  Cash Sa l es Jou rna l  prom pts , press the i;iiiilml key u nt i l the 
cu rsor reaches the accou nt n u m ber pos i t ion  be low the l ast entry . Now press 
the li'IDI key to l eave the E D IT funct i on . The system d i s p l ays a message 
te l l i ng  you how many  p rompt l i nes you h ave entered and asks you to ver i fy the 
entr ies .  When you respond Y, the system retu rns  you to the GIA- E D I T  AC
COU NTS sc ree n .  

ERAS I N G  JOU RNAL ENTRI ES ( EDIT  COMMAN D  1 0) 

The E RASE  J O U RNAL  E N T R I ES fu nct ion i s  u sefu l for e l i m i nat i ng  i n co rrect en
t r ie s  wi thout  hav i n g  to  make adj ust i ng  ent r ie s  i n  the Genera l  Jou rna l .  The fu nc
t ion erases a l l  t ran sact ions  o r  act iv i t ies entered d u r i n g  the month ; i t  does not  
affect the books themse lves or  the Company Conf igu rati o n .  

I t  shou l d  b e  noted that i n  norm a l  accou nt i ng  pract i ce th i s  fu nct ion wou ld  n o t  be 
used . I n stead , adj ustments s h o u l d  be made th rough j o u rna l  entr ies  to ensu re a 
com p lete aud i t  tra i l .  

To erase a l l  j ou rna l  ent r ies ,  ente r the E RASE J O U RNAL  ENTR I ES command  at 
the GIA- E D I T  ACCO U NTS screen : 

1 0  li'IDI 
The system now d i sp l ay s :  

To  return  to  t he  GIA- E D I T  ACCO U N TS screen wi thout  de let i ng  jou r na l  entr ies ,  
press the Im key .  To erase the entr ies ,  type : 

CONTI N U E  mg 

The system now e rases a l l  j o u r n a l  ent r ies  on the  d i s kette, a n d  retu r n s  you to the  
GIA- E D IT  ACCO U N TS sc reen . 
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EDITI N G  STAN DARD ENTRI ES (EDIT COMMA N D  1 1 ) 

T h i s  fu nct ion  de letes a l l of the standard entr ies cu rrent ly  be i n g  used . To ed i t  the 
standard ent r ies ,  you m u st c reate a new l i st of Genera l  Jou rna l  entr ies .  At the 
GIA- E D IT ACCO U N TS sc ree n ,  enter the command n u m ber  for the C R EATE 
STA N DA R D  E N T R I ES funct ion by typ i n g :  

1 1  iiW!liili 
The system d i sp l ays  a warn i ng sc reen caut i o n i n g  you that  t h i s  command  w i l l  
e rase a n y  standa rd ent r i e s  c u rrent l y  o n  you r d ata d i s kette . T h i s  command re
q u i res that you reenter a l l  sta nd a rd en t r i es whenever there is a c h ange to be 
made .  

To cont i n u e ,  type : CONTI N U E  iiW!liili 

The system d i sp l ays : 

Fo l l ow the proced u re descr i bed ear l i e r  i n  the s ubsect ion ,  "Creat i ng  Standard 
C l os i n g  Ent r ies . "  To retu rn  to the GIA-E D I T  ACCO U NTS screen ,  press Im . 
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ACCOUNT 
SC H E DUL E S  

4 

RE FE RENCE G UI DE 

The Referen ce G u ide  exp l a i n s  the p u rpose of and  l i sts the  steps  req u i red to 
perform eac h fu nct ion  i n  the Genera l  Accou nt i ng  System . 

The funct ions  i n  the  Referen ce G u ide  a re grouped accord i n g  to the  accou nts ,  
dev i ces ,  o r  spec i a l  p roced u res that  they cont ro l ,  such as Accou nts Pay a b l e  and 
Ba l ance Sheet .  See Append i x  B for a s u m m a ry of sc reen s  you w i l l  v i ew to m a ke 
yo u r  com mand  se l ect i o n s .  

Each fu nct ion desc r i pt ion  prov ides an  exp l anat ion  o f  t h e  operat ion  o f  that fu nc
t ion  and  i dent i f ies w h i c h  program d i s kette to use fo r that fu nct ion . The "Screen 
Path"  i nfo rmat i o n  l i sts  w h i c h  c o m m a n d  you en ter  and  w h i c h  sc reen t i t l e s  
appear as you move f rom the begi n n i ng of the system to  a spec i f ic  fu nct i o n .  
F i n a l l y ,  t h e  step-by-step proced u re exp l a i n s  t h e  seq uence o f  o perat ion s  re
q u i red to comp lete the fu nct ion . ( For  an exp l anat ion of error cond i t ions ,  con s u l t  
Append i x  C . )  

T h e  fo l l ow i ng conven t ions  a re u sed t h roughout  t h e  Refe re n ce G u i d e :  

1 .  The word "type" means  p ress the key(s)  s hown after the  word "type ."  

2 .  The word "enter" means  to  type data as  descr i bed a n d  then p ress  t he  
1;1+111;01 key . 

3 .  The t i t l e  s hown i n  the "Sc ree n Path "  co l u m n  i s  the sc reen t i t l e  a s  i t  appears  
when  the screen i s  ready fo r i n pu t .  The ph rase ( R U N  Q U E U E) a l ways ap
pea rs w i th i n  parentheses ,  as  show n .  ( R U N  Q U E U E) i s  not a sc reen t i t l e  but  
a funct ion w h i c h  beg i n s  the operat ion  of  q ueued com mands .  

4 .  The co l u m n l a be l ed " Y o u  Type" d escr i bes w h a t  you m u st e nte r t o  m ove 
th rough  the Sc reen Path to a r r i ve at the des i red funct i o n .  

5 .  The p roced u re sect ion  g i ves spec i f i c  deta i l s  o n  t h e  ope rat i o n  of the 
fu nct i o n .  

T o  l i st you r  company sched u le o f  accou nts , u s e  the L I ST SCH E D U LES  fu nct ion . 

Diskette:  Post i ng 

Screen Path : 
T it le You Type 
G E N ERAL  ACCO U N T I N G  SYSTEM 6 1;1+111;n1 
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ACCOUNTS 

PAYAB LE  

4-2 Reference Guide 

Procedure: 
1 .  E nte r the c u rrent date . 

2 .  Sel ect the sched u l e you want to print and enter the com m and n u m ber.  Wait 
for the printe r to finis h .  You can interrupt the printing operation before it is 
compl ete by u s ing one of the fol low ing characters : S(TOP),  G(O), Q ( U IT),  
and F( L U S H ) .  

3 .  Press Im t o  retu rn  t o  t h e  G E N E RA L  ACCO U N T I N G  SYSTEM scree n .  

A D D  ACCOU NTS PAYA B LE VEN DOR ACCOU NTS 

Diskette: Data E ntry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N TI N G  SYSTEM 
G I A-ACCO U NT MA I NT E N A N C E  
GIA- E D I T  ACCO U NTS 
GI  A- E D I T I N G  VE N DORS 

Procedure :  
1 .  E nte r the new u n i q ue vendor  n u m ber  (4  d i g i ts max i m u m ) . 

2 .  E nte r the  new vendor  name ( 3 8  cha racters max i m u m) .  

3 .  Ve r i fy the  add i t ion . 

4 .  Repeat steps 1 th rough 3 u nt i l a l l  new vendors a re added . 

5 .  Press Im to retu rn  to the GIA- E D IT I N G  VEN DORS scree n .  

C H A N G E  AN ACCOU NTS PAYABLE VEN DOR ACCO U N T  

Diskette: Data Entry 

Screen Path :  
T it le 
G E N E RA L  ACCO U NT I N G  SYSTEM 
GIA-ACCO U N T  MA I N T E N A N C E  
GIA- E D I T  ACCO U NTS 
GIA- E D IT I N G  V E N DORS 

Procedu re:  
1 .  E nter the  n u m ber  of the vendor  name to be changed . 

2 .  E nter the  new vendor  name .  

3 .  Ver i fy the cha nge .  

4 .  Press Im t o  retu rn t o  t h e  GIA- E D IT  ACCO U N TS scree n .  

You Type 

4 lmml 
22  lmml 

4 Imm 
3 Imm 

You Type 

4 Imm 
2 2  lmml 

4 Imm 
2 Imm 



DELETE AN ACCOU NTS PAYABLE  VEN DOR ACCO U NT 

Diskette : Data En t ry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A-ACCO U NT MA I N T E N A N C E  
G I A- E D IT  ACCO U N TS 
GIA- E D I T I N G  V E N DORS 

Procedu re:  
1 .  E nter the n u m ber  of the vendor  to be d e l eted . 

2 .  Ve r i fy the d e l et i o n . 

3 .  Press D to ret u r n  to the  G I A- E D I T  ACCO U NTS scree n .  

D I SPLAY A N  ACCOU NTS PAYABLE VEN DOR ACCO U NT 

Diskette: Data E nt ry 

Screen Path :  
Tit le 
G E N E RAL ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MAI NT E N A N C E  
GIA- E D I T  ACCO U N TS 
GIA-E D IT I N G  V E N DORS 

Procedu re:  
1 .  E nter a ve ndor  n u m be r .  

2 .  Press D t o  retu rn t o  t h e  GIA- E D I T  ACCO U NTS scree n .  

EDIT T H E  ACCOU NTS PAYA B LE LEDGER 

You Type 

4 1;1+111;0+ 
2 2  +;)+111;01 

4 1;1;111;0• 
4 1;14111;H+ 

You Type 

4 l;l:lill;HI 
2 2 i;liiiil;HI 

4 1;11111;1�• 
1 1;1;111;01 

To ed i t  the Accou nts Paya b l e  i nfo rmat ion  o n  vendors ,  perfo rm the approp r i ate 
fu nc t i on s  on the  G I A- E D I T I N G  VE N DORS screen . These f u n ct i o n s  a re D I S
PLAY,  C H A N G E ,  A D D ,  D E L ETE ,  and  SCROL L .  Each  func t ion  i s  d esc r i bed sepa
rate l y  in th i s  sect ion . 

Diskette : Data E ntry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U NT I N G  SYSTE M 
GI A-ACCO U N T MAI NTE N A N C E  
GIA- E D IT  ACCO U NTS 

You Type 

4 1;1;n1;a• 
2 2  1;1;111;n• 

4 i;fiiii;l§i 
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ACCOU NTS 

REC EI V AB L E  
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Procedu re: 
1 .  At the  G I A- E D I T I N G  V E N DO RS scree n ,  se l ect one  of the  fo l l ow i n g  func

t ions  by ente r i n g  the  appropr i ate n u m be r :  
1 .  D I S P LAY V E N DOR 
2 .  C H A N G E  V E N DOR 
3 .  ADD V E N DO RS 
4. D E L ET E  VE N DO R  
5 .  SCRO L L  V E N DO RS 

2 .  Press Im to retu rn to the G I A- E D IT  ACCO U N TS screen . 

SCROLL ACCOU NTS PAYABLE VE N DOR ACCOU NTS 

Diskette: Data Ent ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U NT I N G  SYSTEM 
G I A-ACCO U N T  MA I NT E N A N C E  
GIA- E D I T  ACCO U N TS 
G I A- E D I T I N G  VE N DORS 

Procedure :  

You Type 

4 mm 
22  mm 

4 mm s mm 

1 .  E nter the cu stomer n u m ber  at w h i c h  yo u want  scro l l i ng to begi n ,  or  p ress 
mm to sta rt scro l l i ng at the  f i rst vendor  n u m ber .  

2 .  You can i nte r rupt the system wh i l e i t  i s  perform i n g  the SCROLL fu nct ion by 
u s i n g  one of the fo l low i n g  characters : S(TOP),  G(O) ,  Q( U IT ) ,  and F (L U S H ) .  

3 .  P ress Im t o  retu rn  t o  t h e  GIA- E D I T  ACCO U NTS scree n .  

A D D  ACCOU NTS RECEIVABLE C U STOME R  ACCOU NTS 

Diskette: Data E ntry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A-ACCO U NT MA I N T E N A N C E  
G I A- E D I T  ACCO U NTS 
G I A- E D I T I N G  C U STOME RS 

Procedure :  
1. E nte r the new customer  n u m ber  (4  d i g i ts max i m u m) .  

2 .  En te r  the new customer  name ( 3 8  cha racters max i m u m) .  

3 .  Ver i fy the add i t ion . 

4 .  Repeat steps 1 th rough 3 u nt i l a l l  c u stomers a re added . 

You Type 

4 mm 
2 2 mm 

3 mmi!I 
3 mm 

5 .  Press Im to retu rn  to the GIA- E D I T I N G  C U STOME RS sc reen . 



CHANG E  A N  ACCOU NTS RECEIVABLE C U STOM E R  ACCOU NT 

Diskette : Data En t ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A-ACCO U N T  MA I NT E N A N C E  
G I A- E D I T  ACCO U N TS 
G I A- E D I T I N G  C U STOM E RS 

Procedu re:  

You Type 

4 1;1+111;0+ 
2 2  1;11111;01 

3 •;1:1111;n• 
2 +;1;111;a• 

1 .  E nter the  c u stomer  n u m be r  correspond i ng to the  c u stomer  n a m e  you want  
to  change .  

2 .  E nter the  new c u stomer  n a m e .  

3 .  Ve r i fy the  change .  

4 .  Press Im t o  retu rn  t o  the  GIA- E D I T  ACCO U N TS sc ree n .  

DELETE A N  ACCO U NTS RECEIVABLE CU STOME R  ACCOU NT 

Diskette: Data En try 

Screen Path :  
Tit le 
G E N E RAL ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MA I N T E N A N C E  
G I  A- E D IT ACCO U NTS 
GIA- E D IT I N G  C U STOM E RS 

Procedure :  

You Type 

4 1ma11t;U+ 
2 2  +;1;111;v• 

3 1;14111;H+ 
4 +;'i"hH' 

1 .  En ter the n u m be r  of the Accou nts Rece i va b l e  Customer  acco u nt to be 
d e l eted . 

2 .  Ve r i fy the d e l et i on . 

3 .  Press Im to retu rn  to the  GIA- E D I T  ACCO U N TS sc reen . 

DISPLAY A N  ACCOU NTS RECEIVABLE C U STOMER ACCO U NT 

Diskette: Data E ntry 

Screen Path : 
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MAI N T E N A N C E  
G I A- E D I T  ACCO U NTS 
GIA- E D IT I N G  C U STOM E RS 

4 1;1;111;0• 
2 2  1;1;111;1�• 

3 1;13111;1�· 
1 l;ljiihH+ 
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Procedu re :  
1 .  En te r  the  n u m ber  of the c u stomer  you want  to d i sp l ay .  

2 .  Press BB to retu rn to the GIA- E D IT  ACCO U N TS scree n .  

E D I T  ACCOU NTS RECEIVA B LE CUSTOMER ACCOU NTS 

To ed i t  Accou nts Rece ivab le  Customer accou nts,  perform the fu nct ions  on the 
GIA-E D IT I N G  C U STOME RS screen . These fu nct ions  are D I SPLAY, CHANGE ,  
A D D ,  D E L ET E ,  and  S C RO L L .  Each  fu nct ion  i s  desc r i bed separate l y  i n  th i s  
sect ion .  

Diskette : Data Ent ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MA I N T E N A N C E  
GIA- E D I T  ACCO U N TS 

Procedure:  

You Type 

4 ml!li1I 
22 mm 

J ml!li1I 

1 .  The  GIA- E D IT I N G  C U STOM E R S  screen d i s p l ays the fo l l ow i ng fu nct ions  fo r 
you r se l ect ion : 
1 .  D I S PLAY C U STOM E R  
2 .  C H A N G E  C U STOM E R  
3 .  A D D  C U STOM E RS 
4 .  D E L ET E  C U STOM E R  
5 .  SCRO L L  C U STOM E RS 

2 .  Press BB to retu rn  to the GIA- E D IT  ACCO U NTS sc reen . 

SCROLL ACCOU NTS RECEIVABLE C U STOMER ACCOU NTS 

Diskette: Data En try 

Screen Path : 
Tit le You Type 

G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U NT MAI N T E N A N C E  
GIA- E D I T  ACCO U N TS 
G I A- E D I T I N G  C U STOME RS 

Procedure: 

4 ml!li1I 
22 mm 

J ml!li1I 
5 lilD!liD 

1 .  E nter the cu stomer n u m ber  at w h i c h  you want scro l l i ng  to begi n o r  press 
i;Fiil@I to sta rt scro l l i ng  at the fi rst c u sto mer n u m ber .  

2 .  You can  i nter rupt the system wh i l e i t  i s  perform i ng the SCRO L L  fu nct ion  by 
u s i n g  one  of the fo l l owi n g  cha racters : S(TOP) , G (O) , Q( U IT) , and  F( L U S H) . 

3 .  Press BB to retu rn to the GIA- E D IT  ACCO U N TS scree n . 



B AL ANCE 

SH E E T  

B ATCH ING 

CASH 
DISB URSEM ENTS 

JOURNAL 

The Ba l ance Sheet deta i l s  a company's  assets , l i ab i l i t ies ,  and cap i ta l .  To p r i n t  
t he  Ba l ance Sheet, use t he  fo l l ow i n g  proced u re :  

Diskette : Post i n g  

Screen Path : 
Title You Type 
G E N E RAL  ACCO U NTI N G  SYSTEM 
GIA- POST/PER IOD P ROCESS 
(RU N Q U E U E) 

Procedure :  

1 .  Check to be s u re the pr i nte r  i s  on  and switc hed to ON-L I N E .  

2 .  Press ll1D!Jlll to p r i n t  the Ba l ance Sheet . 

4 l;liili;fri 
73 M;l§iil;H• 

1 IDiiil;HI 

3 .  Wa i t  for the pr i nter to f i n i s h .  You can i nte rru pt the pr i nt i ng operat ion  be
fore i t  is com p l ete by u s i n g  one of the fo l l owi ng characters : S(TO P) ,  C(O) ,  
Q( U IT) ,  and F ( L U S H ) .  

Seve ra l data ent ry funct ion s  o f  t h e  ATA R I  Genera l Acco u n t i n g  System accept 
i nfo rmat i on  in  co l l ect i o n s  of entr ies ca l l ed batches . A batch can  h o l d  u p  to 99 
entr ies ,  so i t  i s  se ldom necessary to en te r  more than one  batch per  day  fo r eac h 
data ent ry fu n ct i on . The  syste m n u m bers each en t ry i n  a batc h .  ( For exam p l e ,  i t  
d i sp l ays E N TRY 4 O F  4 w h e n  y o u  ver i fy you r  th i rd ent ry and  p repare to enter  
the fo u rt h . )  

When y o u  f i n i s h  ente r i n g  a l l  t h e  i nformat ion i n  a batc h ,  press i;iil'lmi . The 
system asks  you to ver i fy the n u m ber of entr ies  and the tota l do l l a r  amount  
for that batch wi th  the O K?(Y/ N )  prompt.  I f  you  answer by typ i n g  Y fo l l owed 
by ll'ID!llll, the batch is recorded on the d i skette and a new batch can be entered 
or another fu nct ion se l ected . If you answer by typ i ng N, the batc h is not record
ed and you can use the key to move bac k to the entry req u i r i ng 
mod i fi cat io n .  

T o  rev iew a n y  entry i n  t h e  batc h ( s u c h  a s  E N TRY 1 O F  4 ) ,  type at the E N TRY 
pos i t ion  the n u m ber  of the entry you want to see,  and press i;iiii!Mi. The system 
returns  to that e ntry ; you may now use the key to move the c u rsor 
to an  item on  the sc ree n ,  or  press ll1D!Jlll at the OK ?(Y/N) prompt to proceed to 
E NTRY 2 OF 4. (To retu rn i m med i ate l y  to E N T RY 4 OF 4 ,  bac kspace to the 
ENTRY pos i t ion  and enter the n u m ber 4 . )  

The Cash D i s b u rseme nts J o u r n a l  l i sts b y  n u mber  a l l checks  wr i tten aga i n st the  
company acco u n t .  Each  ent ry  i n  the  Cash D i sb u rsements  J o u r n a l  i n c l udes  the  
date the  check  was  wr i tten and  to  whom the check  was i s s ued . The  net a m o u n t  
o f  the  c h e c k  may b e  d i st r i buted t o  more th a n  one  accou nt .  

Fou r  prom pt p ref i xes (V ,  E ,  P ,  a n d  C) enab le  you  to  m i n i m i ze keystro kes and  
speed entr ies  to  the Cash  D i s b u rsements Jou rna l . P reass igned acco u n ts m a y  be 
entered s i m p l y  by typ i n g  the appropr i ate p ref i x  fo l l owed by the acco u nt 
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n u mber :  V i nd i cates a vendor  accou nt from the Accoun ts Payab le  Ledger; E 
i nd i cates a n  e m p l oyee; P i nd i cates a l l  regu l a r  payees;  and  C i nd i cates c u stom
ers .  The na mes of payees who do not have a p reass i gned accou nt n u m ber may 
be en te red d i rect l y .  ( See " E nter Cash D i s b u rsements . " )  

ENTER CASH D I S B U RSEMENTS 

Diskette:  Data E ntry 

Screen Path :  
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A- DATA E N T RY 
( R U N  Q U E U E) 

Procedu re:  

3 m:l!D 
1 1  mmm 

1 m:l!D 

1 .  At the GIA-CASH D I SB U RSEME NTS screen ,  press the key to 
move the c u rsor u p  to the check n u mber to make a change if necessary . 

2 E nter the d ate the check was wr i tten . 

3 .  E n te r the  accou nt n u m be r  for that  payee ( the p ref i x  V ,  E ,  C ,  o r  P fo l l owed by 
a vendor ,  e m p l oyee, c u stomer ,  or payee n u m ber ,  res pect i ve l y ) .  I f  no ac
count  ex i sts fo r that payee , enter the name at the PAY E E :  l i ne .  E nte r VOI D  
to i nd i cate a vo i d  check .  

4 .  E n te r the  d o l l a r  a mou nts fo r eac h Genera l Ledger accoun t  u nt i l  the ent i re 
amoun t  of the check  i s  d i str i buted . 

5 .  Press i;iiilmlll to end the accou nt entr ies for that check and ver i fy the entr ies .  

6 .  Repeat steps 2 t h rough 5 un t i l a l l  chec ks i s s ued on that  d ate a re entered . 

7 .  When a l l  check entr ies are comp lete, press m:l!D at the PAY E E :  l i ne to 
proceed to the BATC H TOTAL l i ne .  Ver i fy the batc h .  

8 .  i f  there a re no other  c hecks t o  b e  ente red , press Im a t  t h e  DAY : pos i t ion 
to retu rn  to the G E N E RA L  ACCOU NT I N G  SYSTEM scree n .  

L I ST CAS H D I S B U RSEMENTS JOU RNAL 

Diskette : Post i ng 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A- L I ST J O U R N A L S  
( R U N  Q U E U E) 

Procedu re :  
1 .  Ve r i fy that  the  p r i nter sw i tches a re O N  and ON - L I N E .  

You Type 

3 m:l!D s 1 mmm 
1 mmm 

2 .  Wa i t  fo r the  pr i nter to f i n i s h .  You can i nter rupt the pr i n t i ng  operat ion  before 
it i s  com p l ete by u s i n g  one of the fo l l owi ng characters : S(TOP) ,  G(O) ,  
Q( U IT) ,  and  F ( L U S H ) .  



CAS H  

RE CE IPTS 

J OURNA L  

T h e  Cash Rece i pts Jou rna l  i s  a d a i l y  record o f  c u stomer  pay ments o n  the i r  open 
accoun t  ba l ances .  Fou r  prompt p refi xes (V ,  E ,  P ,  and  Cl enab l e you to m i n i m i ze  
keystrokes and  s peed en t r i e s  to  the Cash D i s b u rsements J o u rn a l .  Preas s i gned 
accoun ts may be ente red s i m p l y  by typ i ng the  appropr i ate p refi x fo l l owed by 
the accou nt n u m ber :  V i nd i cates a vendor  acco u n t  from the Accou nts Paya b l e  
Ledger ;  E i nd i cates an  emp loyee; P i nd icates a l l  regu la r  payors ; and  C i nd icates 
cu stomers . The  names  of payors who  do not h ave a preas s i gned acco u nt 
n u m ber  may be entered d i rect l y .  ( See " E nter Cash Rece i pts . " )  

ENTER CASH RECEI PTS 

Diskette: Data E ntry 

Screen Path :  
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYST E M  
GIA- DATA E NT RY 
( RU N  Q U E U E) 

Procedu re :  

3 1;14111;1�1 
1 2 1;1+111;n1 

1 +;'i"hH' 

1 .  At the  G IA-CAS H RECE I PTS sc ree n ,  enter the  date the  payment  i s  re
ce i ved . 

2 .  E nter the payor n u m ber  (p refi x C o r  P fo l lowed by a n u m ber) . I f  n o  n u m ber  
ex i sts for that payor, enter  the name u p  to  20  characters long .  

3 .  I f  a Genera l Ledger accoun t  n u m ber ( u sua l l y  the Accou nts Rece ivab le  
account) i s  d i sp l ayed wi th  the payor name,  enter the amount  pa id  to  that 
account .  Press li1lilUiD if that account  does not app l y .  Perform t h i s  step 
aga i n  i f  other  accou nts a re d i sp l ayed . 

4 .  I f  no accoun t  n u m be r  i s  d i s p l ayed , enter t h e  appropr i ate Genera l  Ledger 
acco u nt n u m ber and then enter the amoun t .  

5 .  Repeat step 4 un t i l the ent i re amoun t  of the  payment  i s  d i st r i bu ted . 

6 .  Press li1lilUiD to end the  accou nt  e ntr i es fo r that payment .  

7 .  Ver i fy the  ent r ies  fo r that payment .  

8 .  Repeat steps 1 th rough  7 u nt i l a l l  payments  fo r that date a re en te red . 

9 .  When a l l  payment  ent r ies are com p l ete, p ress li1lilUiD a t  t h e  PAYO R :  l i ne 
to proceed to the BATC H TOTAL l i n e .  

1 0 . Ver i fy the  batc h .  

1 1 .  I f  no other  payments rem a i n  to be entered , press Im to return  to the 
G E N E RA L  ACCO U NTI N G  SYSTEM sc ree n .  
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CASH SAL E S  

J OURNAL 
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L IST CAS H  RECEI PTS 

Diskette: Post i ng 

Screen Path : 
Tit le 
G E N E RAL ACCO U N T I N G  SYSTEM 
G I  A- L I ST J O U R N A L S  
( R U N  Q U E U E) 

Proced u re :  
1 .  Ver i fy that the pr i nte r  i s  on  and  sw i tched to O N - L I N E .  

You Type 
3 a.mm 

52  a.mm 
1 a.mm 

2 .  Wa i t  fo r the  p r i nter to f i n i s h .  You can  i nterru pt the p r i nt i ng operat ion  befo re 
it i s  comp l ete by u s i n g  one of the fo l l ow i ng cha racters : S(TO P) , G (O) , 
Q( U I T) ,  a n d  F( L U S H) .  

The  Cash Sa l es Jou rn a l  i s  a d a i l y  record of the sa l es recorded by cash  reg i sters . 
Each  category fo u nd on  the keys of the  cash  regi ster i s  ass i gned a correspond i ng 
Cash Sa l es prompt .  

EDIT CAS H SALES PROMPTS 

Ed i t i ng  the Cash Sa les  prompts enab les you to match the sa les categor ies from a 
cash reg i ster w i th the correspond i n g  Genera l  Ledger accou nts .  However, you 
can not ed i t  the Cash Sa les  prom pts i f  there a re any cu rrent jou rna l  entr ies .  After 
you perform End -of-Month c los i ng ,  you can change the ex i st i ng  Genera l  Ledger 
accou nt n u m bers or  add new ones . You can a l so defi ne head i ngs for the Cash 
Sa les Jou rna l  with th i s  fu n ct io n .  ( N ote : The system automat ica l l y  de letes head
i ngs with no accoun t  n u m bers . )  

Diskette : Data E ntry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MAI N T E N A N C E  
GIA- E D I T  ACCO U N TS 

Procedure :  

You Type 

4 li1miJI 
2 2  limli1I 

9 lm1li1I 

1 .  U se the 
prompts . 

DELETE BACK S key to step back through and change the ex i st i ng 

2 .  E nte r the Genera l  Ledge r accoun t  n u m ber  (or  zero i f  you o n l y  w i s h  to c reate 
a head i ng) . 

3 .  E n te r t he  sa l es category (or  the head i ng) . 

4 .  Repeat steps  2 and  3 u n t i l a l l  categor i es a re added . 

5 .  Press i;liillMll when ed i t i ng  the Cash  Sa le s  prompts i s  com p l ete . 

6 .  Ver i fy t h e  C a s h  S a l es p rom pts d i s p l ayed to re t u r n  to t he  GIA- E D I T  
ACCOU NTS sc reen . 



ENTER CASH SALES 

Cash Sa l es a re recorded by en te r i n g  the  d a i l y  tota l s  from cash reg i ste r tapes i n to 
the Cash Sa l es Jou rna l .  Eac h set of ent r ies  m ust tota l ze ro ,  but t he  system does 
not accept ent r ies  w i th a l l  ze roes . 

Diskette :  Data E ntry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U NTI N G  SYST E M  
GIA- DATA E N T RY 
( R U N  Q U E U E) 

Procedu re :  
1 .  I f  the date at the top of the  screen i s  i nco rrect, p ress the 

You Type 
3 1;1;111;0• 

1 s +;1+111;0• 
1 i;Uiiii;fri 

DELETE BACK S 
to move the c u rsor u p  to the part of the date need i ng mod i f icat ion . 
the correct d ate . 

key 
E nter 

2 .  E nte r each tota l  accord i ng to the h i gh l i gh ted sa le s  category ; i n c l ude  a 
m i n u s s i g n ( - )  fo r a l l c red i t  cash  amount s .  

3 .  When a l l  app l i ca b l e  categor ies  have bee n e n te red , press i;iiiii;lll . 
4 .  Ve r i fy t h e  ent r ies  for that  d ate . 

5 .  The  system automat i ca l l y advan ces the  d ate . Repeat steps  1 t h rough  4 u nt i l 
a l l  s a l es a re en te red . 

6 .  Press Im to ret u r n  to  t he  G E N E RA L  ACCO U N T I N G  SYST E M  sc ree n . 

L IST CASH SALES 

L i st i ng the  Cash Sa les  Jou rna l  p r i nts the  contents of th i s  j o u r n a l . The L I ST CAS H 
SA L E 5  fu nc t ion  may be p l aced i n  a q u e u e  to save t i m e .  ( For more i nfo rmat i on ,  
see "Queue" i n  th i s  Refe rence G u i de . )  

Diskette : Post i ng  

Screen Path :  
Tit le 

G E N E RA L  ACCO U N T I N G  SYSTEM 
G IA- L I ST J O U RNALS 
( R UN Q U E U E) 

Procedure:  
1 .  Ve r i fy that the p r i nter i s  on  and  swi tched to ON- L I N E . 

You Type 

3 1;1;111;u• 
ss  +;1;111;rn• 

1 1;1;111;1�• 

2 .  Wa i t  fo r the  p r i n ter  to f i n i s h .  You can  i nte r ru pt the  p r i n t i n g  ope rat i o n  befo re 
it is com p l ete by u s i ng one of the fol l ow i n g  c h a racters : S (TO P) ,  G ( O) ,  
Q( U I T) , and  F( L U S H ) .  
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CH ANG E 

PROG R AM 

DISKE TTE 

The C H A N G E  PROG RAM D I S K  fu nct ion i s  u sed to switch from one program 
d i skette to another .  

Note: Do n o t  remove diskettes from a disk drive wh ile i ts  BUSY light is  lit .  

Diskette : Data En t ry or Post i n g  

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYST E M  

Procedu re :  

You  Type 
2 mmml 

1 .  At the G I  A-C H A N G E  PROG RAM D I S K  sc ree n ,  remove one  p rogram d i s k
ette and  i n sta l l  the other p rogram d i s kette . 

2 .  Press i;l@l;lli to retu rn  to the G E N E RAL  ACCO U N TI N G  SYSTEM screen . 

COM P ANY The Com pa n y  Conf i g u rat i on  defi nes how the d i ffe rent l ed ge rs i n  the system 

CONF I G URATION �
eport to the  G_enera l  L�d ge r .  The p rocess of ed i t i n g  a Company Confi g u rat ion  

i nvo l ves assoc 1 at 1  n g  a J o u rna l  to  the p roper Genera l  Ledger accoun t  fo r that 
act i v i ty (for exa m p l e ,  Reta i ned Earn i ngs i s  a va l i d accoun t  n a m e  for the Genera l  
Ledge r Ca p i ta l I ncome Accou nt) . A l l  accou nts m u st a l ready ex i st befo re they 
can  be ass i gned to a j o u r n a l . 
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Diskette : Data Ent ry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U NT I N G  SYSTEM 
G I A-ACCO U N T  MAI N T E N A N C E  
GIA- E D IT ACCO U NTS 

Procedu re :  

You Type 

4 mmml 
22  mmml 

2 mmml 

1 .  At the GIA- E D I T  COMPA N Y  CON F I G U RATI O N  scree n ,  enter the com
pany name as i t  shou ld  be pr i nted on reports . 

2 .  E nter and ver i fy the accoun t  n u m ber to be u sed for the Cap i ta l  I ncome 
account .  

3 .  E nte r the accou nt  n u m ber to be used fo r the I nvo i ce  Reg i ste r Accou nts 
Rece i va b l e  accou nt .  A zero may be ente red i f  the I nvo i ce Reg i ste r is not 
req u i red . 

4 .  A t  t h e  I N VO I C E  REG I ST E R  C U RSO R M E T H O D  prompt, enter  t h e  n u m ber  
( 1 , 2 ,  or 3) to  i n d i cate the method des i red . E nte r 1 i f  you want  the  system to 
i nc rement  the  i n vo i ce n u m ber  a utomat i ca l l y ;  2 if you want  the  system to 
p ro m pt you for a req u i red a l ph a n u mer i c i nvo i ce n u m ber ;  or  3 if you want 
opt i o n a l  a l ph a n u mer i c  i nvo i ce n u m ber i ng .  

5 .  E n te r the  acco u nt n u m ber  fo r the  Merchand i se Pu rch ased Accou nts Pay
a b l e  accou nt .  A zero may be en te red i f  the Merc h a n d i se Purch ased ac
cou nt  is not req u i red . Ve r i fy the acco u nt if  req u i red . 



CR EATE 
ACCO UNT S 

6 .  E nte r Y i f  the  Cas h  S a l es Jou rna l  w i l l  b e  u s e d  t o  enter  s a l es fro m c a s h  
reg i ste rs . E nte r N i f  C a s h  Sa l es a re n o t  req u i red . 

7 .  E nte r the  n u m be r  o f  the Cash  D i s b u rseme nts Jou rna l /Cash  Cred i t  accou n t .  
A zero m ay be  en te red i f  th i s  opt ion  i s  not req u i red . 

8 .  E nte r the n u m be r  o f  the Cash  Rece i pts Jou rna l  and  I nvo ice  Reg i ste r Cas h  
D i s b u rsements accou nts . Zero m a y  b e  e nte red i f  these acco u n ts a re not  
req u i red . 

9 .  E nter each Payro l l  accoun t  n u m ber a n d  t h e  pr i nted report head i n g  for 
each Payro l l  account .  

1 0 . At the A L L  O K ? (Y/N }  prom pt, ver i fy a l l ent r ies .  

Warn ing: CREATE era ses a l l da ta previo u s l y  entered on the compa n y  da ta dis
kette . Th i s  fu nct ion  is on l y  for c reat i n g  a new set of accou nts for a co m pa n y .  
U s e  E D IT ACCO U NTS fu n ct ion s  to add n e w  accou nt i nfo rmat ion  w i thout  e ras
i n g  a l l  p rev iou s  entr i es . 

Creat i n g  accou nts a l l ocates d i s kette storage for each g ro u p  of acco u n ts .  

Diskette: Data E ntry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U NT I N G  SYSTEM 
G I A-ACCO U N T MAI NTE N A N C E  

Procedure:  
1. E nte r you r s i x- c h a racter Company Cod e .  

You Type 

4 1;1;111;u• 
2 1  1;14111;11• 

2 .  Est i m ate the  max i m u m  n u m be r  of acco u n ts you expect to u se fo r eac h of 
the f ive fo l l ow i ng categor ies : 
• Genera l  Ledger Accou n ts 
• Cu stomer  Accou nts Rece ivab le  Acco u n ts 
• Ve ndor  Acco unts Paya b l e  Accou nts 
• Other  Payee or Payor Accou nts 
• Emp loyee Accou nts 

(To ant i c i pate fu tu re g rowth in the n u m be r  of accou nts ,  you may want  
to i n c rease th i s  n u m ber by 15 % . )  

3 .  E n te r  the max i m u m  n u m ber of e m p l oyees you ex pect to h ave .  

4. Enter the  tota l of the  nu m be r  of Pay ro l l accou nts you ex pect to u s e .  

5 .  Ve r i fy the  tota l s  e n te red a bove . 

6 .  A t  th i s  po i nt,  fo rmatt i n g  beg i n s .  D u r i n g  formatt i ng ,  a status  n u m ber show
i ng percent  com p l ete i s  d i s p l ayed at the bottom of the sc reen . 

7 .  U se the E D I T  ACCOU NTS fu nct ion  to enter  the accou nts for the new Com
pany .  Press  ID to retu rn  to the G E N E RA L  ACCO U NTI N G  SYSTEM scree n .  
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DI S K  

COM MANDS 
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D i s k  com mands  enab le  you to pe rfo rm va r ious  operat ion s  on you r data d i s kette . 
You can  d u p l i cate the  d i s kette , ren ame i t ,  check the amou nt  of record i ng space 
l eft , and rea l l ocate space. 

D U PLICATE DATA DISK 

Diskette: Data E ntry 

Screen Path : 
Tit le 

G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A- STA RT- U P  A N D D I S K  

Procedu re :  

You Type 
1 mm 

41 1Bm 

1 .  At the GIA- D U PL I CATE D I S K  scree n ,  p l ace you r  c u rrent company data 
d i s kette i n  D r i ve 2 .  

2 .  P l ace a b l a n k  o r  outdated d i s kette i n  Dr i ve 1 .  

3 .  E nter CONTI N U E  to copy the data from Dr ive 2 to Dr i ve 1 .  

4 .  Formatt i n g  beg i n s .  T h e  status  n u m ber on t h e  bottom o f  t h e  sc ree n i nd i cates 
the percentage of d u p l i cat ion  co m p l eted . 

5 .  I n sta l l  a program d i skette i n  Dr ive 1 and press BB to retu rn to the G E N ER
A L  ACCO U N T I N G  SYSTEM scree n .  

C H ECK D I S K  SPACE 

The C H EC K  D I S K  S PACE command  i n d i cates h ow m u c h  space rem ai ns  on  you r 
company  data d i s kette . 

Diskette: Data En t ry 

Screen Path :  
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-START-U P  AND D I S K  

Procedu re:  

1 mm 
42 1Bm 

1 .  The  C H ECK D I S K  S PACE screen i s  on  the d i sp l a y .  P l ace your  company data 
d i s kette in Dr i ve 2 .  

2 .  Press +;iiiii;Hi . 
3 .  The  sc reen d i sp l ays you r or i g i n a l  a l l ocat i on . Be l ow each a l l ocat i on  n u m ber  

i s  the  percentage c u rren t l y  i n  use .  

4 .  P ress  Im to  ret u rn to  the G E N E RA L  ACCO U N T I N G  SYST E M  screen . 

REALLOCATE D I SK SPACE 

The REAL LOCATE D I S K  S PACE com mand  enab l es you to change the d i s kette 
space as or i g i n a l l y  a l l ocated . 



DI SPLAY 

ACCOU NTS 

Diskette : Data En t ry 

Screen Path :  
Tit le You Type 

G E N E RA L  ACCO U N T I N G  SYST E M  
GIA- STA RT- U P  AN D D I S K  

Procedure:  

1 1;1;111;0• 
4 3 i;l§illdll 

1 .  The  G IA- REA L LOCATE D I S K  S PACE sc reen i s  on  the d i sp l a y .  P l ace yo u r  
c u rre nt company data d i s kette i n  D r i ve 2 .  

2 .  P l ace a b l a n k  o r  outdated d i skette i n  D r i ve 1 .  

3 .  E nte r CONTI N U E .  
4 .  T h e  screen d i s p l ays you r p rev ious  a l l ocat i on  a n d  p ro mpts you t o  e nte r a 

new va l ue .  

5 .  En te r  new va l u es where y o u  w i s h  t o  c h a nge t h e  a l l ocat i on . 

6 .  Ve r i fy the  n e w  va l ues t o  beg i n  rea l l ocat io n .  The statu s  n u m be r  a t  t he  bot
tom of the sc reen i nd i cates the perce ntage of a l l ocat ion  c o m p l eted . 

7 .  I n sta l l  a p rogram d i s kette i n  D r i ve 1 and  t h e  n e w  rea l l ocated d ata d i s kette 
i n  Dr ive 2 .  

8 .  Press Im t o  retu rn  t o  the  G E N E RA L  ACCO U N T I N G  SYST E M  scree n . 

RENAME DAT A DI SKETTE (CHAN G E  COMPANY CODE) 

You can c h ange the Co mpany  Code on  the d ata d i skette u s i n g  the  R E N A M E  
DATA D I S K  funct i o n .  

Diskette: Data En t ry 

Screen Path : 
Tit le You Type 
G E N E RAL ACCO U N T I N G  SYSTEM 
GIA-STA RT- U P  A N D D I S K  

Procedure:  

1 i;iiiiil;I�• 
44 1;11111;111 

1 .  The GIA-RE NAME DATA D I S K  screen i s  on  the d i sp lay .  P l ace the company 
data d i skette in  D r i ve 2 .  P ress  l;l'ill@i . 

2 .  E nter the new company code .  

3 .  Ve r i fy the change .  

4 .  Press Im to retu rn  to  the  G E N E RA L  ACCO U N T I N G  SYSTEM scree n .  

The D I S PLAY ACCO U NTS fu nct ion a l l ows you to d i sp l ay the deta i l  i n  a Gen
era l Ledger accou nt ,  a cu stomer accou nt, or  a vendor account .  
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END- OF- P ERIOD 

REPORT ING 
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Diskette: Post i ng 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYST E M  

Procedu re :  

You Type 
5 mml 

1 .  When the  G /  A- D I S PLAY ACCO U N TS sc reen appears ,  enter  a Genera l  
Ledger n u m ber ,  a cu stome r  n u m be r  (w i th  the p refi x C) , o r  a vendor  n u m ber 
(with the  p refi x V) for d i sp l a y .  

2 .  P ress Im to retu rn  to the  G E N E RA L  ACCO U NT I N G  SYSTEM scree n .  

EN D-OF-F I SCAL-YEAR FU NCTION 

The E N D -O F - F I S C A L - Y E A R  f u n c t i o n  resets  to z e ro t h e  f i s c a l  yea r-to-d ate 
amou nts in a l l  i n come and expense accou nts ,  to prepare for the next f isca l year .  

Diskette: Post i n g  

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA- POST/ P E R I O D  P ROCESS 

Procedu re :  

You Type 

4 mml 
84 mml 

1 .  Prov i d ed the E N D-OF-MO N T H  and E N D-OF- F O U RT H- Q U A RTE R com
m a n d s  h ave been p rocessed , enter  CONTI N U E  at t he  caut i ona ry sc reen to 
add the  E N D-OF- F I SCAL-YEAR fu nct i on to the q ueue .  

2 .  E nter 1 to r un  the q ueue and perform the E N D-OF- F I SCAL-YEAR fu nct ion . 

EN D-OF- FOU RTH-QUARTER FU NCTION 

The E N D-O F - FO U RT H - Q U A RT E R  funct ion  resets to  zero the Payro l l Regi ster 
ca lendar  yea r-to-date tota l s  for each emp loyee, to prepare for the next ca lendar 
year .  

Diskette : Post i n g  

Screen Path :  
Tit le 
G E N E RAL ACCO U N T I N G  SYSTEM 
G I A- POST/ P E R I O D  PROC ESS 

Procedu re: 

You Type 

4 lmm 
83 lmm 

1 .  Prov i ded the E N D-OF-MO NTH fu n ct ion  has  been p rocessed , enter CON
TI N U E  at t he  caut i o n a ry sc reen to add the E N D-O F-Q UART E R  fu nct ion  to 
the q ueue .  

2 .  E nter 1 to  r u n  t he  q ueue and  perfo rm the  E N D-OF- FO U RT H -Q U A RT E R  
fu n ct i o n .  



G EN ERAL 
J OURN AL 

EN D-OF-MONTH F U N CTION 

The E N D-OF-MONTH fu nct ion  resets to  zero the month l y  accoun t  tota l s  to  pre
pare for the next month ' s  entr ies . It a l so carr ies  forward the f i sca l year-to-date 
ba l ance i n  a l l i n come and expense accou nts .  

Warning: The E N D-OF-MO N T H  fu nct ion  e rases a l l  j o u r n a l  en t r i es t o  m a ke 
space for the  ent r ies  fo r the  next month . 

Diskette: Post i ng  

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYST E M  
GIA- POST/ P E R I O D  P ROC ESS  

Procedu re: 

You Type 

4 +;1;u1;v+ 
8 1  ldjili;Jfi 

1 .  Rev i ew the  fu nct i o n s  that are out l i ned on the caut ionary sc reen . Type 
CONTI N U E  and press imhl@I to add the E N D-OF-MONTH fu nct ion to 
the queue .  

2 .  E nter 1 to r u n  the q ueue and perform the  E N D-OF-MO N T H  fu n ct i o n .  

EN D-OF-QUARTER FU NCTION 

The  E N D-OF-Q U A R T E R  fu n c t i o n  c a r r i e s  fo rwa rd t h e  c a l e n d a r  year-to-date 
ba lances for each emp loyee in  the Payro l l  Regi ster ,  and resets to zero the q u a r
ter-to-date tota l s ,  to prepa re for the next qua rter' s entr ies .  

Diskette : Post i ng 

Screen Path : 
Title 
G E N E RAL ACCO U N T I N G  SYSTEM 
GIA- POST/ PE R I O D  P ROCESS 

Procedure: 

You Type 

4 1;14111;1�1 
82 •;1+111;11• 

1 .  I f  the E N D-OF-MO NTH fu nct ion has been performed , enter CONTI N U E  at 
the caut ionary sc reen to · add the E N D-OF-QUARTER  fu nct ion to the q ueue .  

2 .  Enter 1 to r un  the q ueue and perform the E N D-OF-Q UARTE R fu nct ion . 

ENTER G E N ERAL JOURNAL TRAN SACTIO NS 

Diskette : Data E nt ry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA- DATA E N TRY 
( R U N  QU E U E) 

You Type 
3 m'l!m 

1 6  1;1:1111;0• 
1 1;1+111;0• 
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Procedure: 
1 .  E nter the  d ate of the  ent ry .  

2 .  T o  change the Genera l  Jou rna l  entry n u m ber ,  use the key to 
move the c u rsor back u p  to the GJ # :  pos i t ion . En ter the new Genera l  
Jou rna l  entry n u mber .  

3 .  E nter the Genera l Ledger account n u m ber of the account  to be deb i ted . 

4 .  E nter the deb i t  amount  fo r t h i s  accou nt .  

5 .  E nter t he  n u m be r  of the  correspond i n g  Genera l  Led ger accou nt to be 
c red i ted . 

6. E nter the c red i t  a m o u nt for th i s  accoun t .  The tota l of the two ent r ies  m u st 
eq u a l  ze ro .  

7 .  Repeat steps 3 t h rough 6 un t i l a l l  ent r ies  a re made . Then  p ress  Em. 
8 .  E nter a n  exp l anat ion  o f  t h e  ent ry .  A max i m u m  o f  ten 38 -cha racter l i nes 

may be e ntered for each Genera l Jou rna l  ent ry .  

9 .  P ress  Em o n  a b l a n k  l i ne  to te rm i n ate the exp l a n at io n .  Ve r i fy the 
ent r ies .  

1 0 . The system a utomat i ca l l y i nc rements the Genera l  Jou rna l  entry n u m ber .  
Repeat steps 3 th rough 9 u nt i l a l l  Genera l  Jou rna l  ent r ies  a re  complete . 

1 1 .  Press Im to retu rn  to the G E N E RAL ACCO U N T I N G  SYSTEM screen .  

LIST GEN ERAL JOURNAL 

Diskette : Post i n g  

Screen Path : 
Tit le 
G E N E RA L  ACCO U NT I N G  SYST EM 
GIA- L I ST J O U R N A L S  
( R U N  Q U E U E) 

Procedure: 

You Type 
3 Em 

56 Em 
i mm 

1 .  Ve r i fy that you h ave the  p r i nter tu rned on ,  the  system i s  O N - L I N E , and  the 
As-Of Date ha s  been set .  

2 .  Wa i t  fo r t he  pr i nter to f i n i s h .  You can i n te rru pt the p r i nt i n g  operat i on  before 
it is com p l ete by u s i ng one of the i nterrupt command s :  S(TO P) , G(O) ,  
Q( U IT) , a n d  F( L U S H ) .  

A D D  G E N ERA L  LEDGER ACCOU NTS 

Diskette : Data E ntry 

Screen Path : 
Title 
G E N E RA L  ACCO U N TI N G  SYSTEM 
GIA-ACCO U NT MAI N T E N A N C E  
GIA- E D IT ACCO U NTS 
GIA- E D IT I N G  GIL ACCOU NTS 

You Type 

4 Em 
22 mm 

1 mm 
3 ml!li1I 



Procedure : 
1 .  E nte r the new Genera l Ledge r acco u nt n u m be r  ( 4  d i g i ts max i m u m ) .  

2 .  Enter  the Gene ra l Ledger acco u nt desc r i pt ion  ( 3 0  c h a racte rs  m ax i m u m) .  

3 .  Ve r i fy the add i t ion . 

4 .  Repeat steps 1 th rough 3 u nt i l a l l  add i t i on s  a re com p l ete .  

5 .  P ress Im to retu rn  to the GIA- E D IT I N G  GIL ACCO U NTS sc reen . 

CHANGE A G E N ERA L  LEDGER ACCOU NT DESCRI PTION 

Diskette: Data E nt ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYST E M  
GIA-ACCO U N T MA I N T E N A N CE 
GIA- E D IT ACCO U N TS 
GIA- E D I T I N G  GIL ACCO U N TS 

Procedure:  
1 .  E nter the  Genera l  Ledge r accou nt n u m be r  to be c h a n ged . 

2 .  E n te r the new acco u nt desc r i pt ion . 

3 .  Ver i fy the c h a nge .  

4 .  Press Im t o  retu rn  to t h e  GIA-E D I T  ACCOU NTS sc ree n .  

D ELETE A G E N ERAL L E D G E R  ACCOU NT 

Diskette : Data En t ry 

Screen Path : 

You Type 

Tit le You Type 

G E N E RAL L E D G E R  
GIA-ACCO U N T  MAI N T E N A N C E  
GIA- E D IT ACCO U N T S  
GIA- E D IT I N G  G I L  ACCOU NTS 

Procedure: 
1 .  E nte r the Genera l  Ledger  acco u n t  n u m be r  to be d e l eted . 

2 .  Ve r i fy the d e l et ion . 

3 .  Press Im to retu r n  to the GIA- E D IT ACCO U N TS scree n .  
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D I S P LAY A G E N E RAL L E DG E R  ACCO U NT 

Diskette: Data En t ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A-ACCO U NT MAI N T E N A N C E  
GIA- E D IT ACCO U NTS 
G I A- E D I T I N G  GIL  ACCO U N TS 

Procedu re :  
1 .  E nte r a Genera l Ledger accoun t  n u m ber fo r d i sp l a y .  

2 .  Press Im to retu rn  to the  GIA- E D I T  ACCO U NTS sc reen . 

E D I T  G E N ERAL LEDGER ACCO U N TS 

You Type 

4 1i!im 
2 2 mm 

1 mm 
1 mm 

To ed i t  Genera l  Ledger accou nts ,  perform the fu nct ions  on the GIA-ED IT I N G  
G I L  ACCO U N T S  s c ree n . T hese fu n c t i o n s  a re D I S P LAY,  C H A N G E ,  A D D ,  
D E L ET E ,  a n d  SCRO L L .  

Diskette: Data E ntry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTE M  
GIA-ACCO U NT MAI N T E N A N C E  
G I A- E D IT ACCO U NTS 

Procedure:  

You Type 

4 1i!im 
2 2 mm 

1 mmm 

1 .  At the GIA- E D I T I N G  GIL ACCO U NTS screen ,  se l ect one of the fo l l ow i n g  
com mands :  

1 .  D I S PLAY GIL  ACCO U N T  
2 .  C H A N G E  G I L  ACCO U N T  
3 .  A D D  G I L  ACCO U N TS 
4.  D E L ETE GI L ACCO U N T  
5 .  SCRO L L  GIL ACCO U NTS 

2 .  Press Im to retu rn to the  G I A- E D I T  ACCO U N TS sc ree n . 

SCROLL G E N E RAL LEDG ER ACCO U NTS 

Diskette: Data E n try 

Screen Path : 
Tit le You Type 

G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T MA I N T E N A N C E  
GIA- E D I T  ACCO U N TS 
G I A- E D IT I N G  G I L  ACCO U NTS 

4 i;j§llMfi 
2 2 mm 

1 1Dm 
s mmm 



INVO IC E 

REG ISTER 

Procedure:  
1 .  E n te r the Genera l  Ledger acco u nt n u m ber  at w h i c h  you want  sc ro l l i n g to 

beg i n .  Press lj1'j'i'l!'lm! to sta rt at the f i rst accou nt n u m ber .  

2 .  You can  i nte r rupt the system wh i l e  i t  i s  perform i ng the  S C RO L L  co m m and  
by  u s i ng one o f  the  i n te r ru pt co m m a n d s :  S (TO P) ,  G (O) ,  Q ( U IT ) ,  a n d  
F( L U S H ) .  

3 .  Press Im t o  ret u rn t o  t h e  GIA- E D IT ACCO U N TS scree n .  

E D I T  I NVOICE REG I STER PROMPTS 

Diskette : Data En try 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYST E M  
GIA-ACCO U N T MA I N T E N A N C E  
GIA- E D IT  ACCO U N TS 

Procedure:  
DELETE BACK S 1 .  Use the  key to d e l ete ex i st i ng  p ro m pts as des i red . 

You Type 

4 1;1;111;0+ 
22  1ma111;u+ 

7 1;1+111;0+ 

2 .  E n te r any  add i t i o n a l  Genera l  Ledge r acco u nt n u m bers to be i n c l uded as  
pro m pts . 

3 .  Press l;liiiliml when p ro m pt ed i t i n g  i s  com p l ete . 

4 .  Ver i fy t h e  prom pts d i sp l ayed t o  retu rn t o  t h e  G I  A- E D I T  ACCO U N TS sc ree n .  

ENTER I N VOICE REG I STER TRA N SACTIONS 

Diskette: Data E ntry 

Screen Path : 
Tit le You Type 
G E N E RAL ACCO U N T I N G  SYSTEM 
GIA- DATA E N TRY 
( R U N  Q U E U E) 

Procedure: 

3 i;ijiih01 
1 3 1;1;111;01 

, •;1;111;n• 

1 .  I f  automat ic  i n vo i ce n u m be r i n g  i s  u sed proceed to step 2 .  Otherw ise ,  enter 
the i nvo ice  n u m ber  u p  to e i ght  characters long .  

2 .  E n te r  the date the  i n vo i ce i s  i ss ued . 

3 .  E n te r  the cu stomer  n u m be r  (p receded b y  the  p ref i x C) o r  the  c u stomer  n a m e  
i f  no n u m ber  i s  p reas s i gned . I f  the  i nvo ice  i s  be i ng used t o  record a c a s h  
s a l e ,  ente r  CASH a t  the  customer n u m be r  prompt .  

4 .  E nter the  do l l a r  amou nts for  each p reas s i gned Genera l Led ger acco u nt and 
any  add i t i o n a l  acco u n ts u n t i l the e nt i re a mo u nt of t he  i nvo i ce i s  e n tered . 

5 .  Press lj1jD!1m'I to end the account  ent r ies for that i nvoice .  Ver ify the entr ies 
for that i nvo ice .  
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6 .  Repeat steps  1 t h rough  5 u nt i l a l l  i n vo i ces i ss ued on  that  date a re ente red . 

7 .  When a l l  i nvo i ce entr ies are comp lete , press li!Jlll'i!I at the C U STOMER 
N O :  pos i t ion  to  advance to  t he  BATC H TOTAL l i ne .  Ver ify t he  batc h .  

8 .  I f  you do  not h ave another  batc h to enter ,  p ress Im to return  to the 
G E N E RA L  ACCO U N TI N G  SYSTEM scree n .  

L I ST I NVOICE REG I STER 

Diskette : Post i n g  

Screen Path :  
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYSTE M  
G I A- L I ST J O U RNALS  
( R U N  Q U E U E) 

Procedure :  

3 li!Jlll'i!I 
53 li!Jlll'i!I 

1 li!Jlll'i!I 

1 .  Ve r i fy that the p r i nter i s  on and  swi tched to O N - L I N E , and  that a n  As-Of 
Date has been en te red . 

2 .  Wa i t  for t h e  pr i nter to f i n i s h .  You can i n te r rupt the p r i n t i ng  ope rat ion  before 
it is com p lete by u s i n g  one of the i nterru pt commands : S(TO P) , G (O) , 
Q( U IT) ,  and  F ( L U S H ) .  

E RASE JOURNAL ENTRI ES 

Diskette : Data E ntry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYST EM 
G I A-ACCO U NT MA I N T E N A N C E  
G I A- E D IT  ACCO U NTS 

You Type 

4 li!Jlll'i!I 
22 li!Jlll'i!I 
1 o mm 

Warning: Th is command will  erase journ a l  en tries of al l  kinds tha t  are curren tly 
on the dis kette . The E RASE  J O U R NA L  E NTR I ES  fu nct ion enab les  you to correct 
major errors w i thout  mak i ng  adj ust i ng entr ies in the Genera l  Jou rna l .  

Procedure: 
1 .  En ter  CONTI N U E  to erase a l l  j ou rna l  entr i e s .  

2 .  Press IS to retu rn  to the  G E N E RA L  ACCO U N T I N G  SYST E M  s c r e e n . 



M E RCH AN O I SE 
P URCH ASE D 

J OURNAL 

EDIT MERCHAN DISE PU RCHASED JOURNAL PROMPTS 

Diskette: Data Entry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U NT MA I NT E N A N C E  
GIA- E D IT ACCO U N TS 

Procedure: 
1 .  Use  the key to e rase ex i st i n g  p rom pts as des i red . 

You Type 

4 +;f:HIJ;Ui 
2 2  •;1+111;n1 

e 1;14n1;a1 

2 .  E nter any  add i t i o n a l  Genera l  Ledger accoun t  n u m bers to be i n c l uded a s  
prom pts . 

3 .  Press mi'!'JB when p rompt ed i t i n g  i s  com p l ete . 

4 .  Ve r i fy t h e  pro mpts d i sp l ayed t o  retu rn  to t h e  G I A- E D IT  ACCO U N TS screen . 

ENTER MERCHAN DISE  PU RCHASE D  JOURNAL TRAN SACT I O N S  

Diskette : Data En t ry 

Screen Path :  
T i t le  You Type 

G E N E RAL ACCO U N T I N G  SYSTEM 
GIA- DATA E N TRY 
( R U N  Q U E U E) 

Procedu re :  

3 l;hilil;l�I 
1 4 1;1;111;01 

1 •;h"1h0' 

1 .  E n te r the vendor ' s  i nvo i ce n u m be r .  The  i n vo i ce n u m ber  i s  opt i o n a l  and  
can be  up  to  e i ght  a l p h a n u me r i c  cha racters .  

2 .  E nte r t h e  i nvo ice d ate . 

3 .  E nter the ven dor  n u m ber .  

4 .  Fo r  each  preass i gned Genera l  Ledger accou nt, ente r the  amount  you  are 
d i st r i but i ng  to that accou nt .  Press iiW!lill i f  that accou nt does not app ly .  

5 .  I f  n o  accou nt n u m bers a re p reass i g n ed o r  i f  any  ad d i t i o n a l  accou nts a re to 
be d i st r i b uted , enter  the Genera l Ledger acco u nt n u m ber  w h i c h  a p p l ies  
and  then enter t he  amoun t .  

6 .  Repeat step 5 u nt i l t h e  e nt i re a mo u nt o f  the  i nvo ice  i s  d i st r i b uted . 

7 .  Press IBill t o  end the acco u nt en t r i es for that  i nvo ice .  

8 .  E n te r the  d u e  date for t h a t  i nvo ice  i n  the  fo rm : MMI D DI YY .  

9 .  Ve r i fy t h e  ent r i es fo r that i n vo i ce .  

1 0 . Repeat steps 1 th rough 9 u nt i l a l l  i nvo i ces a re ente red . 

1 1 .  To change the date, p ress the key u n t i l the c u rsor b l i nks  on 
the part of the date you need to cha nge .  Enter the new date . 
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1 2 . When a l l  i nvo ice entr ies  are com p lete , press &mm at the VE N DOR N O :  
pos i t ion  t o  advance t o  t h e  BATC H TOTAL l i ne .  

1 3 .  Ver i fy the  batch . 

1 4 . Enter the next batch or press D to retu rn to the G E N E RAL ACCOU NT
I N G  SYSTEM scree n .  

L IST MERCHA N D I S E  PU RCHASED JOURNAL 

Diskette: Post i ng  

Screen Path :  
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA- L IST J O U R N A LS 
( R U N  Q U E U E) 

Procedure :  

3 mm 
54 mm 

1 mm 

1 .  Ve r i fy that the p r i nter i s  on  and  swi tched to O N - L I N E  and  that the As-Of 
Date is ente red . 

2 .  Wa i t  fo r the p r i nter to f i n i s h .  You can i nte r rupt the  p r i n t i ng  operat ion  before 
it is com p l ete by u s i ng one of the i nterru pt com mands :  S (TO P) , G (O) , 
Q( U IT) ,  and F ( L U S H ) .  

3 .  To obta i n  a l i st i n g  sorted by date due ,  enter  com mand 5 7  at the GIA-L I ST 
J O U RNALS  screen ,  and  repeat steps 1 and 2 .  

Compa n ies  u s i ng  a u x i l i a ry chec k i n g  accou nts i n  add i t ion  t o  the ma i n acco u nt 
s h o u l d  u se the fo l l ow i n g  p roced u res to keep trac k of the  sepa rate accounts .  

Diskette : Data Ent ry 

Screen Path : 
Tit le You Type 

G E N E RA L  ACCO U N T I N G  SYSTE M  
GIA- DATA E N T RY 
( R U N  Q U E U E) 

Procedu re:  

3 mm 
1 1  mm 

1 mm 

1 .  Set the begi n n i ng check n u m ber for the f i rst check from the f i rst aux i l i ary 
chec k i n g  account .  E nter the checks for th i s  check i ng  account .  

2 .  Ver i fy the batc h tota l amount  and  p roceed to the  f i rst ent ry of the next 
batc h . 

3 .  Change the check n u m ber to a 5-d i g i t  n u m be r  ( s uch  a s  88888) fo r i dent i f i 
cat ion  of  th i s  s u bs i d i a ry chec k i n g  accoun t .  

4 .  A t  t he  PA YEE :  pos i t i o n ,  type a ph rase such  as  TOTA L CKS FOR ACCT 
88888 .  

5 .  E nte r the n u m ber of the appropr i ate Genera l  Led ge r chec k i n g  account .  



PAYE E/ PAYOR 
ACCOUNT S 

6 .  E nte r the batc h tota l a m o u nt from step 2 as a negat i ve a m o u n t .  Press 
IDlJI aga i n  and ve r i fy the  en t r i e s .  

7 .  Press liriiDl!ZI at the PAY E E :  pos i t ion  to  advance to  the BATC H TOTAL l i ne .  

8 .  Ver i fy t h e  batc h .  

9 .  En ter chec ks from the m a i n  chec k i n g  account  i n  the usua l  man ner ,  re
member i ng  to change the check n u m ber to the next c hec k for th i s  account .  

The Genera l  Accou n t i ng  System enab le s  you to  m a i nta i n  a l i st o f  payee ac
cou nts fo r ent r ies  to  the Cash  D i s b u rsements  Jou rna l  a n d  payor  accou nts for 
ent r ies to the Cash Rece i pts J o u r na l .  

A D D  PAYEE/ PAYOR ACCOU NTS 

Diskette: Data Ent ry 

Screen Path:  
T it le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MA I N T E N A N C E  
GIA- E D I T  ACCO U NTS 

- G IA- E D IT I N G  PAYE ESIPAYORS 

Procedure:  

You Type 

4 1;14111;1�• 
2 2 •;1:a111;v• 

6 1;1:1111;n• 
3 1;1;111;u+ 

1 .  The  syste m a uto mat i ca l l y  ass i g n s  the new payeel payor n u m ber  (4  d i g i ts 
max i m u m ) .  You can  over r i de  th i s  ass i gn ment  i f  you w i s h  by movi n g  the  
c u rsor  bac k ,  u s i ng  the key, and ente r i n g  the new n u m ber .  

2 .  E nter the  new payeel payo r name ( 3 0  c h a racters max i m u m) .  

3 .  E nter the fi rst d i st r i but ion  account  o r  0 i f  you h ave no accou nt .  I f  you type 
zero or  press IDlJI ,  the system advances to step 5 .  

4 .  E nte r the second d i st r i b ut ion  accou nt  o r  O i f  you h ave n o  acco u nt .  

5 .  Ve r i fy t h e  i nformat ion . 

6 .  Repeat steps 1 th rough 5 u nt i l a l l  n e w  payees a n d  payors a re added . 

7 .  Bac kspace to the  N o . : pos i t i on  and  press Im to retu rn  to the  GIA
E D I T I N G  PAYE E SIPAYORS screen . 

CHA N G E  A PAYEE/ PAYOR ACCOU NT 

Diskette: Data Ent ry 

Screen Path : 
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MAI N T E N A N C E  
G I  A-E D IT ACCO U NTS  
GIA- E D IT I N G  PAYE ESIPAYORS 

4 1;1;111;n• 
22 1DlJ1 

6 +;1:1111;01 
2 1;131111;0• 
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Procedu re :  
1 .  E n ter the  n u m be r  of the payee o r  payor accou nt to be c h a n ged . 

2 .  E nter the  new payee o r  payor n a m e .  

3 .  E n ter  the f i rst d i st r ibut ion  account  n u m ber  o r  0 i f  you have n o  accou nt .  

4 .  E n te r  the second d i st r i bu t ion  accou nt n u m be r  o r  O i f  you have no  account .  

5 .  Ver i fy t h e  change .  

6 .  Press Im t o  retu rn t o  the G I A- E D IT ACCO U NTS sc ree n .  

DELETE A PAYEE/ PAYOR ACCO U N T  

Diskette : Data E nt ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A-ACCO U N T  MAI N T E N A N C E  
G I A- E D IT ACCO U NTS  
GIA- E D IT I N G  PAY E E SI PAYO RS 

Procedu re: 
1 .  E n ter the n u m be r  of the payee or  payor to be d e l eted . 

2 .  Ver i fy the d e l et i o n .  

3 .  P ress Im to retu rn to the GIA- E D I T  ACCO U NTS scree n .  

D I SPLAY A PAYEE/ PAYOR ACCO U N T  

Diskette: Data En t ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A-ACCO U N T  MAI N T E N A N CE 
G I A- E D IT ACCO U NTS 
GIA- E D I T I N G  PAYE ESI PAYO RS 

Procedure:  
1 .  E nter  the payeelpayor  n u m be r .  

2 .  P ress Im to ret u r n  to the  GIA- E D I T  ACCO U N TS screen . 

E D I T  PAYEES/ PA YORS 

You Type 

4 lim!ml 
22 lim!ml 

6 lim!ml 
4 lim!ml 

You Type 

4 lim!ml 
22  lim!ml 

6 IDZ!ml 
1 IDZ!ml 

To ed i t  payees and  payors ,  perform the fu nct ions on the GIA-ED IT I N G  PA YE ESI 
PAYORS scree n .  These fu nct ions  a re D I S PLAY, C H A N G E ,  ADD,  D E LETE ,  and 
SC RO L L .  



P AYROL L 
R EG IST ER 

Diskette : Data E nt ry 

Screen Path : 
Tit le You Type 

G E N ERAL  ACCO U NT I N G  SYST E M  
GIA-ACCO U N T MA I NT E N A N C E  
GIA- E D IT ACCO U NTS 

Procedu re :  
1 .  Se l ect one of the fo l l ow i ng com m a n d s :  

1 .  D I S PLAY PAY E E/ PAYO R 
2 .  CHAN G E  PAY E E/ PAYO R 
3 .  A D D  PAY E E S/ PAYO RS 
4 .  D E L ET E  PAY E E / PAYO R 
5 .  SCRO L L  PAYE E S/ PAYORS 

2 .  Press Im to ret u rn to the GIA- E D I T  ACCO U N TS scree n .  

SCROLL PAYEE/PAYOR ACCOU NTS 

Diskette: Data E nt ry 

Screen Path :  

4 1;1;111;0• 
2 2  iiWUiUi 

6 1;1;111;111 

Tit le You Type 
G C N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U NT MA I NT E N A N C E  
GIA- E D I T  ACCO U NTS 
GIA- E D IT I N G  PAY EES / PAYO RS 

Procedu re :  
1 .  E nter the  payee/payor n u m ber  at wh i c h  sc ro l l i n g i s  to  beg i n ,  o r  p ress 

iiWUiUi to beg i n  scro l l i ng at the f i rst payee/ payor n u m ber .  

2 .  You can i n te rrupt the system wh i l e i t  i s  perfo rm i n g the  S C RO L L  func t ion  by 
u s i n g  one of the i nte r rupt com mand s :  S(TOP) ,  G (O) ,  Q ( U I T) ,  and F( L U S H ) .  

3 .  Press Im t o  retu rn  t o  t h e  GIA- E D IT ACCO U NTS sc ree n .  

The Payro l l  Regi ster conta i n s  emp loyee accou nts arranged b y  emp l oyee name 
and n u m ber .  

ADD EMPLOYEE ACCOU NTS 

Diskette : Data E nt ry 

Screen Path : 
T it le You Type 
G E N E RAL ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MA I NT E N A N C E  
GIA- E D I T  ACCO U N TS 
GIA- E D I T I N G  EM PLOY E E S  

4 iiWUiUi 
2 2  iiWUiUi 

5 1;151111;1�· 
3 iiWUiUi 
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Procedu re :  
1 .  E nte r the  new e m p l oyee n u m be r  ( 4  d i g i ts max i m u m) .  

2 .  Enter  the  new e m p l oyee name ( 3 0  cha racters max i m u m ) .  

3 .  Ve r i fy the  i n fo rmat io n .  

4 .  Repeat steps 1 th rough 3 u nt i l a l l  new e m p l oyees a re added . 

5 .  Press Im to return  to the GIA- E D IT I N G  EMPLOYEES  scree n .  

C HAN G E  A N  EMPLOYEE ACCO U NT 

Diskette: Data Ent ry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MA I N T E N A N C E  
GIA- E D IT ACCO U N TS 
GIA- E D I T I N G  E M PLOYE E S  

Procedure:  
1 .  E n te r the  e m p l oyee n u m ber  to be changed . 

2 .  E nte r the  new e m p l oyee name .  

3 .  Ve r i fy the change .  

4 .  Press Im t o  retu rn  t o  t h e  GIA- E D I T  ACCO U NTS  screen . 

DE LETE AN EMPLOYEE ACCOU NT 

Diskette : Data En t ry 

Screen Path :  

You Type 

4 IDl!ml 
22 IDl!ml 

5 IDl!ml 
2 IDl!ml 

Tit le You Type 

G E N E RA L  ACCO U N TI N G  SYST E M  
GIA-ACCO U N T  MA I NT E N A N C E  
GIA- E D I T  ACCO U N TS 
GIA- E D I T I N G  E M PLOY E E S  

Procedure:  
1 .  E nte r the  e m p l oyee n u m ber  to be d e l eted . 

2 .  Ver i fy the d e l et i on . 

3. Press Im to retu rn  to the GIA- E D I T  ACCO U N TS sc reen . 

4 IDl!ml 
2 2  IDl!ml 

5 IDl!ml 
4 l.mmJI 



DISPLAY AN EMPLOYEE ACCOU NT 

Diskette : Data En t ry 

Screen Path :  
Tit le 
G E N E RAL ACCO U N T I N G  SYST E M  
G IA-ACCO U N T MA I N T E N A N C E  
GIA- E D IT ACCO U N TS 
GIA- E D IT I N G  E M PLOY E E S  

Procedu re :  
1 .  E nter an  e m p l oyee n u m be r .  

2 .  Press D t o  retu rn  t o  the GIA- E D I T  ACCO U N TS screen . 

E D I T  T H E  PAYRO L L  REG I STER 

You Type 

4 l;ijill;lll 
2 2  i;l#iil;HI 

s 1;1+111;0+ 
1 •;1:1111;0• 

To ed i t  e m p l oyee acc o u n t s ,  pe rfo rm t h e  f u n c t i o n s  o n  the  G IA- E D I T I N G  
EMPLOYEES  scree n .  These fu nct ions  a re D I SPLAY, C H A N G E ,  A D D ,  D E LETE ,  
and SCRO L L .  

Diskette :  Data En t ry 

Screen Path :  
Tit le 
G E N E RAL ACCO U NT I N G  SYSTEM 
GIA-ACCO U N T MA I N T E N A N C E  
GIA- E D I T  ACCO U NTS 

Procedu re :  
1 .  En te r  one of the fol l ow i n g  com mands : 

1 .  D I S P LAY E M PLOY E E  
2 .  C H A N G E  E M P LO Y E E  
3 .  A D D  EM PLOY E E S  
4 .  D E L ETE  E M PLOYE E  
5 .  SCRO L L  EMPLOYEES  

2 .  Press D to  retu rn to  the GIA- E D I T  ACCO U N TS screen . 

SCROLL EMPLOYEE ACCOU NTS 

Diskette: Data E nt ry 

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA-ACCO U N T  MAI N T E N A N C E  
GIA- E D IT ACCO U NTS 
GIA- E D IT I N G  EMPLOYEES  

You Type 

4 1;11111;H+ 
2 2 1;11111;u1 

5 •;11111;01 

You Type 
4 •;1+111;1�• 

2 2 mm 
s 1;1;111;v• 
5 i;J#iihfr' 
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Procedu re :  
1 .  E nter the emp l oyee n u m ber  at wh ich  sc ro l l i ng i s  to beg i n ,  or  press 

£1ii!1iD to beg i n  sc ro l l i ng at the f i rst e m p l oyee n u m be r .  

2 .  You can  i n te rru pt the  syste m wh i l e  i t  i s  perform i n g  the SCRO L L  fu n ct ion  by 
u s i ng one of the i nterru pt commands : S(TOP) ,  G(O) , Q(U IT) ,  and F ( LUSH ) .  

3 .  Press Im to retu rn to the GIA- E D IT ACCO U N TS sc ree n .  

Post i n g  i s  the n a m e  g i ven t o  t h e  set o f  operat i ons  req u i red t o  merge t h e  accou nt 
en t r i es from the  s i x  Genera l  Acco u n t i n g  System j o u rn a l s · i n to the Genera l  
Ledger .  A l though post i n g  i s  norma l l y  an  E nd-of- Month p roced u re ,  you may post 
at any t i m e .  

T h e  POST funct ion sorts t h e  entr ies from t h e  var i ous  jou rna l s  a n d  ass i gns  them 
to the proper Genera l  Ledger accou nts .  When th i s  sort i ng  is com p lete, the 
Genera l  Ledger and  a l l  s u bs i d i a ry l edgers a re p r i n ted automat i ca l l y  i f  the pr i nter 
is con nected . If the pr i nter is not con nected,  the reports are d i sp l ayed on the 
screen . 

Diskette : Post i n g  

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G . SYSTEM 
G I A- POST/ PE R I O D  P ROCESS  
( R U N  QU E U E) 

Procedu re :  

You Type 

4 liiii!Jill 
6 1 liiii!Jill 

1 liiii!Jill 

1 .  Ve r i fy that the  p r i nte r  i s  on and  sw i tched to O N - L I N E  and  that an  As-Of 
Date has been entered . 

2 .  Wa i t  for the p r i nter to f i n i s h .  You can  i nte r rupt the  p r i n t i n g  by u s i ng one  of 
the i nterru pt com mands :  S(TOP) ,  G (O) , Q(U IT) ,  and F( L U S H ) .  ( I f  you i nter
rupt  the p r i nt i ng  or d i sp l ay of l edge rs w i th  the Q or  F commands ,  the system 
w i l l  n ot com p l ete the post i ng of accou nts . However,  you can post accou nts 
at any  t i me d u r i ng the month . )  

The  Prof i t  and  Loss  Statement  i s  a s u m m a ry of  the  reven ues ea rned , expenses 
i n c u rred , and  n et p rof i t  (o r  l oss)  s i nce the  l ast Prof i t  and Loss Statement  was 
p r i nted . In  add i t i on  to the actu a l  do l l a r  amou nts , the Prof i t  and  Loss Statement  
shows eac h i tem as a percentage of  the gross i n come . 

Diskette: Post i n g  

Screen Path :  
Tit le You Type 

G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA- POST/ P E R I O D  P ROCESS  
( R U N  Q U E U E) 

4 liiii!Jill 
71 liiii!Jill 

1 liiii!Jill 



Q U EU E  

SCREEN 
PRINTI NG 

Procedure:  
1 .  Ve r i fy that  the p r i nter i s  on and  sw i tc hed to O N - L I N E  and  th at a n  As-Of 

Date has  been en te red . 

2 .  Wa i t  for the p r i nte r  to f i n i s h .  You can i n te rrupt  the  pr i n t i n g  operat i on  befo re 
it is com p lete by u s i n g  one  of the i n terru pt com mands : S(TO P) , G(O) , 
Q(U IT ) ,  and F ( L U S H ) .  

The Q U E U E  fu nct ion i n structs the system to store other  fu nct ions  for automat ic  
operat ion . Without  the Q U E U E  fu nct ion ,  i f  you want to perform a ser ies  of  
fu nct ions ,  you m u st se lect and  ru n each one separate l y .  With a q ueue,  you can 
preset and ru n a ser ies  of com mands .  

You  can  u se the Q U E U E  fu nct ion  w i th  DATA E N TRY, L I ST J O U RNALS ,  or  
POST/PER IOD PROC ESS fu nct i ons .  Each of the screens  that l i sts these fu nct ions  
d i sp l ays a COMMA N D  Q U E U E :  l i ne near  the bottom of the  screen wh ich  shows 
you the commands  entered in the q ueue .  As you enter the com mand  n u m ber  of 
a fu nct ion ,  the system d i s p l ays that n u m ber on th i s  l i ne .  

When y o u  enter a l l  t h e  des i red command  n u m bers ,  enter t h e  RU N Q U E U E  
fu nct ion b y  typ i ng a 1 fo l lowed b y  &mm . I f  you acc identa l l y  enter the wrong 
n u m ber , you can erase the command stored i n  the q ueue by typ i n g  a 2 fo l lowed 
by Imm . 
The system processes each command  stored i n  the q ueue when the p rev ious  
command i s  f i n i shed . When a l l  com mands  i n  the  queue a re processed , the  sys
tem retu rns  you to the G E N E RA L  ACCO U NT I N G  SYSTEM screen . 

You can use fou r  i n terru pt commands  to stop or resta rt q ueued operat ion s :  
S(TOP) ,  G(O) ,  Q( U IT ) ,  a n d  F( L U S H ) .  T h e  S stops perform i ng the c u rrent fu nc
t ion ; G restarts the fu nct ion where i t  l eft off; Q i n structs the  system to  q u i t 
perform i ng the c u rrent fu nct ion and  to move on to the next com mand i n  the 
q ueue;  and F stops the operat ion  of the cu rrent  fu nct ion and fl ushes a l l  rem a i n 
i ng com m a n d s  from the  q ueue .  Y o u  do not have t o  press Imm w h e n  u s i n g  
these com mands .  

When  you  scro l l  accoun ts onto you r  screen us i ng  one  of  the  E D I T  ACCO U N TS 
fu nct ions ,  or  when you d i sp l ay an account u s i n g  the D I SPLAY ACCOU N TS 
fu nct io n ,  you can p r i n t  the sc reen contents with you r  pr i nter by u s i n g  the fo l 
low ing  proced u re :  

1. E nter the n u m ber  of the acco u nt you w i s h  to d i sp l ay (fo r D I S PLAY AC
CO U N TS) o r  the n u m ber  at w h i c h  you wa nt  sc ro l l i ng to beg i n  (for E D I T  
ACCO U NTS) . 

2 .  I f  n ecessa ry ,  p ress the S key to i n te r rupt the  sc ro l  1 i n g  a n d  stop o n  the sc reen 
the i nfo rmat i on you want  to p r i n t .  

3 .  Press the &ml and the P keys s i m u l taneou s l y .  The system pr i n ts the i mage 
d i sp l ayed on the sc reen and ,  when f i n i shed ,  resu mes scro l l i ng .  
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The fo l l ow i n g  sect ion  exp l a i n s  how you can ga i n  greater u se from you r  Genera l 
Accou nt i n g  System by u s i ng spec i a l  system proced u res for obta i n i n g  i nter im 
fi nanc i a l  reports, c reat i n g  add i t iona l  d i sk  space when you r  data d i skette be
comes fu l l ,  and  expand i ng d i sk  space for Accou nts Rece ivab le  entr ies .  

O BTAI N I N G  I NTERIM F I NANCIAL REPORTS 

Because the Genera l  Acco u nt i ng System enab le s  you to p r i nt  f i n a n c i a l  reports 
at a n y  t i m e  d u r i n g  the month , your  reports can be as c u rrent as you r most recent 
t ra n sact ion . Fo l l ow th i s  s i m p l e  p roced u re :  

1 .  Perfo rm the  POST fu n ct i o n ,  as  desc r i bed i n  Sect i o n  2 .  

2 .  P r i n t  the  f i n a n c i a l  statements you des i re ( Prof i t  and  Loss ,  T r i a l  B a l a n ce ,  and 
B a l a n ce S heet) . These ref lect a l l  accou nt act i v i ty s i nce  the l ast end -of
per i od p rocess i n g .  

D I S K  F U LL PROCEDU RES 

You may check the amoun t  of t ransact ion  record i ng space on you r  data d i skette 
at any  t i m e  by u s i ng the C H EC K  D I S K  S PACE proced u re ,  ex p l a i ned i n  th i s  
sect i on . I f  you  fi l l  a l l  the  ava i l ab l e  d i sk space before the end  o f  the  month , t he  
system not i f ies  you  by  d i sp l ay i ng the D ISK  S PACE E X H A U ST E D  message . 

The proced u re for recove r i ng  tran sacti on space i s  s i m p l e :  

1 .  When you fi l l  a l l  the d i sk space, i m med i ate ly  d u p l i cate you r  data d i s kette 
by ente r i n g  the D U P L I CATE D I S K  fu nct ion at the START- U P  A N D  D ISK  
scree n ,  as descr i bed i n  "D i sk  Com mands" i n  th i s  sect ion . 

2 .  Pe rfo rm the  C H A N G E  PROG RAM D I S K  fu n ct i o n ,  and  i n sert the Post i ng 
d i skette . 

3 .  U s i ng  the d u p l i cate data d i s kette , perform i n  seq u e n ce the  L I ST JO U R
N A LS ,  POST, and  E N D-OF-MO NTH fu nct i o n s .  Each fu nct ion  i s  descr i bed 
i n  deta i l  in Sect ion  2 .  

N ote that  t h i s  p roced u re e rases a l l  j ou rna l  en t r i es fo r the  month ,  a nd i m
med i ate ly  makes add i t i ona l  tran sact i on space ava i l a b l e .  The  p roced u re h as no 
effect o n  the E nd -of-Month l ed ger  ba l ances ,  the B a l a nce Sh eet, or  the Yea r-to
Date co l u m n  of the  Prof i t  and  Loss State ment .  H owever ,  the c u rrent Prof i t  and  
Loss  Statement ,  w h i c h  you p repa re at the  end of  the  month , n ow represents on l y  
t h e  port ion  o f  those t ransact ion s  entered after t h e  or i g i n a l  data d i s kette became 
f i l l ed . To remedy th i s  s i tu at i o n ,  perform the fo l l owi ng p roced u re .  

1 .  Because you r backup  data d i s kette now conta i ns a l l  jou rna l  entr ies for the 
rem a i nder  of the month , prod uce a Profit and Loss Statement from the back
up d i s kette . Fo l low the proced u re descr i bed in Sect ion  2 for " Per iod Report 
Fu nct i on s . "  

2 .  Now i n sert the Data En try d i s kette a n d  enter the G E N E RAL JOU RNAL fu nc
t ion at the GIA- DATA E N T RY screen . 



3 .  Make Genera l Jou rna l  ent r ies ,  u s i n g  the  Profi t and  Loss Statement( s )  from 
the o r i g i n a l  ( fu l l ) d i s kette . F i rst ,  enter the va l ues in the  Current co l u m n  of 
the Profi t and Loss Statement  for a l l  accou n ts .  N ext ,  enter  the res u l t i n g  
prof i t  or  l oss as a d e b i t  or  cred i t  ( respect i ve ly )  t o  t h e  C u rren t  Ea rn i ngs  
accoun t  in  the Cap i ta l  sect i on  of the  Ba l a nce Sheet .  

4 .  Now,  re i nsert the Post i n g  d i skette , a n d  ente r  the POST command at the 
GIA-POST/PER IOD PROCESS scree n .  

5 .  When t h e  system f i n i s hes post i n g  accounts ,  enter  t h e  P RO F I T  A N D LOSS 
fu nct ion  at the same scree n .  The syste m pr i n ts a Prof i t  and  Loss  Statement 
conta i n i ng the correct va l ues for the  c u rrent month . (The Yea r-to- Date f i g
u re rema i ns  u ncha nged . )  

6 .  I f  you do not w i s h  t o  obta i n  Prof i t  and  Loss va l ues for t h e  c u rrent month ,  
perform the End-of-Month fu nct ion as desc r i bed in  " Per iod C lo s i ng  F u nc
t ions" in  Sect ion  2 ,  u s i n g  the backup  data d i s kette referred to above . 

EXPAN D I N G  DISK SPACE FOR ACCO U NTS RECEIVA B L E  

The  space req u i re ments fo r Accoun ts Rece ivab le  va ry w i d e l y  fro m b u s i n ess to 
bus i ness . If the m ax i m u m  n u m be r  of accou nts norma l l y  a l l owed by the system 
( 1 000) i s  i n s uffi c i ent ,  or  i f  the n u m ber of ent r ies  to the  acco u n ts each month i s  
very great, you may w i s h  to bu i l d  o n e  o r  more s u bsystem s  o n  sepa rate d i s kettes 
to hand l e  t ran sact i o n s .  Use the fo l l owi ng p roced u re to b u i l d  a s u bsyste m fo r 
Accou nts Rece i va b l e .  

1 .  I n sert the  Data En try d i s kette i nto D r i ve 1 .  

2 .  Now i n sert a b l a n k  data d i s kette i n to Dr i ve 2 .  

3 .  E nter the C R EATE ACCOU NTS com mand n u m ber at the GIA-ACCO U N T  
MAI N T E N A N C E  screen . N ow enter the new s i x-character company  code 
that ident i f ies  th i s  data d i skette . You shou l d  e nte r a code name w h i c h  
i s  s i m i l a r  bu t  n o t  i d e n t i c a l  t o  you r  p r i m a ry company code .  W h e n  you 
press lilill!ml, the system asks  you to est i m ate the n u m ber of accou nts . 
E nter the i nformat ion for Genera l  Ledger  accou nts, Accou nts Rece ivab le  
accou nts, and the I nvo ice Regi ster .  Type 0 for the rema i n i ng i tems .  Ver i fy 
the entr ies .  The system formats the d i skette by a l locat i ng space as i nd icat
ed by you r responses ,  and p l aces you at the GIA- E D I T  ACCO U NTS screen . 

4 .  At the GIA- E D I T  ACCO U NTS scree n ,  e nter the E D I T  G E N E RA L  L E DG E R  
command n u m ber .  A t  the GIA-ED IT I N G  G/L ACCO U NTS screen ,  enter the 
A D D  command  n u m ber .  Add o n l y  those Genera l  Ledger accou nts u sed fo r 
Accou nts Rece ivab le  entr ies  to c reate a ske leton Genera l  Ledger .  For exam
p le ,  w i th  the  d e m o n strat i o n  se t  of books ,  t he  fo l l ow i n g  acco u n ts a re 
opened i n  the s ke l eton Genera l  Ledge r :  

Acct. No. 
1 02 0  
1 1 1 0 
2 0 3 0  
4 0 1 1 

Name 
CASH ON D E PO S I T  
ACCO U N TS R E C E I VA B L E  
S A L E S  TAX PA YA B L E 
SA LES  
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Note : Use m u l t i p l e  sa l es acco u nts i f  you d es i re Prof i t  a n d  Loss Stateme nts 
fo r va r ious  departments ,  offi ces,  stores ,  and so o n .  

After you add accou nts to you r  ske leton Genera l  Ledger, retu rn to the 
GIA- E D I T  ACCO U NTS screen by pres s i ng  l;liilll;ill . 

5 .  At the  GIA- E D I T  ACCO U N TS scree n ,  enter  command 3 to c reate the 
Accou nts Rece ivab le  Ledger and  a l l  s u bs i d i a ry acco u nts . When the syste m 
d i sp l ays the GIA- E D I T I N G  C U STOM E R S  scree n ,  add you r  Accou nts Re
ce ivab le  accou nts . Then retu rn  to the GIA- E D I T  ACCO U N TS screen . 

6 .  A t  t h e  GIA- E D I T  ACCOU NTS sc reen ,  enter  command n u m ber 7 to ed i t  
I n vo i ce Regi ste r Prompts .  Add the prompts as before , and  retu rn  to  the 
G I  A- E D IT ACCO U N TS screen . 

7 .  At the GIA- E D I T  ACCOU NTS sc reen ,  enter command n u m ber 2 to ed i t  the 
Company  Conf i gu rat i on . The fo l l ow i ng exa m p l e  app l ies  to the Company 
Confi gu rat ion  for The Act ion  Sa les Co . : 

(P r i nted Company N ame) TH E ACT ION SALES CO.  

9999-T h i s  accou nt n u m ber  ( the I n come Tra n sfe r accou nt) cau ses the 
cap i ta l  account to be removed from the ske l eton T r i a l  B a l a nce ,  because i t  
w i l l  n ot be needed . 

1 1 1 0-The n u m ber fo r Accou nts Rece ivab le  Contro l  Accou nt, used for 
the I n vo ice  Regi ste r .  

1 -The I nvo i ce Regi ster cu rsor method . 

0-There i s  no Merchand i se Pu rchased Journa l .  

N -There i s  n o  Cash Sa les  Jou rna l . The response i s  N .  

0 -There i s  n o  Cash D i sbu rsements Jou rna l . 

1 020-Cash on Depos i t ,  for co l l ecti ons  on Accou nts Rece ivab le .  

0-The rem a i n i ng i tems a re  zero because there a re no payro l l  accou nts 
i nvo lved . 

8 .  You m ay now beg i n  enter i n g  transact ions  i n  the Genera l  Jou rna l  on the 
D ata E ntry d i s kette . T h i s  fu nct ion  en ters a l l  open i ng ba l an ces to the 
Accounts Rece ivab le  Contro l Account  and S u bs i d i a ry Ledgers (assu m i ng 
there a re ba l ances forward ) .  

9 .  C h a n ge t o  t h e  Post i n g  d i s kette . At the GIA-POST/P E R I O D  PROCESS 
sc ree n ,  enter the POST command n u m ber 6 1 . After post i ng,  execute the 
End -of-Month command to p l ace a l l  accou nts in a ba l ance forward pos i 
t ion . The  b a l ance i n  the Accoun ts Rece ivab le  Contro l Account  o f  the 
ske leton Genera l  Ledger now eq u a l s  the contro l  accou nt on the Genera l 
Ledger of the master set of books .  

1 O .  Change t o  t h e  Data Ent ry d i skette aga i n .  You m a y  now enter tran sact ions  



STANDAR D 

CLOSING 
E NTR IE S  

fo r the c u rrent  month by u s i ng  the E N T E R  I NVO I C E  R E G I ST E R  a n d  E N T E R  
CAS H RECE I PTS com mands  a s  exp l a i n ed i n  Sect ion  2 .  

1 1 .  Afte r you ente r  you r t ransact ion s ,  l i st you r  j o u rn a l s  by u s i n g  the  L I ST 
J O U RNALS  com mand on  the Posti n g  d i skette as exp l a i ned i n  Sect i o n  2 .  

1 2 . Now m a ke a G e n e r a l  J o u r n a l  en t ry to adj u s t  fo r the  c u r rent  month  
tran sact ions .  

The  a bove p roced u re jo i n s  the su bsystem to the Master se t  o f  books .  

I f  you r  bus i ness req u i res more than 995 Accou nts Rece ivab le ,  you  can open 
add i t i ona l  Accou nts Rece ivab le  s u bsystems  by fo l l ow i ng the proced u re j u st 
descr i bed . You may w i s h  to use a d i ffe rent ser ies  of i nvo i ce n u m bers wi th  
each s ubsystem and to d i v ide  the Accoun ts Rece ivab le  l edger a l phabet ica l l y ,  
such  as A through L and  M th rough Z .  You may a l so open su bsystems for other  
req u i rements . 

Some j o u r n a l  ent r ies  rem a i n  the same from month  to month . T hese a re sta n d a rd 
j o u r n a l  ent r ies . Loan o r  rent  payments and  deprec i at i on a m o u nts a re exa m p l es 
of standa rd entr ies  wh i c h  do  not c h ange .  

CREATE STA N DARD ENTRI ES 

Diskette: Data E nt ry 

Screen Path : 
Tit le You Type 
G E N E RAL ACCO U NT I N G  SYSTEM 
GIA-ACCO U N T  MAI NT E N A N C E  
GIA- E D IT ACCO U N TS 

Procedu re :  
1 .  E nter CONTI N U E  i n  response to the warn i n g  scree n .  

4 1;14111;01 
2 2  1;1;111;1�1 
1 1  IWmii!I 

2 .  At the G I  A-CR EATE S T  A N  OA R D  E N T R I E S  scree n ,  enter  the Genera l  J o u r n a l  
ent r ies  t o  b e  made as descr i bed i n  the  Genera l  J o u r n a l  sect ion  o f  th i s  Refe r
ence G u id e .  

3 .  Press I'm t o  retu rn  to t h e  GIA- E D I T  ACCO U NTS screen . 

EDIT STA N DARD E NTRI ES 

U se the C REATE STA N DA R D  E N T R I ES  proced u re to change the cu rrent l i st of 
standard entr ies .  
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ENTER STAN DARD CLOS I N G  ENTRI ES 

The E N T E R  STA N DA R D  E N T R I E S  fu n ct i on  e n a b l es you to enter a l l your  stan 
d a rd amou nts at one t i m e  i n  the appropr i ate l edgers  befo re u s i ng  the  POST 
co mmand . The c u rren t  As-Of Date is the e ntry d ate.  

Diskette: Data En t ry 

Screen Path : 
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA- DATA E N T RY 
( R U N  Q U E U E) 

Procedure:  

3 mmml 
1 7 mmml 

1 mm 

E nter  CONTI N U E  i n  response to the i nformat ion  sc reen . When a l l  stan da rd 
ent r ies  h ave been en tered by the  system , the system retu rns  to the G E N E RAL 
ACCO U N T I N G  SYSTEM scree n .  

AS-OF DATE 

The AS-OF DATE funct ion enab les you to spec i fy the date to be pr i nted on 
reports . I t  i s  a l so u sed as the transact ion  date d u r i n g  post i ng .  You shou ld  enter 
th i s  date each t ime  you beg i n  u s i n g  the syste m .  

Diskette: Data En try or Post i ng  

Screen Path:  
T i t le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A- START- U P  AND D I S K  

Procedure :  

You Type 

, mm 
32 13lm 

1 .  E nte r the date i n  the form M MI D DI YY .  ( Spaces may be u sed i n  p l ace of 
s l ashes  fo r conve n i ence . )  

2 .  Press Im to retu rn  to the  G E N E RA L  ACCO U N T I N G  SYSTEM scree n .  

COMPANY CODE 

Before you can se l ect other  funct ions ,  you m ust enter  the COM PAN Y  CODE 
fu nct ion to ident i fy your  d ata d i s kette . The Company Code i s  defi ned i n  the 
C R EATE fu nct ion and can be changed by us i ng the GIA-R E NAME DATA D I S K  
fu nct io n .  

Diskette : Data E nt ry o r  Post i n g  

Screen Path : 
Tit le You Type 

G E N E RA L  ACCO U N T I N G  SYSTEM 
G IA- STA RT- U P  AN D D I S K  

1 mm 
3 1 &m 



Procedure :  
1 .  Enter  the  s i x- c h a racter Compa ny  Cod e .  T h i s  code m u st beg i n w i t h  a n  a l 

ph a bet i c c h a racte r .  

2 .  Press Im to retu rn  to the G E N E RA L  ACCO U N T I N G  SYST E M  sc ree n . 

I D  L I N E  

The I D  L i ne  appea rs a t  the bottom of the l ast page of a l l  p r i nted reports . T h e  I D  
L i n e  may  be used for a n y  spec i a l  notat ion  a n d  may conta i n  a m ax i m u m  of 70 
cha racters .  

Diskette: Data E nt ry or  Post i n g  

Screen Path : 
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYST E M  
GIA-STA RT- U P  AN D D I S K  

Procedu re :  
1 .  E n ter the  des i red I D  L i n e  ( 70 c h a racters max i m u m) .  

1 +;i§lil;HI 
36  1w1111;01 

2 .  Press Im to retu rn  to the G E N ERAL  ACCO U N T I N G  SYSTEM sc ree n .  

PRI NTER ADJ USTMENT 

The A DJ U ST PR I N T E R  fu nct i on pr i nts two l i nes  o f  c h a racters on  the page  for 
you to check  the paper  a l i g n ment .  

Diskette :  Data  Ent ry o r  Post i n g  

Screen Path : 
Tit le You Type 
G E N E RA L  ACCO U N T I N G  SYST E M  
G I A-STA RT- U P  AN D D I S K  

Procedure:  
1 .  Press 1mD!Jm1 to p r i n t  two l i nes  of c h a racte rs .  

2 . Press Im to ret u rn to the  G IA- STA RT- U P  A N D  D I S K  sc reen . 

START- U P: PRI NTER STATU S  

1 1;1+111;n• 
34 1;1;111;u• 

The P R I N T E R  STAT U S  fu nct ion  serves two pu rposes . It i nfor m s  the  syste m that 
the p r i nter i s  ready to use and  it reconf i g u res the  system fo r use w i th  a p r i nter 
other  than the  ATA R I  82 5 ™  80-Co l u m n  Pr i n te r .  
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Diskette : Data E ntry o r  Post i ng 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
G I A-STA RT- U P  A N D D I S K  

Connect Pr inter (P rocedure 1 ) :  
1 .  En te r  1 to se l ect P R I N T E R  STAT U S .  

You Type 
1 am 

33 &m 

2 .  E n ter  1 to estab l i s h  the  p r i nter (ON- L I N E) .  I f  you w i s h  to v i ew i n format ion 
on  the  v i deo scree n ,  enter 2 to set  the pr i nter ( O F F- L I N E) .  

3 .  Press Im t o  ret u rn to the GIA- STA RT- U P  A N D D I S K  sc reen . 

Change Interface ( Procedure 2) : 

T h i s  fu nct ion estab l i shes the protocol  between the ATARI  800 Persona l  Com
pute r System and you r pr i nter .  Th i s  fu nct ion i s  not req u i red i f  you are u s i ng an 
ATAR I  8 2 5  80-Co l u m n  Pr i nter .  

1 .  E nter a 2 to change the i n terface and port u sed . 

2 .  E nter the n u m ber of the port con nected to you r pr i nter .  

3 .  I f  the baud rate i s  not 300 ,  change i t  by : 
En te r i ng  5 to change ba ud rate . 

• En ter i ng the ba ud rate opt ion n u m be r .  

4 .  Press Im to  retu rn to  the GIA-STA RT- U P  AN D D ISK  sc ree n .  

Form Feed (Procedure 3) :  
Th i s  fu nct ion te l l s  the system whether the pr i nter automati ca l l y feeds paper to 
the correct top-of-form pos i t ion ,  or whether the system m ust contro l the pr i nter  
form-feed . Th i s  funct ion i s  not requ i red i f  you a re u s i ng an ATAR I  825  80-
Co l u m n  Pr i nter .  

1 .  En te r  3 to change the fo rm-feed status . 

2 .  E n ter 2 i f  you r p r i nter h a s  a b u i l t- i n  fo rm-feed opt io n ,  o r  enter  1 i f  i t  does 
not .  

3 .  Press Im to ret u rn to the G IA-STA RT- U P  A N D D I S K  sc reen . 

Printer Right-Sh ift ( Procedure 4) :  
T h e  system i s  p reset to start p r i n t i ng f i ve spaces from the l eft m a rg i n  o f  the  
paper .  You  can  use th i s  p roced u re to  sh i ft the  p r i n t- m a rg i n  to the r i ght  Th i s  
a l l ows th ree- h o l e  p u n c h i ng wi thout  l os i ng data . 

1 .  E n te r  4 to change the p r i nter r i ght-s h i ft va l ue .  

2 .  E n ter t h e  n u m ber  o f  spaces a l l  reports are t o  b e  s h i fted toward t h e  r igh t  of 
the paper edge.  

3 .  Press Im to ret u rn to the GIA- STA RT- U P  AN D D I SK screen . 



SET SCREEN COLOR 

The ATAR I  800 Person a l  Com puter System i s  capab le  of generat i n g  1 6  d i fferent  
co lors for the screen d i s p l ay .  Even i f  you a re u s i ng a b l ack  and  w h i te te l ev i s ion  
or  v ideo mon itor,  t he  SET SCR E E N  COLOR fu nct ion may  be  usefu l to  i m p rove 
the contrast of you r screen by chang i n g  the l u m i nance of the background  or  the 
characters .  

Diskette : Data E ntry or Post i n g  

Screen Path :  
Tit le 
G E N E RAL ACCO U N T I N G  SYSTEM 
G I A- START- U P  A N D D I S K  

Procedure: 

You Type 
1 •;h"'hU' 

35 1;14111;1�• 

1 .  At the GIA-SET C RT COLOR screen ,  enter a n u m ber from 0 to 1 5  fo r the 
screen co lo r .  For examp le ,  0 is  gray, � s orange,  7 i s  b l ue,  and 1 2  i s  green 
on most co lor  te l ev i s i on s .  The defau ft i s  7 .  

2 .  Enter  a n u m ber from 0 to 7 for the screen backgrou nd l u m i nance ( 0  i s  dark ,  
7 i s  l i ght) . The defa u l t  i s  1 .  

3 .  Enter  a n u m ber  from 0 to 7 for the cha racter l u m i nance .  The defa u l t  i s  5 .  
The system retu rns  to the GIA-START- U P  A N D D I S K  screen . 

BACKUP PROCEDU RES: DAI LY A N D MONTH LY 

The i nfo rmat i on ente red onto you r d ata d i s kette is very va l u a b l e  a nd cost l y  to 
rep l ace .  For these reasons ,  pe rform i n g  d a i l y  bac k u p  is essent i a l . A ca refu l l y 
contro l l ed rotat ion  of th ree o r  fou r  data d i s kettes ass u res you of hav i n g  t h e  d ata 
from the past two days of system operat i o n .  In add i t i o n ,  you shou l d  bac k u p  you r  
d i s kette before pe rform i ng t h e  End -of-Month  proced u res . Back u p  d i s kettes 
shou l d  be stored sepa rate l y  from the d ata d i s kette in use to p reve nt an acc i den 
ta l  u se  o f  backup  d i s kettes .  

The backup  p roced u res desc r i bed here enab le  you to restore you r  data q u i ck l y  
i f  someth i ng u nforeseen shou ld  happen to  you r  cu rrent  d i skette . Because pro
gram d i skettes can not be backed up ,  these proced u res app ly  o n l y  to data d i sk
ettes . Purchase rep l acement program d i skettes from you r  AT AR I  dea le r .  

Diskette: Data E ntry 

Screen Path :  
Tit le 
G E N E RA L  ACCO U N T I N G  SYST E M  
G IA-STA RT- U P  A N D D I S K  

Proced ure:  

You Type 
1 i;ijiihfri 

4 1 +;ijlihHI 

1 .  At the G I A- D U P L I CATE D I S K  sc ree n ,  fo l l ow the  p roced u res to copy the 
or i g i n a l  d i s kette onto a bac k u p  d i skette . 
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2 .  Use the backup  d i s kette a s  you r  new data d i skette . Keep the or i g i n a l  i n  a 
safe p l ace .  At the end of the day ,  copy the new data d i skette onto another 
backup  d i s kette . 

3 .  O n  the next d ay ,  you shou ld  u se the  l ast d i s kette you c reated . At the c l ose 
of th i s  day ' s  act i v i ty ,  copy the i n - u se d i skette onto the o r i g i n a l  d i s kette . 
N ow you a re back w here you sta rted , but you a l so h ave backup  d i skettes for 
the two preced i ng days .  

4 .  I f  you ru i n  the data on a d i s kette , use  the l a st backup  d i s kette and  reenter 
the t ransacti ons  made s i nce the l ast bac k u p  p roces s .  

DRIVE 1 

DRIVE 2 
(ii 
C" 1-==,--,.=;;;i � 
• 
.. 

.. __ BLANK DISKETTE 
� (DRIVE 1 )  

.. MASTE R DATA 
�

--
DISKETTE (DRIVE 2)  

Figure 4 - 1 U s e  of B a c k up Diskettes 

The Genera l  Acco u n t i n g  System i s  compr i sed of many  sepa rate computer p ro
g ra m s  w h i c h  a re l oaded , as req u i red , from the p rog ram d i s kette . When you 
req uest a fu nct i on w h i c h  req u i res a change of programs ,  the syste m d i s p l ays a 
Tran s i t ion  Screen i nfo rm i ng you th at the com puter i s  l oad i ng the p rogram or  
d ata ta b l e  req u i red for the se l ected fu nct i on . 

The  T r i a l  Ba l a nce l i sts a l l  accou nts i n  the Genera l  Ledge r and  shows the i r  
c u rrent b a l a nces . U s e  t h e  fo l l ow i n g  p roced u re t o  p r i nt a T r i a l  B a l a n ce .  

Diskette: Post i n g  

Screen Path : 
Tit le 
G E N E RA L  ACCO U N T I N G  SYSTEM 
GIA- POST/ P E R I O D  P ROCESS 
( R U N  Q U E U E) 

You Type 
4 mm 

72 mm 
1 mm 



Procedu re :  
1 .  Ver i fy that  the p r i nter i s  t u rned on a n d  swi tched to O N - L I N E  a n d  that  a n  

As-Of Date h a s  been en tered . Pr i nt i n g  beg i n s  i m med i ate l y  afte r respond i ng 
to the  caut ion  message on the  sc reen . 

2 .  Wa i t  for the pr i nter to f i n i s h .  You can  i n ter rupt the pr i n t i n g  operat i o n  before 
it is com p l ete by u s i ng  one of the i n ter rupt com mands : S (TO P) ,  G (O) ,  
Q( U IT) , and  F( L U S H ) .  
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APPENDIX A 

P RINTO UTS O F  

DEMONSTRATION 

COMPANY BOO KS 

Th i s  append i x  conta i n s  a com p lete set of pr i nted reports for The Action  Sa les  
Co . transact ions  as of February 2 8 ,  1 98 1 . 

Depend i n g  on  the report i ng  needs of you r  Company,  the Genera l  Accou nti n g  
System c a n  p r i n t  u p  to s i x  separate jou rn a l s :  t h e  Cash D i sbu rsements,  Cash 
Recei pts, I nvo i ce Regi ster ,  Merchand i se Pu rch ased , Cash Sa les ,  and Genera l 
Journa l s .  For add i t iona l  report i ng  capac i ty ,  the system can sort entr ies  i n  the 
Merchand i se Pu rchased Jou rna l  accord i ng to the dates on w h i c h  payments 
are due .  

Wh i l e  t he  Genera l Accou nt i n g  System i s  post i ng  t he  transact ion  i nformat ion 
from the jou rna l s  to the var ious l edgers,  i t  p r i nts f i rst the Genera l  Ledger ,  and 
then u p  to fou r  s ubs i d i a ry ledgers : the Month l y  Payro l l  Regi ster ,  the Quarter 
and Year-to-Date Regi ster ,  the Accou nts Rece ivab le  Ledger, and the Accou nts 
Payab le  Ledger .  

The General  Account i ng  System pr i nts th ree fi nanc i a l  statements : the Prof i t  and 
Loss Statement, the T r i a l  Ba l ance,  and  the Ba l ance Sheet.  Depend i n g  on you r  
account n u m ber i n g  syste m ,  exp l a i ned a t  the beg i n n i ng of Sect ion  3 ,  the system 
can pr in t  u p  to  n i ne departmental  Prof i t  and Loss Statements ,  p l u s  a conso l i 
dated Profit  a n d  Loss Statement .  

The Genera l  Accou nt i n g  System pr i nts u p  to s ix  d i fferent account  sched u les ,  o r  
l i sts : t he  Genera l  Ledger ("cha rt of accounts" ) ,  t he  customer l i st, t he  vendor 
l i st , the emp loyee l i st, the payee l i st ,  and the l i st of standard entr ies .  In  add i 
t ion ,  the system c a n  sort t h e  customer,  vendor,  emp loyee, a n d  payee/payor l i sts 
i nto e i ther  n u mer i ca l  or  a l phabet ica l  order .  
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JOURNALS 

1 

2 -----L_ 

3 

4 

1 

2 

A-2 Appendix A 

T H E  A C T I O N  S A L E S  C O  

A S  O F  

0 2 / 2 8 / 8 1 

0 2 1 0  l / 8 1  

0 2 / 0 11 8 1  

0 2 / 0 1 / 8 1  

0 2 / 0 1 / 8 1  

0 2/ 0 1 18 1  

0 2 / 0 1 /8 1 

0 2 / 0 1 1 8 1  

E:E L L  T E L E P H O N E  c o  

D E P T  O F  W A T E F« A N D  

T H E G A S  c o  

VA L L E Y D I S P O S A L  c o  

R E L I A E: l.. E I N S U F< A N C E  

S P A R t( l. I N C:  L A U N D R Y  

N A T I O N A L  E: A N f( 

P O  

c 

c o  

0 2 / 0 1 / 8 1  C O N T I N E N T A L  S U P P L Y  C 

E R I C  ··· A T HI R  

0 2 / 0 1 / 13 1 

0 2 / 0 1 / 8 1. 

0 2 / 0 1 / 8 1  A L L  � lT A T E B  O U T L E T S  

0 2 / 0 1 / 8 1  R E D J  R O O T E R  

0 2 / ll 1 / 8 :1 F' E H R Y , 1... A �� H Y  

0 2 / 0 1 / 8 1  M C L_ A LJ G H L I N , ,J E f� R Y  

O �  0 1 / 8 1  S M I T H ,  L A R R Y  

0 2 / 0 1 / 8 1  W I L K E N S , P A U L A  

Company and Journal 
Names 

Chronological L ist of 
Transactions 

D I S B U R S E M E N T S  P A G E  

C H E C f( A C C T  S U E: 

N O . N O . A C C T  D E T A I L  N E T  A M T . 

1 1 2 

1 1 '.l 

11 '1  

1 1 5  

1 l. 6 

11 7 

1 1 8  

1 :1. 9 

t 2 0  

1 2 1 

1 2 '1 

1 2 5  

:1. 2 6  

1 2 7  

l 2 B 

3 

4 

6 5 8 1  1 2 5 .  El O 

6 5 7 1  3 7 6 . :' 'I  

6 5 7 1  2 8 7 . 5 2 

6 5 9 1  6 3 . 5 0  

6 6 5 1  2 7 . 7 5 

6 �) 4  l 3 7 . 7 0  

2 ll 1 () 1 , 5 0 0 . 0 0  

1 l 8 0  9 0 . 0 0 -· 

l. . '1 1 0 . 0 0 

2 .!> 1 0  7 8 0 . 0 0 

t.� 1> 4 1  4 5 . 0 0 

8 2 5 . 0 0 

6 7 0 1  '1 5 . 0 0 

-'> 7 3 1  2 5 . () {l 

6 7 7 l. 5 '1 , 0 0  

5 0 :1. :l 2 ,  �.'; �5 7 . 75 

6 6 0 1 2 7 . 5 0 

6 �) 2 1  l. 0 1  2 , 0 0 0 . 11 0  

2 0 '1 0  1 0 1. '1 0 .  0 0 -· 

2 o �-rn 1 0 1 :'-j 2 . '1 9 -

i , 9 0 7 . 5 1  

l.1 �) 2 1. l. 0 2  1 , J 9 9 . �.'i 0  

2 C 'f 0  1 0 2  z :� . 9 9 -

2 0 5 0  1 11 2  3 '.l . 9 9 -
1 ,  1 'H . �:;2 

c'.) 5 �� 1  1 0 3  1 , 0 8 0 . 0 0  

2 0 4 0  1 0 3  2 1 . 6 11 -· 

2 0 :-i o  1 0 3  3 2 . "+ o -
1 , 0 �!. 6 . 0 0  

6 5 2 :1. 1 0 "1 1 , 't 1 o • � rn 
2 0  'f 0 1 O 'f 2 EI . 2 1 �  .. 
2 0 5 0  1 O 't 3 9 . �� 2 -

1 ,  3 4"+ 2 . 9 7  

Check Number Written 
for Th i s  Transaction 

Vendor, Employee, or 
Other Payee Name 



5 

6 

7 

8 

9 

1 0  

5 

6 

7 

T H E  A C T I O N  S A L E S  C O  

AS O F  
0 2 1 2 8 / 8 1  C A S H  D I S B U R S E M E N T S  F' A G E  2 

D A T E  P A Y E E  

0 2 / 0 1 / 8 1  L E E M O N , S H A R I  

11 2 / 0 1 / 8 1  H I L L M A N , K E N  

0 2 / 0 1 / 8 1  S N O D D Y , H O W A R D  

B A T C H  T O T A L  

0 2 / 0 1 / 8 1  N A T I O N A L  S U P P L Y  

0 2 / 0 :1. / 8 1  C O N T I N E N T A L  S U P P L Y  C 

O Z / 11 2 / 8 1  N A T I O N A L  E: A N K  

0 2 / 0 2 / 8 1  A L L  S T A T E S  O U T L E T S  

0 2 / 0 5 / 8 1  P E R R Y , L A R R Y  

Report Date 

General Ledger D i str i bu-
t ion Accounts 

Payee Number Ident ified 
as Subaccount N u m ber 

C H E C f( 

N O . 

1 2 9  

t 3 "'t 

:I. :3 �'i 

t '.3 6 

1 :3 7  

:i. :m 

1 3 '? 

1 4 0 

8 

9 

1 0  

A C C T  

N O . 

6 5 2 1  
2 0 4 0  
2 0 5 0  

S I.IE: 

A C C T 

1 0  �) 
1 0 5  
1 0  �5 

1 0 6 
1 0 6 
1 0 6 

f.> :':i 2 1  1 0 7 

2 11 4 0  1 0 7 

�� 0 5 0  1 0 7  

;! 0 5 0  1. 0 9  

6 �5 2 1  J. :1. 11 

2 0 '-1 0  1.l 0 

�-� 0 ::; () :I. 1 0  

6 �:i �·� 1 1 1 1 
2 0 4 11 1 :1. :1. 
2 0 ::.1 0  1 1 1  

2 0  l () · Z  

;' 6 1 11 
6 6 4 1  

Z b  l 0 

:L 1 B  0 

6 6 4 1  

1 :1 �: 0  

6 �.'i 2 1  1 11 1  

D E T A I L  N E T  A M T , 

1 , 0 6 '-1 . 5 0 
2 1 . �� 9 -· 
: 3 1 . '1 4 -· 

1 I {) 1 1 t 2 7 

2 2 . 0 2 -
3 3 , B 9 ·-

l ,  0 7 3 . 5 9  

1 , ·1 2 7 . 5 0 

4 0  . 13 3 -
1 , 3 5 8 . 1 2 

1 , 1 0 0 . 5 5 
2 2 . 0 1 -· 
3 3 . 0 2 -

1 ,  0 4 5 . 5 2 

2 7 . �"� 1 -·· 

4 0  . B 2 -·· 

1 ,  �� ,t �: .  'f 7 

1 ,  'I 0 II . 0 0 

Z B . 11 0 ···· 

't �·� . 0 0 -· 

:1. , :n o . 0 0  

1 .  '1 7 11 . 0 0 

3 9 . ' to ·

�· o . 1 0 --

:1. , B B o  . �:; o  

2 0 , 2 7 2 . 2 3 

1 1 2 . �)�� 
;� o . �.� 7 

1 ,  0 7 .tf  . 6 9 

2 4 1 . :J O -· 

1 7 8 . 3 8 

1 4 1 . 0 9  

2 't 1 .  :=JO 
1 , 0 7 4 . 6 9 

:J �j . 0 0 

1 , 1 11 0 . 0 0  

Deta i l  of Payro l l  D i s-
bu rsement, Showing  
Gross Wages and With-
hold i ng Amou nts 

Net Amount of Same 
Transact ion 

Batch Tota l ,  Show ing  Net 
Amount i n  Batch 
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1 1  

1 2  

1 3 

A-4 Appendix A 

AS O F  

0 2 1 2 8 / 8 1  

D A T E  P A Y E E:  

A C E  F' L U M E: I N G  

0 2 / 11 6 / 8 1  P E T T Y  C A S H  

T D T A L  

T H E  A C T I O N  S A L E S  C O  

C A S H  D I S B U R S E M E N T S  

1 4 1  

2 0 4 11 1 U :L 

2 0 5 0  1 0 :1. 

1'+ 3  6�.)4 l. 

6 6 0 1  

6 6 3 1 

6 6 fJ l. 

6 7 1 1  

b 7 2 1 

f.) 6 !> :1. 

�; 11 1 1  

6 '.'.'.i �) :I 

f'AGE 3 

D E T A I L  N E T  A M T . 

6 l.  . 3 :1 -· 

�� 5 0 . 0 0 ···· 

1 1. 3 0  

1 o .  :< o  

�:; • U :l  
1 3 . 2 9 

2 11 . 0 0 

1 :> .  0 () 
1 1. �;() 

• �:rn 

7 flll . 6 7  

't�.) . 0 0 

����������������--������ 

1 1  Sequential Page 
Number ing 

1 2  Voided Checks I nd icated 
i n  Payee Col umn 

1 3 

22 , l.- Z9 . O B  

T H E  A T A R I  A C C O U N T A N T  

Cumulat ive Tota l of  Cash 
Disbursements Th i s  
Per iod 



1 

2 

3 

1 

AS O F  
0 2 1 2 8 / 8 1 

D A T E  

0 2 / 0 6 / 8 1  

11 2 / 0 6 / 8 1  

0 2 

0 2 / 0 6 / B l.  

O Z / 0 6 / fl l. 

F' A Y O F( 

C H R I S M A N , W A Y N E  

D A H M S , B E N 

R I C H M A N , G E O R G E  

T H E  G A S  C CI  

B A T C H  T O T A L. 

T O T A L. 

Payor Identified by Name 

2 Subaccount N u m ber  

T H E  A C T I O N  S A L E S  C O  

C A S H  R E C E I P T S  P A G E  

3 

A C C T  S U E: 

N D , A C C T  

1 11 0  'I 

1 l:L 0  B 

1 '' 

'I 

1 1 1 0  1 7  

1l :L O 2 0  

b �:i O l  

1 1 :l 0  :l 0 

6 �.'i 7 :l 

D E T A I L  N E T  A M T . 

2 11 1 .  'I EI  

7 'f .  �Ft 

J 0 "  • 13 �;  

3 '1 . 2 11 
-· -·· - - - - - - -- -

'1 1 5 . 0 7 

1 fJ 6 . 6 3 

1 7 .  '1 0  

"t 2 . 2 2 

1 5 6 . 9 0 

:l 6 fJ . 6 1l 
·· -· ··· -- --· ·-- ·  --

5 7 1. 13 3 
-- · .. · ··- -- - -- -- -- ·- -· 

(.i> B 6 . 9 0  
o� �:: :;:: ::-� ::-� ::: :;:: �� ::: o::: 

T H E  A T A R I  A C C O U N T A N T  

General Ledger Account 
to Wh ich Cash Recei pts 
Are D i stri buted 
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1 

2 

3 

A-6 Appendix A 

AS O F  
0 2 / 2 8 / 8 1 

T H E  A C T I O N  S A L E S  C O  

I N V O I C E  R E G I S T E R  

C U S T O M E R  I N V O I C E  A C C T  

P A G E  

D A T E  N O , N A M E  N U M B E R  N O , D E T A I L  N E T  A M T , 

1 

0 2 / 0 1 / 8 1  

O U 0 1 / 8 l. 

0 2 / 0 1 / B l. 

0 2 / 0 :l / 8 1  

0 2 / 0 1 / fl :I. 

o ,_ l / l l 1  

O Z / O l/ B 1  

0 2 / 0 l/ B l  

0 2 / 0 :L / 8 1  

0 2 / 0 l/ 8 1  

0 2 / 0 l/ B l  

B F< O H N , H O H A R D  

2 A N G E L , d A C H  

3 F' A R H S , H A H A L O  

'l C H R I S M A N , H A Y N E  

L O  D A V I S , E D  

l :I. T A U B E f:: , S T A N  

1 2  R I C H M A N , G E� O R G E  

l 'I  F O X , A L_ A N  

1 5  D IA Z ,  .J A N I C E  

Customer I nvoice 
Number 

2 Deta i l  of Customer 
I nvoice 

3 

'1 0 1 1  

2 0 3 0  

2 4 0 1:1.  

2 0 3 0  

3 4 0 11 

2 0 3 0  

'I 4 0 11 

2 0 3 0  

"' 'f 0 1:1.  

2 0 :3 0  

6 '1 0 l. :I. 

;• 0 3 0  

8 '1 0 :I. :I. 

2 0 '.l O  

9 'l li :Ll 
2 0 3 0  

1 1  'f O :Ll 
2 0 :3 0 

1 2  4 0 l1. 
2 0 3 0  

1 3  'l ll 1 1  

2 0 3 0  

2 0 2 . 8 0  

1 2 . 1 7 

5 5 5 . 1 5  

3 3 . :11 

6 7 1 . 2 0  

4 0 . 2 7 

1 2 1 . 0 0  

7 . 2 6 

7 8 '7 . 1 0  

'1 7 . 3 5 

�� , �:i �?. :l. . �� 1  

1 5 1 . 2 7 

1 , 4 9 8 , 0 0 

8 9 . 8  

6 0 4 . o ��  
3 t.i . 2 'f 

2 , 6 1 1 . 8 2 

1 5 6 . 7 1 

'.) 0 '.':'i .  0 0 

3 0 . 3 0 

(" l:l 9 . 2 :3 
:l�i 

6 0 2 . : L l 

:u . .  1 3  

1 1 7 . 2 �j 

7 ,  O 'I  

2 1 4 . 9 7 

5 88 . 4 6 

7 11 . '! 7 

1 �! 8 . 2 6 

8 3 6 . 't:i 

�·� , 6 7 2 . 4 8  

1 , 5 8 7 . 8 El 

6 'f 0  . 2 6 

1 ,  0 '! [1 , 5 8  

Net I nvoice Amount 



4 

5 

4 

T H E A C T I O N S A L E S  c o  
A S  O F  

0 2 / 2 1l / 8 l  I N V O I C E  f< E G I S T E F< F' A G E  2 

C U S T O M E F< 
D A T E  N O . N A M E  

::: :::: :.: : :::::: ::: :::: :::: :::: :::: :::::::::::::::::::::::::::::::::::::::::::: :::: :::::::::::::::::::::::: 

0 2 / 0  :1. / 8 1  1 6  A R N O L D ,  W A L T  

O Z / O l/ B l. 1 7  W I L L I A M S , N A N C Y  

0 2 / 0 1 / 8 1  1 8  L A D D , [: () [: 

0 2 / 0 1 / 8 1  1 9  S T E V E N S , A N D F< E W  

0 2 / 0 l / fl l  �� 0 M A T E R A , F R A N f( 

o ;'! 0 1 / El 1  2 :1 T E P P E R , F R A N f( 

o ; u o :1. 1 E1 1  2 ;?. F' L l. I N f( E T T , N E I L  

o ;' / O  i 1 1n 2 3  E! R O D �( f.i , F< I C H A F< D  

0 7 1 0  :1. / [ l l  2 '1 E: L. A N D J N , E f< N I E  

o ; u o  :1. 1 n 1  2 5  S H E F� E f� , ,J O E  

0 2 / 0  l / B l 2 6  C A N N A D Y , E D  

0 2 / 0 1 / U :I. 2 7  W T L S r:J N , G F fl F< G E  

· 11 2 / 11 1. / l' l l  Z 8  S H A H T , D A V E  

Date of  Customer I nvo ice 5 

I N V O I C E  A C C T  

N LI M E: E F< N O . D E T A I L  N E T  A M T , 
�= :::: ��: :::: :::: :::: = == = = = = = = = = = == == = = = = = = = =  

1' ! 4 0  :L1 1 3 8 . 5 5 

2 0 3 0  8 . 3 1  

1 4 6 . 8 6 

1 5  '1 0  :L1 1 3 5 . 7 1] 

;� 0 3 0  El . 1 :; 

1 4 3  . 'H 

1 6  4 0  :L1 1 , �� 4 8 . 0 0  

2 0 3 0 7 4 . 8 8 

1 , 3 2 2 . 8 8 

1 7  4 0  :L1 1 3 8 . 5 0  

2 0 3 0  n . :n 
1 '1 6 . 8 1 

:L EI  4 0 1 1  �) 6 3 . Lf B 
2 0 3 0  3 '.I . El l 

5 9 7 . 2 9 

1 9  4 0 :L1 2 5 7 . 7 1  

2 0 3 0  1 !':1. '1 6 
2 7 3 . 1 7 

2 0  4 0 :L:I. !l 2 . 2 fl 
;, 0 3 0  "i . 9 41 

B 7 . 2 2 

2 1  'I 0 :L1 B ! '!B . 0 0  

2 1} 3 0  �:; :i . 2 B  
9 "t :L . 2 n 

. ., .. , 4 0 :ll 1 4 0 . 7 5 

2 0 :3 0  13 . 4 �3 

1 4 1.? .  2 0  

���� 4 0 1 1  5 :3 :1 . 5 '+ 

z o :J o  3 2 . 0 1  

:; 6 �.:; . �.'i 5  

'?'+ 4 0 1 1  4 7 6 . 0 0 

;� () :J 0 ';� B . ::'i 6 

5 0 4 .  �5 6 

? �:'; 4 0  .ll 2 0 0 . 0 0  

2 0 3 0  1 2 . 0 0 

2 1 2 . 0 0  

�·� 6 � o  u 2 , 2 0 1 . 1 (1 

2 0 3 0  1 3 2 . !1 7 

2 ,  3 3 :..i . �?. 6 

Customer Identi fied by Customer 
Account  N u m ber and Name 
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AS O F  
0 2 / 2 8 / 8 1  

T H E  A C T I O N  S A L E S  C O  

I N V O I C E  R E G I S T E R  

C U S T O M E R  I N V O I C E  A C C T  

F' A G E  3 

D A T E  N O . N A M E  N U M B E R  N O . D E T A I L  N E T  A M T  • 

B A T C H  T IJ T A L  

0 2 / 0 9 / 8 1  1 C H R I S M A N , W A Y N E  6 2 9  4 0 11 

2 0 3 0  

.1. 9 , 9 1 9 . 1 9 

4 5 . 9 9 

2 . ? 6 

7 ---------t---_n:a..;?u,i•1uµ;•,1.,<-""''8-1'-- C A S H  6 3 1  1 0 1 1  

2 0 3 0  

3 9 . 2 0  

:t . e :·.) 

B A T C H  T O T A L  

8 ---------\---------- T O T A L  C R ED I T  I N V O I C E S  
T O T A L  C A S H  I N V O I C E S  

A-8 Appendix A 

6 

T O T A L. 

Cred it Memo, I nd icated 
as Negative Amount 

7 Cash Sale I nd icated i n  
Customer Col u m n  

8 

'H • O �'i 

't . 0 3 ··· 

1 9 , 13 7 4 . 11 

4 1 . 0 5 

T H E  A T A R I  A C C O U N T A N T  

Summary of Cred i t  and 
Cash Sale Invoices Th i s  
Period 



1 

3 

1 

AS O F  

0 2 / 2 8 / 8 1 

D A T E  

0 2 / 0  l / fl l  

0 2 / 0 l / B l  

0 2 / 0 l / 8 1 

0 2 / 0 1 / ll:I .  

0 2 / 0  .1. / 8 :1 

0 2 / 0  :I. 

0 2 / 0 1./ [J j  

0 2 / 0 1 / 0 J  

T H E  A C T I O N  S A L E S  C O  

M E R C H A N D I S E  P U R C H A S E D  

V E N D O R  

N O . N A M E  

A C C E S S O R I E S  R U S  

D U E : O '.l / 2 f3 / 8 1 

2 N A T I O N A L  S U P P L Y  

D U E : 0 3 / 2 8 / 8 1 

3 A C M E  C A R T O N  C O  

D U E : 0 3 / 2 8 / fl !  

� U N I V E R S A L  S U P P L Y  C O  

D U E : 0 3 / 2 8 / IJ 1  

b M I D - W E S T P A C K A G I N G  C O  

D U E : O :l / Z IJ / 8 1  

7 F O U R - S Q U A R E  C O N T A I N E R S 

D U E : 0 3 / Z il / ll l  

IJ H A R D W A R E H E A V E N  

D U E : 0 3 / Z B / ll l  

9 H O L D - F A S T  T A P E  C O  

D U E : 0 :3 ; ;> 131 0 1  

1 0  I M P E R I A L  P R O D U C T S  

D U E : 0 3 1 2 8 / B l 

1 1  C I T Y  !H A T HI N E F� Y  !ll lF' P L Y  

D U E : O '.l / Z B / B :l 

E: A T C H  T O T A L  

1 0  I M P E R I A L  P R O D U C T S  

D U E': :  O :J / 1 0 / B l  

f: A T C H  T O T A i. 

T O T A L  

I N V O I C E  A C C T  

N U M E: E R  N O , 

6 1 4  5 0 1l 

6 :1. 5 '.5 0 1  l. 

6 :1. 6 5 0 1:L 

b .l 7  �.'i (i l 1 
, .> .: 

6 :1. B 5 0 : 1 .1. 

b l '?  �; o l ·1 

6 2 0  ·rn 1. 1 

6 �' :L �.'iO 1 :l 

6 �?. �?  �.:; o l:L 

6 2 3  �; o  :L 1 

l.1 �·:. .q '.5 0  l:I 

3 b 2 :1. �.� �.) 0 1 1  

P A G E  

D E T A I L  N E T  A M T , 

7 , 7 9 1 . �·�3 
:L 0 1  + �: ::5 

B 2 0 . 0 0  

:::; , 7 B 2 . 6 0  

7 ,  fJ 9 Z . 1t 8 

:l , �'d 7 . B l  

? t f) 2 (l . '.1 0 

l , �.'i".'.iO • 0 0 

2 7 . 5 0  

1 2 .q .  7 �:; 

L 6 7 .  '.J O 

2 ? , 7 2 0 . iJ Lf 

;� , 3 0 9 . 5 0  

2 , '] !:i 9 , �'i 0 

T H E  A T A R I  A C C O U N T A N T  

Vendor Identif ied by 
Vendor Account N u mber 
and Name 

2 Deta i l  and Net Amounts 
of Vendor I nvoice 

3 Date Payment Is Due 
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1 

2 

3 

4 

1 

2 
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T H E  A C T I O N  S A L E S  C O  

A S  O F  

0 2 / 2 8 / 8 1 M E R C H A N D I S E  P U R C H A S E D  < D A T E - D U E  S O R T > P A G E  

0 2 / 0 :l. / El 1  

0 2 / 0 1 / El l  

I M P E R I A L  P R O D U C T S  
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Number and N ame 

A C C T 

65;� :1. 
2 0 '+ o  
2 0 5 0  

ii :'.'i �: :l 
:?. o 1 rn 
? O �'i O 

6 5 2 :1. 

2 0 4 0  

�-� 0 �.'i 0 

() '.".i 2 t 
2 {1 4 (1 

? 0 5 0  

6 5 ? :1 
:·: II '! II 
2 O �.'i O  

t.1 5 2 "1 

2 0 4 0 
�-� o �� o  

6 .. - �, :L 
�"'. 0 4  

�?. 0 5 0  

6 �) ;!. J  

;� (l 'I 0 
z o :1 0  

3 

C l. l f< F< E N T  

:J . :I. 0 0 .  0 0 
l 0 :I. . '.J:l ··· 

'.:1 0 2 .  't 9 --

�?. r 6 9 6 . l B 

I , t <i CJ . �j () 
2 3 . 9 9 ··-

:J ::t . 9 �?··-

:I. , l. 't :I • �.'.i 2 

1. , o n o , O il 
2 .1 • 6 (1 ··-

'.'] ;� • 'f 0 --
·1 t fl 2 6 . () (1 

., , 'H O  . ·� o  
�?. n . 2 :1. ··-
::! 9 . :J 2 ··-

·1 t ':l 'I ? , (? ? 

l ,  O b -'/ ,  �.'i O 

? l . ? 9 ··-
'.:l t • IJ .lf --

:!. t 0 ·1 l . Z ? 

1 ,  :1. 2 9 . �.:; o 

;� �
·?. . 0 2 ··-

3 '.J . B 9 ··-
·1 , 0 7 '.3 . �.'1 9  

1 ,  4 �"!7 . �5 0  
;�B . :':i 5--

'f O . 1J :J-

1. , ::l58 . l. 2 

:I. , l {) 0 .  ::=; �.'i 

2 ;!. , O l ··-

::1 3 . 0 2 --
:I. t 0 'f �.) .  �.) ;!. 

CRI A F< T E : R  
T D ·- D A T E  

5 , 1 0 0 . 0 0 

1 1 1 . :n -·· 

3 �.) 4 . 1.i-' f:l --
'f , 6 0 :3 + 6 9 

2 , 3 9 9 . 0 0 
47 . <? U -
6 7 . 9 tl ··· 

:?. , z n :J .  O 't 

Z t l 6 0 . 0 0 

't :3 • �: () .. .  

!J .lf . B O -·· 

2 1 0 �5 2 . 0 0  

z , 0 2 1 . 0 0 
�.'i 6 . 'f 2 ··· 

7 0 . 6 '1 ··-

;:� ) 6 B �'i . 9 '1 

2 , 1 2 9 . 0 0 
'I �·� . '.'.'i B -
6 :1 . B n .. -

2 , 0 2 2 . 5 4 

2 t �·?. :'.'1 9 .  0 0 
1 '! . II '! ··· 

6 7 . 7 0 ···· 

2 ,  1 4 7 . :t B  

2 , n �.:; 5 . o o  

�) 7 . :t 0 ·-

Il l . 6 6 ··· 

�?. , 7 1 6 . Z'I 

2 ,  �·!. o  1 • l 0 
,,,, . 0 2 ·-
6 6 . 0 1 ·-

;� , 0 9 1 . 0 '1 

Y E A R  
T D -- D A Tf: 

�:i , :l 0 0 . 0 0 

:IA 1 . '.J 3 -· 

3 5 't . (i B --
't , 6 0 :L 6 9 

?. , 3 9 9 . 0 0  

4 7 . '? ll ··· 
{, 7  . 9 13 ··· 

::'. , 2 0 3 . o •t 

,, 1 6 0  . 11 11 ·- · 
'f '.3 . 2 0 ·-· 

6 4 . B O --

?. , o :�; z . o o  

�., , 8 2 :1. . () () 

�) 6 . '1 2 -·· 

7 0 t 6 '1···· 

;:• , 6 B ��i . 9 '+ 

;� t .l 2 9 . () () 
4 2 . �') 0 -·· 

6 3 . ll ll · 
;?. t 0 �� 2 . �.'i'I 

2 , ;�:=:; 9 , 0 0  

4 ·'l . O 't ·-

67 . 7 U ···· 

;!. , 1 4 7 .  :L B 

;?. > B '.':'.i �'j . 0 0 

5 7 , :J. 0 --

B i  . 6 b --

2 , 7 1 6 . 2 '1 

Z , 2 0 :L :L O  

4 't . 0 2 --

6 f.) . 0 '1 -·· 

2 , 0 1? 1. . 0 4 

Summary, by Employee, 
of Cu rrent Wages and 
Withhold i ng 
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THE ACTION SALES CO AS  DF 
o z ; ;� B / B :I. QUARTER AND YEAR-TO-DAlT PAYROLL REGISTER 

E M P L.. D Y E E  

N O  N A M E  ACCT 
G R O S S  PAY 6 5 2 1  

CURVi:NT 

FICA WITHHELD 2 0 4 0  _ 

llUA F:: lTR 
T O  .. · D A T E  

2 � 72 1 . 0 0  
5 4 . 4�� -·· 
B J. .  6 '1 -N ET PAY 1 , 2 9 2 . 4 7  2 , 5 8 4 . 9 q 

----------�--j"TQ:---;�
F
i.�I� 

.
. �
T
-·�W�I�. T�f�H�ff�c l.�- [�) ---;�' O�:"�c. !�I --�

��.--n� .. 
··-

"'--
--

1 1 0  WRIGHT , DAVID 
4 - G F� O S S  P A Y  FICA  I H T H H E l... D 

b �.� 2 :L 
2 0 '1 0 

:1. , 4 0 0 . 0 0  :·� , n o  o .  () 0 

2 n . O O ·-- �.'i 6 . 0 O ··-

----------�---
-;--;�--;:

�F�.�I� .
. �1�· .�w�1:·T:

H
:l·�H�:

1.�_ l'�. --���--c-;:T���--;;:-���--
1 

5 1 1  l !> N O D::� ::::Af::D 
:.?. 0 '5 0  4 2 . 0 () -- Qi I , .n o . n o 2 i l.1 1.J () . 0 0  

c r�: o s s  P A Y  

F I C A  IHTHHU . .. D F . l: . T ,  WITHHE l  .. D !� ET F' A Y  

S U M M A R I E S  

C H O S S  P A Y  FICA  WTTHHE I. D 

F . J . T . W T T H H U  .. D 

N E T  P A Y  

6 �.'i ? :I l , 9 7 0 . 0 0  

2 0 1 rn ::J 9 1 'f O ·· 
? () �-� () �:; 0 • J 0 -·· 

1 ,  on o .  :'rn 

6 �'i �?. :I 1. 6 , �-? 'f z � '.''i�'.'; 
�? 0 '� 0 363 . 6 :1. ·-
�?. 0 �.'i 0 6 1'1 0 , B O · · 

I '.'.'i , :I 9 B . l 'l  

::1 , 9 4 0 . o o  
1 o � c o  

l 0 0 .  2 (l ··-
:l t 7 6 1 � 0 0  

:n , ::i n : ; . :1 0 
(, l1 �'i . 0 9 --

:I , :I :t l .  6 0 -· 
�� 9 ; 6 0 7 . 6 1 

PAGE ;� 

YEAF< 
T O ·-· D A T I' 

.
. 

2 , 1 2 1 . 0 0  
�'i 't . -1 2 - ·  

H .I. � l.> 4 -
;� t �:i f:l 'f , 9 •l 

'2 1 U O O , O O 

5 6 .  0 0  
fl 'f ,  () !) --

2 t 6 1.> IJ ' 0 0  

::i ' <_"J if f) . 0 0  
7(1 , l'J I! -.. 

:1. 0 0 < 2 0 
'.l , 7 6 1  . 0 () 

::u , ::i EJ �s . 1 0 
b t.> "'i . n 9 -·· 

.1. , :1 1 I , t. () .. 29 ; 6 0 7 . 6 :1 

T HE  ATARI A C C O U N T A N T  
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4 Summary, by Emp loyee, 
of Quarter ly Wages and 
Withho ld i ng 

5 Summary, by Employee, 
of Tota l Wages and With
hold i ng  Dur ing F i scal 
Year to Date 

6 Summaries of A l l  Wage 
and Withho ld i ng  
Amounts 



1 

2 

3 

1 

T H E  A C T JD N  S A L E S  C O  

A S  O F  

0 2 / Z B / 8 1 A C C O U N T S  R E C E I V A B L E  L E D G E R  P A G E  l 

A C C T  

N O  A C C O U N T N A M E  

E: f,OWN , HOWARD 
T N V O T C E  •I• 1 

2 A N G E L , ,J A C I< 
I N V O I C E  •I• "' 

3 F' A t..: •� S , H AF< A L D  
I N V O I C E  I• 3 

C H R l !:) M A N , � A Y N F: 

I N V O I C E  � '1 
0 ? / 0 6 / fl l  

I N V O T C F  •I• fi �?. 9 

�:-i f� E Y N CH . D S ,  D D N  

I N V IJ I C E  I• , ,  

(, f.: O M A N , G F< E G  

7 , J O H N S O N , . . . J l\ C I< 

I N V l'I T C E  I• 6 

D t1 H M !:i , r: F· N 
I N V O I C E  ... 7 
0 2 / 0 1.) / A t  

'l M rn:;; i:n: s :  M A l": V T N  

T N  V O I C E  ... n 
0 2 1 o t) 1 n t  

l () D t1 V I !:; , [ [)  
T M V O I C E  •I 9 

0 2 / 0 b / fl l  

I. :I. T A U E : F.R t S T A N  

T N V O I C E  t• :1. 0 

J. ? H l C H M A N , ['; [ U l'< G E  
:rn v n:r: c E  �· :l. :l 

0 ;� 1 0 1.> 1 s :1. 

Payor/Customer Ident i
fied by Accou nt N u m ber 
and Name 

F O L I O  

IF< 

I F� 

I H  

I H  

C H  
T H  

IF< 

I H  

T F\  
e n  

T f� 
!" F'  

I H  

C f( 

If': 

l H  

C H  

2 

E: A L A N C [  

F D F: W A R D  

1 '1 6 . 7 0  

7 � 1 1 . :1 2 

1 t O 'I B . n o  

] 3 . �·!. �.� 

f.i 9 :L . :l () 

1 (l I • ? If  

::i , 7 7 ? . 0 0  

:I. , ?' o :J . z n 

�'; 7 '."i 4 0 2 

�?. t l O (_;.i . 9 1 

lf lf �?. . () 0 

l , ll B 0 , 0 0 

C LJ f f f� E N T  

M O N T H  

2 1 4 . 9 7 

!:iFJB . 1tl.) 

7 :1. :l . 4 7 

1 2 8 . 2 6 
z n  1 • .q n ···· 

1HJ . J �:i 

0 3 6  • '' �-'i 

2 ,  1., 7 �·� .  '1 0 

:l , �:'i fl 7 . 0 8  

7 "t , �F t -·· 

(•If (] . ? fl  
'Vt . / O ·-· 

2 t 7 -:"-> G , ::; �l 
L �5 6 , 9 0 ··� 

'.'<l '..) . ::I ll 

t ,  0 1f B . '.':J B  

:LIM . B e; ·-

Customer I nvoice 
N umber 

[: A L A N C E  

'.ll. :t . 6 7  

1 ,  '.1 6 9 . 7 13 

1 , 7 6 0 . 2 7 

8 . 7 B 

I. , �;; 7 7 . �.:. :.;  

:I. 0 :I • 7 f'J 

6 , "1 ' M . 't B  

3 , 2 :1. 6 . 6 7. 

J. , Hl l . O B  

'f t 7 2 1 . �.'i 11 

(; 7 7 . :3 0 

2 , 0 2 3 , 7 3 

3 Date Payment Rece ived 

Appendix A A-23 



4 

5 
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4 

AS O F  

O Z / �·� f:l / B l  

A C C T 

N O  A C C O U N T  N A M E  

1 3  T R I M B L E , S T E V E  

M F O X , A L A N  

I N V D T C E  t :I '?. 

1 '.') D I A Z , .J A N I C E  

I N V OJ T F  •I• l '.l 

1 7  W I L L I A M S , N A N C Y  

I N V O I C E  i •  :I :•.•; 

O ? / ll f. / !J l  

�, 1 T r-. r· i:· c r: - j r· P A N H  

T N V f'J T C F  l 1 9  

2 2  f) l_ U N �( E T T , N F I L  

I N V IH C E  I •  ? O  

? 1  R R O IJ K S , f� J: (: � � A F� r> 

I N V O I C E  l L l  

7 4  B L A N D I N , E� n N I E� 
I N V O I C E  1• ;> ;>  

Fol io or Journal  

5 Balance Owi ng from 
Previous Period 

T H E  A C T I O N  S A L E S  C O  

A C C O U N T S  R E C E I V A B L E  L E D G E R  

F O L I O  

IF< 

T H  

J R  

IF< 
r: n  

T n  
lf< 

E: A L. A N C E  

F CJ R W A FW 

2 0 :I. . n o 

6 9 6 . 1 11 

�?. b B . 1 1  

2 11 1'1 . 11 8 

�H �� • 0 �.:; 

;� t 6 ::'i C1 11 11 
'( 

C U f\ R E N T  

M O N T H  

1> 3 B . 2 4  

:t �?. 'f . 2 9 

l 't 6 . D b 

:1. .14 3 . 9 .14 
l B 6 . f.> '.: I · - ·  

, :·1 2 �?. . o n  
9 '.1 . ll :I --

1 

f' A G E  ;� 

[: At_ A N C E  

;� 0 1  • ll O  

3 :3 '+ . ::M 

:1 9 2 . 4 0  

3 �.) 't • (/ 'f 

4 7 �·� . ::1 6 

3 ;  f:l / 9  o r..; 

I H  

u·;· 

T P  

u �  

l 
T F< 

T F� 

6 

I :I l � 3 3 
l '4 t.1 • U J. 

6�?. ? . '1 2 
5 �? .  2�) 

't O ·�· 

I 

3 o n .  ·1 7 
··· ri :I. ? 

'? b (l 0 0  
IF '')'.> 

, f, 6 7 . 11 7 
<f 'f :I. ;� fl  

., 

l 7 7  ··>•') 

:1. 4 9  • �?. () 

Cu rrent Charges and 
Payments 

�� �.'i B l4 

' :·!. 0 1 .  ? :I 

", fl t '.J4 

3 'f 7 . 
'') '1 

t 6 0 fl .  :: i :=:·i 

3 �·� 6 . if �?. 



AS O F  
0 2 / 2 8 / 8 1  

A C C T  
N O  A C C O U N T  N A M E  

2 5  S H E f.: E R , ,J O E  
I N V O I C E  * Z 3  

T H E  A C T I O N  S A L E S  C O  

A C C O U N T S  R E C E I V A B L E  L E D G E R  

F O L I O  

I F\ 

E< A L A N C E  
F O fi 4 A R D  

� 1. 7 . 8 3 

C U R F< E N T  
M O N T H  

F' A G E  3 

B A L A N C E  

9 0 �l . 3 B  

2 b  C A N N A D Y , E D  
7 ���������--11--�����-r�

· N�
v_o_

T
_
C

_
E

�
t

�
7

-
�

�����-
I
-

F<
����������-

'.
-
i l

_
l '
_

'
_
· ·

_
s

_
6

�� t ;  0 :1 6 . ? 7  

8 

7 

2 7  W I L S O N  t G F O F\ G E  

J N V O T C E  l 2 5  

Total Amount Owing per 
Customer as of Post i ng  
Date 

T F\ 
3 D I. ,  7 7  

'.? l �? .  i l  0 
'.') '. ) ] . 7 /  

:t ,  a o z . o o  

2 3 , 3 0 9 . 2 3 1 9 ;  0 '.' 8  . 1 1. 

8 

T H E  A T A R I  A C C O U N T A N T  

Tota l s  of  Accounts 
Rece ivable as of Post ing 
Date 
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1 

2 

AS O F  

0 2 / 2 8 / 8 J.  

A C C T  

'! 

N O  A C C O U N T  N A M E  

ACCESSORIES R U S 
I N V O I C E  t 6 1 4  

N A T I O N A L. S IJ FTL .Y  
I N V O I C E  • I  6 1 �.\ 

CHEC I( t· 1 36 

A C M F C A F<T O N  r· n 
T t'-! V f1 J C F  =U= b l  Ii 

r:> U P C' F;: T n r� n1 I P P I. y c o  
T N tJ O T C F  =t /) :1. ·:t 

T H E  A C T I O N  S A L E S  C O  

A C C O U N T S  P A Y A E� E  L E D G E R  

F OL. HJ 

M P  

M P  

M P  

B A L A N C E  

F CJ l:;: W A R O  

, () !J 

3 9 9 . '.�i ? ··-

• 0 () 

• 0 0 

f' U F<F< E N T  

M O N T H  

H '.' O , 0 O ··-

�.'i , 7 0 �?. + b 0 --
1 7 8 . '.:I EI 

P A G F  :I 

B A L A N l... E 

B 2 il 0 !! --

/, I i) 11 .� • ,.u; -

3 -���1-----;;-... ·,· �iN'MRT;ALITITPPCT-nr--
�

� l / N T V E f:: S ,� L  S U P f· ' . 11 11 

4 

5 

6 

1 

2 

3 
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I N V O I C E' N· 6 1. l l  

M I D - W [ S T  P A C K A G I N G  C D  

J N V O T C F  � 6 1 9 M P  

F O L I R - S O U A P E  1� n N .T A T N E F� S  
T N V 0 T r f� 4 A 2 0 Hr� 

ll 

9 H O L D - F A S T  T A P F  C O  

I N V O J C F  =I: 6 2 2  M P  

M P  

M P  

11 s u r· r- 1... Y 

M P  

T D T A l.. S  

Payee Identified by 
Accou nt N u m ber and 
Name 

L i st ing of Check N u m ber, 
Journal of Orig i na l  Entry, 
and Payment Amount 

Balance Owed from 
Previous Per iod 

4 

5 

6 

• 0 IJ 

, I) () 

. 11 11 

, il ll 

. 11 11 

l t �) .l 7 .  B J ··-

::� , O �? O , '.J O 

�? I • �.'/ (J .... 

�) , 7 7 '.".J . ? '.";, ···· 

1 6 7 . ·:1 11 

1 ,  :·; 1 1 .  n 1 --

Z / . �.'1 0 ·· 

B ,  .t b 't , ? '.'j 

! 6 7 , '.J O --

3 0 , :3 3 1 . o n  .. -· 

T H E  A T A R I  A C C O U N T A N T  

Vendor I nvoice N u m ber, 
Jou rnal of Ori g ina l  Entry, 
and Amount Due on 
I nvoice 

Tota l Amount Owed to 
Vendor as of Post ing Date 

Tota l s  of Accounts Pay-
able as of Post ing Date 



FINANC I AL 

STAT EM ENTS 

1 

2 

3 

4 

5 

1 

2 

3 

T H E  A C T I O N  S A L. E S  C O  

P R O F I T  A N D  L O S S  S T A T E M E N T  

F E B R U A R Y  2 8 , 1 9 8 1  

T N C O M E  

C A 1:; H [l tJ F R / S H O R T  
f( [ N T  

U T T l.  .. I T I E �; 
T' F l  .. E F' H !J N E 

C A F� F.:: A G E  ':J E r.;: v T C E 

R f P A T R S  A N D  M A J N T E N A N C: f  

P A Y F< O L I... T A X E S  

�> U P F' l. . I E �> 

l N T F R E G T  F Y P E N S i:-

T O T A L S 

P r� O F T T  < I. D !:i S )  

D T H EF <  : D H E  
O F F I C E  , T A I... 

CI T H E F<  I N C O 

T O T A L!:> 

Cl T H E f� E X P E N S E S  
F E D E R A i... I N C CI H F  T A X  

N E T  P R O F
.
I T  < L- O S S > 

Current Sales 

Year-to-Date Gross Profit 

Tota l Expenses as 
Percentage of 
I ncome 

C LI R R Ec N T  Y E A R - HJ ·- D A T E  

1 9 1 , 5 4 1 . 1 9 1 0 0 . 0  

1 1 7 , 2 1 5 . 0 6 6 1 + 2  

l b  t 2 'f 2 . :=_� :'_'j ? 7 . 7  :H ,  :i n �; . 1 11 1 6 .  "! 

j 

4 

5 

• 0 11 

'f 9 . 7 0  

I . ::1 7 
7 �;(1 , II 0 

4 9 :; . 11 13 
1n . �rn 
6 :3 . �j () 
n z . 1 11 

:s o 2 .  ? n  
l 11 7 .  Il l. 

, fl ·1 .(f . 0"7  
�'?. 7 . 7 '.'5  
1 :=5 . () 0  
J. ::i . / '! 
't '.'.'i . 0 0 

6 .  �'?. 2 
;!. o . o n  
;> �,', • II 0 

9 0 0 . 9 0  

. 11 0  

• 0 Ii 

. o o 

. o o 

9 8 0 . '? 0 

, (J 

1 

, (l 
1.. '_l 

. 8  
• :I. 
. 1  
• 1 

. . . 
,., 

::j . :I. 
• 0 

II 
• 0 
• 1 

• II 
. 11 

1 .  7 

. 11 

. II 

. <I 

. 11 

1. 7 

�·� , "t O O .  0 0  

fi b  . 1 11 

9 2 . 2 9 

6 , 7 '.5 (1 . 0 0  

2 ,  :l :t f:I . b 5  
;��'i Z . 3 7  
:l. 9 0 .  5 0  
"t :3 o . 2 3  

1 , :':il l .  0 7  
9 �'> H . 2 0 

2 , '.'.i 6 2 . 0 3 

�.:i O O . f .il 

:J o .  "t 5 

:t 2 f.i , ::'i B 

:L 2 �i .  0 0 

1 4 .  o z  
'f i) . () 0 

't 0 .  l:l 'I 
't ? U . �.'i 2 
1 ;• 9 , ::11 
1. 6 ?  * 0 0 

·-- ·-· ·- -·· -
·· ·- ···· - -- - · --

2 0 , 1t J. a . 2 2 

I. t 9 '1 1 . 4 b 

l / 't . 11 8  

.q , �.=; �.rn • o o 

1 7 , 9 7 8 . 7 6 

1. '.I 

. 11 

• 0 

3 .  �5 

1 .  t 
• 1 

• 1 
. 2  

. 8  

. 5  

1. 3 
. 3  

. 11 

. :1.  
• 1 

• 0 

• 0 
• 0 

. 2  
• 1 
• 1 

1 .  fl 
• 1 

Z D . l. 

t 0 . 7  

1.. 0 
• I. 

1.. 1 

9 . 't 

T H E  A T A R I  A C C O U N T A N T  

Profit after Expenses 
in Dol l ars and Percentages 
for Cu rrent Per iod and 
Year-to-Date 

Net Profit i n  Do l l ars and 
Percentages for Cu rrent 
Per iod and Year-to-Date 
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1 

2 

1 
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C U R R E N T  A �i S E T S 

T H E  A C T I O N  S A L E S  C O  

T FG A L  B A L A N C E  

F E B R U A R Y  2 8 , 1 9 8 1  

1 0 1 0  C A S H  O N  H A N D  

1 0 2 0  C A S H O N  D E P OS I T 
1 0 3 0  N A T I O N A L  B A N K 

1 1 1 0  A C C O U N T S R E C E I V A B L E  

1 1 3 0  E M P L O Y E E  A D V A N C E S  

1 1 5 0 I N \J E N T O R Y  

1 1 7 0  P R E P A I D  R E N T  

1 1 8 0  P R F P A I D  I N S U R A N C E  

F I X E D  A G S F T S  

1 5 2 0  M A C H I N E R Y  A N D  E Q U I P M E N T  

1 5 5 0  ACT 

O T H E f� A S S E T !J 

1 8 0 0  D E P O S I T S  

1 8 1 0 F R A N C H I S E  F E E S  

C U R R E N T  L I A B I L I T I E S  

2 0 1 0  A C C O U N T S  P A Y A B L E  

2 0 3 0  S A L � S  T A X  P A Y A B l . E  

2 0 4 0  F I C A P A Y A B L E  

2 0 5 0  W I T H H O L D I N G  T A X  P A Y A B L E  
2 0 6 0  I N C O M E  T A X  P A Y A B L E  

2 0 7 0  N O l� S  P A Y A B L E  

L O N G  T E R M  L I A B I L I T I E S  

2 6 1 0 N O T E S  P A Y A B L E  

C A P I T Ai .  

3 0 1 0  C A P I T A L  S T O C K  
3 0 5 0  R E T A I N E D  E A R N I N G S  

I N C O M E  

'1 0 1 1  S A L E S  

C O S T  O F  S A L. E S  

5 0 1 1  C O S T  O F  S A L E S  

E X P E N S E S  

6 5 2 1  !; A L A R I F S  A N O  W A G E S  

6 5 3 1  F R A N C H I S E  F E E S  

6 5 1 1  L A U N D R Y  A N D  U N I F O R M S  

6 5 5 1 C A S H  O V E R / S �i O R T  

6 5 6 1 f( E N T  

6 5 7 1 U T I L I TI E S  

6 5 8 1  T E L E P H O N E  

6 5 9 1 G A R B A G E  S E R V I C E  

6 6 0 1  R E P A I R S  A N D  M A I N T E N A N C E  

6 6 1 1  P A Y R O L L T A X E S  

l.1 6 3 :1. S U P P L I E S  

6 6 1 1  I N T E R E S T  E X P E N S E  

P A G E  

�'> '.3 1 . 2 1  

2 3 , 6 1 �"? . 't l. 

2 , 2 2 :=s . ::!Lf 

'1 2 ,  'Hl 7 .  ::l 4 

5 7 't . �:i O 

2 0 , 2 :..� �:; . o o  

1 , 7 �5 0 . 0 0  

:1 t 9 9 '.:.)  • .<fO 

2 6 , 7 5 4 . 4 9 
5 , 2 7 5 . 0 3 ·� 

6 ,  9 6 6 . �:i B 
1 0 , 11 0 0 . 0 0  

3 0 , 3 3 1 , O B -
"t ,  5 3 1 . 2 B �-

9 b B . 1 7 ··-

1 ,  1 1 1 . 6 0 �-

6 1 2  . B '+ -· 

5 ,  0 11 11 .  0 11 --

'1 1 , 2 8 6 . 6 9 -

�) ,  0 2 7 . ::1 :1 -·· 

1 9 1 , 5 ' 1 1 . 1 9 -� 

1 1 7 , 2 1 �5 . 0 6 

3 1  , 3 EI �.) . l. 0 

Z , 't 0 0  .. 0 0  
El b . 1 0  

9 �� .  2 9  

6 , 7 5 0 . 0 0  

2 , 1 1 13 . 6 �.� 

2 5 2 . 3 7 

1 9 0 . �:i O  

� :10 . ;: 3 

:L , 5 1 7 . tl 7  

(? 6 f:l . �?. O 

�� , 5 6 2 . 0 3 

Genera l Ledger Account 
Number and Name 

2 L i st ing of Debit  and 
Cred i t  Amounts 



3 

4 

3 

6 6 5 1 

6 6 6 1 

6 6 8 1 

6 7 0  :I. 

6 7 1.1.  

6 7 :' 1  

6 7 3 1  

6 7 4 1  

6 7 5 1 

6 7 7 1 

6 7 8 1  

6 7 9 1  

T H E  A C T I O N  S A L E S  C O  
T f< I A L  B A L A N C E  

FEBRUARY 2 8 , 1 9 8 1  

INS l.JF<ANCE H<AVEL AUTO EXPENSE LEGAL AND PROFESSIONA i  POSTAGE AND OFFICE SUPPLIES LICENSES AND FEES MACH . AND EQUIP . RENTALS HOSPITALIZATION INSURANCE LOSSES ON B A O  CHECKS SECURITY EXPENSE DEPRECIATION MISCELLANEO LJS EXPENSE 
OTHEF< INCOME 

8 0 1 1  O F F I C E  R E N T A L  

8 0 2 1  O T H E R  I N C O M E  

8 0 3 1  I N V E N T O R Y  OVERAGE 

8 5 -'t :I. 

9 9 9 9  

TOTA i  

Date of Tria l  Ba lance 
L i st ing 

4 

F' A G E  7 

5 0 0 . b l 

3 0  . (f ::;  
1 2 6 . �5 8 
:t �?. �.'i • 0 0 

1 4 . 0 2 

4 0 .  0 0 

4 0 . Ei' t 

4 �� 8 . 5 �·� 
1. 2 9 . 3 1  
:1. 6 2 . () I) 

3 t 3 9 7 . fl 0  

:1 6 �.'i , ::ut 

:L t  9 '+ 1 . '·! l.i -·· 
1 7 '+ .  0 0 -·· 

• 0 0 

4 , �'; 5 0 . 11 0 

• 0 (I 
• 0 0 

1 7  � 11 7 8 . 7 6  

• o II 

T H E  A T A R I  A C C O U N T A N T  

Zero Tota l ,  I nd icat ing 
Books i n  Ba lance 
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A S S E T S 

T H E  A C T I O N  S A L E S  C O  

B A l.. A N C E  S H E E .1 
F E B R U A R Y  2 8 , 1 9 8 1  

C U R R E N T  A S S E T S  

C A S H  O N  H A N O  6 3 1 . 2 1 

r A S H  O N D E P O S I T  2 3 , 6 1 2 . 4 1 

N A T I O N A L. B A N K  2 , 2 2 5 . 3 4 
A C C O U N T S  R E C E I V A B L E  1 2 , 4 0 7 , 3 1 

E M P L O Y E E  A D V A N C E S  5 7 1 . 5 0 

I N V E N T O H Y  2 0 , 2 3 �) . 0 0 

P R E P A I D  R E N T  J , 7 5 Q , O O 
1 ���������--ir-������_;_F'�R�F�PTAITJTDro=:I�Nr,�;numi:��ATN�C�E�<SC;!'"l-S-������__:::3 ·�'�' 0�: �:' �· ':1 1:1 �� 9 ':• : 'l :l J i ti 

2 

A-30 Appendix A 

1 .. I A F: I l  .. I T I F S  

C U P P F N T  L T A B I L I T J E R  

A C C O U N T S  P A Y A B L E 

S A L E S  T A X  P A Y A R I  F 
F T C A  P A Y AF : I  F 
W T T H H [� D J N G  T A X  P A Y A R L r 
I N C O M E  T A X  F A Y A f: l . . F  

O T E! i  F· A Y A E: I. E 

O T A I  C U Fm F N T  L I A B I L I T I E S  

1 .. CI N I; 

C A F· I T A I. 
C t. P I T A L  S T O C I< 

R E T A I N E D  F A R N I N � S  

T O T A i  C A FTr A l .  

T O T A i  I I AFCU . J T J F S & C A P I T A L  

Subtota l of Current Assets 

Deta i l  Summary of Other 
Assets 

3 

4 

3 0 , :n :i . 1" '  

" ,  �.� ·1 ·1 . .. > n  
<;> f> B  . 1  i' 

j_ I :t :I. :I • IJ IJ 
6 1. 2  . lVf  

3 , 0 0 0 . 0 0  
'+ �:· t '..J '.:... 'f �·� / 

1 '.3 3 r !l ? 7 . :?. 4  

T H E  A T A R I  A C C O U N T A N T  

Tota l Assets 

Tota l L iab i l it ies, i n  
Ba lance with Tota l Assets 



ACCOUNT 
SCH E DUL E S  

1 

3 

T H E  A C T I O N  S A L E S  C O  

G E N E F < A L  L_ E D G E R  

D A T E  PRINTE D : 0 2 / 2 8 / 8 1  

1 0  : L  II 

1 0 2 0  
:L 0 3 11 
1 1 1 11 
1 :L :3 11 
1 :L �; II 
l 1 7  II 
1 l ll ll 

C U F � F� E N T  A S S E T S  

C A S H  IJ N  H A N D  

C A S H  O N  D E P O S I T  

N A T I O N A L  E: A N I< 

A C C O U N T S  R E C E I V A B L E  

E M P L IJ Y E E  A D V A N C E S  

l N V E N T OF<Y 
f' R Ef '' A l O  R E N T  

P R E P A I D  I N S U R A N C E  

F I X E D  A S S E T S  

:l �) 2 0  
l 5 �j 0  

M A C H I N E R Y  A N D  E Q U I P M E N T  

A C C U M U L A T E D  D E P R E C I A T I O N  

10 0  0 

l B l ll 

D T H E F\  A S S E T S  

D E P O S I T �J 

F F� A N C H :r !'.i E F E E Ei 

C lJ R R l� N l. L I A B I L I T I E S  

2 0 1 11 A C C O U N T S  P A Y A B L E  

2 0 3 0  S A L E S  ·r A X  P A Y A B l_ E  

2 0 4 0  F I C A  P A Y A B L E  

2 0 5 11 W I T H H O L D I N G  T A X  P A Y A B L E  

2 0 6 0  I N C O M E  T A X  P A Y A B L E  

2 0 7 0  N O l" E S  f) A Y A E� L E  

L O N G  T E R M  L I A B I L I T I E S  

2 6 1 0  N O l" E S  P A Y A B L E  

C A F'l' T' A L_ 

3 0 1 () C A P I T A L _  S T !J C �' 

3 0 5 0  RE�l- A I NE�O E A R N I N G �; 

I N C: IJ M E: 

'l O l. l  S A L E �3 

C O S T  DF S A L E S  

5 0 1 1  c: o s r  O F  S A L E S  

E X P E N �i E S  

6 5 2 1  S A L A R I E S  A N O  H A G E S  

Date of  L i st ing 

2 Head ing I nd icati ng 
Account Type 

3 

P A C E  1 

T H E  A T A R I  A C C O U N T A N T  

3000-Level Accou nts 
(Capital Accou nts) 
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4 

5 

4 

A-32 Appendix A 

T H E  A C T I O N  S A L E S  C O  

G E N E F< A L  L E D G E R  

D A T E  P R I N T E D ! 0 2 / 2 8 / 8 1 
G / L  A C C T  

N U M E: Er< 

6 5 3 1 

6 5 "! 1 

6 5 5 1  

f.> 5 6 1  

6 5 7 1 

6 5 8 1 

A C C T  N A M E  

E X P E N S E S  ( C O N T . >  

F R A N C H I S E  F E E S  

L A U N D R Y A N O  U N I F O R M S  

C A S H  !J V E FV S H D R T  

F< E N T  

U T I L I T I E S  

T E L E P H O N E 

G A R B A G E  S E R V I C E  

R E P A I R S  A N O  M A I N T E N A N C E  

A Y R O L L  T A X E S  

S U P P L I E S  

I N T E R E S T  E X P E N S E 

I N S U F< A N C E  

T R A V E L  

A U T O  E X F' E t1 �:i E 

f.H �1 .lf 1 

b l) �j l.  

6 b 6 1  

f.H �>fl l 
6 7 0 1 

6 7 1 1  

6 7 2 1  

6 7 3 1  

6 7 ' 11 

L E G A L  A N D  P R O F E S S I O N A L  

P O S T A G E  A N D  O F F I C E  S U P P L I E S  

L I C E N S E S  A N D  F E E S  

M A C H . A N O  E Q U I P . R E N T A L S  

H O S P I T A L I Z A T I O N  I N S U R A N C E  

6 7 5 1  l. O S S E S  O N  E� A O  C H E C K S  

6 7 7 1  S E C U R I T Y  E X P E N S E  

6 7 8 1 D E P R E C I A T I O N  

6 7 9 1  M I S C E L. L A N E O U S  E X P E N S E  

IJT H E F< I N C O M E  

8 0 1 1  O F F I C E  R E N T A L  

8 0 2 1  O T H E R  I N C O M E  

8 0 3 1  I N V E N T O R Y  O V E R A G E  

IJ T H E F< E X P E N S E S  

8 5 1 1  F E D E R A L  I N C O M E  T A X  

8 5 3 1  I N V E N T O R Y S H R I N K  
S A L E �'i D I S C O U N T  

I N C O M E  T R A N S F E R  

General Ledger Accou nt 
Name 

5 

P A G E  '' 

T H E  A T A R I  A C C O U N T A N T  

I ncome Transfer Account 
(Permanent) 



T H E  A C T I O N  S A L E S  C O  

C U S T O M E R S  I N  N U M E R I C  O R D E R  
D A T E  F� I N T E D : 0 2 / 2 8 / 8 1 

C U S T O M E R  
N O , N A M E 

z 
3 

.� !  
9 

1 0  
1 1  
1 2  
1 '.l 
1 4  
1 5  
1 6  
1 7  
1 8  
1 9  
2 0  
�·� 1 
22 
23 
24 
25 
26 
27 
28 

[: fW W N , H O W A FW 

A N G E L_ ,  .J A C I( 
P A R l( S , H A R A L D  

C H F.: I S M A N , W A Y N E  
F.: E Y N O L D S ,  D O N  
H D M A N ,  G H E G  
.J O H N S O N , ... J A C �� 
D A H M S , B E N  
M O R F� I S , M A F� V I N  

D A V I S , E D  

T A U B E R , S T A N  
R I C H M A N ,  G E CJF < G E  
n:: r M E: L E , S T E V E  
F O X , A l_ A N  
D I A Z , .J A N H: E  
A f< N D L D , W A L T  
W I L L I A M �; , N A N C Y  
L A D D , [: D E:  
S T E V E N B , A N D H E W  
M A T E H A , F R A N H  
T E f" P E R , F F< A N I( 
P UJ N l( E T T , N E I L  
n r� D O H U  t H I C H AF�D 
E:: L A N D J: N , E Fa� I E  
S H E R E R ,  ,J O E  
C A N N A D Y , E D  
W I U:i O N . c: a: 1m c: a: 
S W A kT , D A V E  

Customer L i st, Arranged 
N umerica l l y  

P A G E  1 

T H E  A T A F< I  A C C O UN T A N T  
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T H E  A C T I O N  S A L E S  C O  

C U S T O M E R S  I N  A L P H A B E T I C  O R D E R  

D A T E  P R I N T E D ! 0 2 / 2 8 / 8 1 
C U S T O M E: I:;; 

N O . N A M E  

,., 11,N G E L , .J A C H  
1 6  �'.��'[;'�� , w�;;�IFc 2 't 

f.:1 H O O t< S , f< I C H A FW 
F.; O W N , H D W A F< D  CfNN�DY , ED _ 

C H h: I f:i H A N , W A Y  N L  
D A H M S , B E N  
D A V I S , E D  

l �.'i D I A Z , ,.J A N I C E  
1' t :-o x , A L. A N  

7 .J O H N S O N , ,J A Cf'. 
1 13  LA D D , [:()E: 
2 0  M A T E f':A , F H A N H  

9 M O R R I S , M AF< V J: N 

:J P A R •< r:; , H AF < A L D  
2 2  P L U N l< E T T , N E I L 

�:i R E Y N O L. D S , D O N  

1 2 R I C H M A N , G E O R G E 
6 fliD M A N , G f< E G  

Z �:i H E F;: E f< , ,J O E  
l <J S T E V E N f:; , A N D m: w  
2 B  S W A f� T , D A V E  
1 1  T A U E: E R , G T A N  
2 1  T E P P E F� , f'f< A N H  
1 :l TFU: M E: L.. E ,  S T E V E  
1 7  �f[ L l.. l : A M S , N A N C Y 
2 7  W I L S O N , G E C! f< G E  

1 Customer L i st, Arranged 
A lphabetica l ly 

F· A G E  1 

T H E  A T A R I  A C C O U N T A N T  



T H E  A C T I O N  S A L E S  C O  

V E N D O R S  I N  N U M E R I C  O R D E R  

D A T E  P R I N T E D ! 0 2 / 2 8 / 8 1 

V E N D O R  

N D , N A M E  

2 
3 

____-J--- � 
, ---------- � 

9 
1 0  
1 1  

A C C E S S CJ R I E S  R U S  

N A T I D N A L  S U P P L Y  

A C M E  C A R T O N  C O  

S U P E R I O R  S U P P L Y  C O  

U N I V E R S A L  S U P F) L Y  C O  

M I D - W E S T  P A C K A G I N G  C O  

F O U R - S Q U A R E  C D N T A I N E R S  

H A FW W A R E  H E A V E N  

H O L D - F A S T  T A P E  C O  
I M P E R I A L  P R O D U C T S  

C I T Y  S T A T I O N E R Y  S U P P L Y  

Vendor L i st, Arranged 
Numerica l l y  

P A G E  1 

f H E  A T A R I  A C C O U N T A N T  
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T H E  A C T I O N  S A L E S  C O  

V E N D O R S  I N  A L P H A B E T I C  O R D E R  
D A T E  P R I N T E D : 0 2 / 2 8 / 8 1  

V E N D O F< 

N O , N A M E  

1 
'.I 

11 

2 
'I 
,, 

IAl:: C E S S O R I E S  f �  U S  ,A (:: ME C AF < T O N  C IJ  

F I T Y  S T A T I O N E R Y  S U P P L Y  
F O U R - S O U A R E  C O N T A I N E R S  

HA R D H A R E  H E A V E N  
HO L D - F A S T  T A P E  C O  
�M P E R I A L  P R O D U C T S  �I D - H E S T  P A C K A G I N G  C O  t' A T I O N A L  S U P P L_ Y  
S U P E R I O R  S U P P L Y  C O  
U N I V E R S A L  S U P P L Y  C O  

Vendor L i st, Arranged 
Alphabetical ly  

P A G E  1 

T H E  A T A R I  A C C O U N T A N T  



E M P L O Y E E  

N O , N A M E  

T H E  A C T I O N  S A L E S  C O  

E M P L O Y E E S  I N  N U M E R I C  O R D E R  

D A T E  P R I N T E D : 0 2 / 2 8 / 8 1  

P E H F� Y ,  L A F� H Y  

M C L A U G H L I N , J E R R Y  

S M I T H , L A R R Y  

W i l. f( E N S , F' A lJ L A  

L E E M O N , S H A F � I  

W A L T E F� S , D E N N I G  

W I E F E L , J I M  

H il .. L M A N , f( E N  

D A V I S , S T E V E  

W R I G H T , D A V I D  

S N O D D Y , H D W A H D  

Employee L i st, Arranged 
Numerica l l y  

f' A G E  1 

T H E  A T A R I  A C C O U N T A N T  
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T H E  A C T I O N  S A L E S  C O  

E M P L O Y E E S  I N  A L P H A B E T I C  O R D E R  
D A T E  P R I N T E D I 0 2 / 2 8 / 8 1  

E M P L O Y E E  
N O , N A M E  

1 0 9  

:L 0 8  

:I. 0 5  

D A V I S , S T E V E  
HfILLMA N , f( E N  
L E E M O N , S H A F< I  
MC L A U G H L I N , J E R R Y  
PEF�F� Y t L A F� H Y 
S /1 I T H , L Arm Y  
S N O DD Y , H D W A Fm 
WA L T E H S , D E N N I S  

WfI E F E L , .J I M  

WI U( E N S , P A U L A 
W F� I G H T ,  D A V I D  

1 Employee L i st, Arranged 
A lphabetica l ly 

P A G E  1 

T H E  A T A R I  A C C O U N T A N T  



1 

2 

3 

T H E  A C T I O N  S A L E S  C O  

P A Y E E S  I N  N U M E R I C  O R D E R  
D A T E  P R I N T E D : 0 2 / 2 8 / 8 1  

P A Y E E  P A Y E E  

N D , N A M E  

'I 

'.l 
't 
5 

:1. �� 

B E L L  T E L E P H O N E  C O  
D E P T  O F  W A T E R  A N D  P O W E R  

T H E  G A S  C O  

A C M E  F< E A L T Y C O  

V A L L E Y  D I S P O �; A L  C O  

R E L I A B L E  I N S U R A N C E  

S P A R K L I N G  L A U N D R Y  C O  

N A T I O N A L  D A N f' 

c L S U P � L Y  c a  

P . o . o .  A D V E R T I S I N G  

M I C H A E L  E R I C  A T T O R N E Y  

S A M  I s  1::.: E N T  A L L  

1 :l 
1 't 

N E I 1; � i R C J R �i O O D  S E C IJ R I T Y  5l E F:· v 1· c E  

C E N T R A i  C O M M E R C I A L  B A N K  

1 5  S T f'� lT . :· ·� ' 
� t_ L_ S l' A T E S  O lJ T L. E� T S  

Payee L i st, Arranged 
N u mer ica l l y  ( i nc l udes payors) 

2 Genera l  Ledger Account 
Preassigned as Data Entry 
Prompt 

3 

P A G E  1 

:I. ST GL �-� N D  C L  
A C C T  A C C T  

6 5 B 1  N / A  

6 �.� 7 :L N / A  

6 '.:.'i 7 1  N / A  

6 5 6 1  N / f'  
c, 5 9 1  N / A 
c'.'1 6 �.H  N / A  
6 5 't1 N / A  

2 6 1 0  l :l!J O  
:·� 6 :1. 0 6 6 't l  
N / A  N / A  

6 7 0 1  N / A  
6 "l :J l N / A  
b 7 7  N / A  

�-� 0 ' to 2 0 5 0  
�·� () : i o  N I .� 
�.c o 1 1  N / ,� 

f t i E  A T A R I  A C: C Cl ll N l" A N T  

No Preass igned General 
Ledger Accou nt 
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A-40 Appendix A 

T H E  A C T I O N  S A L E S  C D  

P A Y E E S  I N  A L P H A B E T I C  O R D E R  
D A T E  P R I N T E D : 0 2 / 2 8 / 8 1 

P A Y E E  P A Y E E  
N D . N A M E  

4 A C M E F< E A L T Y c o  
1 6  A L L  S T A T E S  O U T L E T S 

1 BEL.L T E L E P H O N E  C D  

CE N TF< A l_ C D M M E F< C I A L 

C fl N TI N E N T A L  S U P P L Y  

DE P T Of' W A T E F< A N D  

B A N f( 
C D  

P D W EF <  

M [ C H A E L  E F< T C  A T T CW N E Y 

N A T I O N A L. B A N H  
N E I G H E: D F: H D CI D  S E C U F� I T Y  B F H V I C E  

p • D . c:l .  A D V E F� T I S I N G  
f( E L  I A E':l _ F  T N E U R A N C E C D  

1 7  f:i A M  � �:; F E N T  A L L  
7 S !"' A f< f< L I N G  L A U N D F< Y  C D  

:I. :'-:! ST A T E  T F� E {, m J H E R  
'.I T H E  G A S  C D  

5 V A L L E Y  D I �3 P D f:) A I  ... C D  

Payee L i st, Arranged 
A l phabet ica l l y  ( i nc l udes payors) 

P A G E  1 

1 ST G L. Z N D  G L  

A C C T  A C C T  

6 5 6 :1. N / A 
�.) 0  1 :t N / A 
6 5 0 1  N / A  
2 0 4 0  ;� o ::rn 

2 6 1 0  6 6 4 1 

6 5 7 1  N / A 
f.i 7 0 :t  N / A  
;� f .>1 0 1 1 8 0  

6 7 7 1 N / A  

N / A  N / A 
f.1f1 �:i :I. N / A  

6 7 3 1  N / A  

b :'.) 't l  N / A 
�·� 0 3 () N / A  
6 :'.'i 7 1  N / A  

f.i �5 1} 1 N / A  

T H E  A T A R I A C C O U N T A N T  



A P PE ND I X  B 

GENE RAL ACCO UNTING 

SYSTEM S U M MA RY 

T h e  charts i n  th i s  appen d i x  i l l u strate t h e  re l at ionsh i p  among funct ions  i n  t h e  Genera l  Accou nt i ng  System . 
Each boxed cha rt shows how major fu nct ions  a re grou ped . Each sma l l box shows the n u m ber  a n d  name of 
a spec i f ic  fu nct ion . 

DATA E NTRY D ISKETTE 

1 START- U P/ 

D I S K  

I L j_ j_ j_ j_ j_ 
3 1  COM PA N Y  3 2  AS-OF 33 P R I N T E R  34 A DJ UST 3 S  SET SC R E E N  3 6  I D  L I N E  

C O D E  DATE STAT U S  P R I N T E R  COLOR 

41 D U P L I CATE 4 2  C H ECK 4 3  REAL LOCAT E 44 R E N A M E  

GIA D I S K  D I S K  S PACE DISK S PACE DATA D I S K  

2 C H A N G E  D I S K  

3 DATA E NTRY 

l j_ j_ l 
1 1  CASH 1 2  CASH 1 3  I N VO I C E  1 4  M E RC H .  

D I S B .  R EC E I PTS R E G I ST E R  PU RCHASED 

1 5  CASH 1 6  G E N E RA L  1 7  STA N DARD 

SALES J O U R N A L  E N T R I E S  
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DATA E NTRY DISKETTE 

4 ACCO U N T  

MAI N T E N A N C E  

I ..l. l 
2 1  C R EATE 22 E D I T  

ACCO U NTS ACCO U N TS 

l J_ l J_ .l l 
1 G E N E RA L  2 COMPA N Y  3 ACCO U N TS 4 ACCO U NTS 5 PAY ROLL 

L E D G E R  C O N  F I G .  R E C .  L E D G E R  PAY . L E D G E R  REG I ST E R  

6 PAY E ES/ 7 I N VO I C E  R E G . 8 M E RC H .  P U R .  9 CAS H SALES 1 0  E RASE 1 1  C R EA T E  STD 

PAYO RS P R O M PTS PROM PTS PROM PTS E N T R I ES E N T R I E S  

POSTI N G  D ISKETTE 

1 START- U P  

_l _I I I I I _l 
3 1  COMPA N Y  3 2  AS-OF 33 P R I N T E R  3 4  A DJ U ST 3 5  SET SC R E E N  3 6  I D  L I N E  

C O D E  DATE STAT U S  PRI N T E R  COLOR 

2 C H A N G E  D I S K  

3 L I ST 
J O U RNALS 

J_ I J_ 
5 1  CASH 5 2  CASH 5 3  I N VO I C E  54 M E RC H .  

D I S B .  R EC E I PTS R E G I ST E R  P U RC HASED 

S S  CASH S 6  G E N E RA L  5 7  D U E  DATE 

SALES J O U R N A L  M E RC H .  PRC H D .  
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4 POST I N G  

_I I ± J_ J_ 
6 1  POST 71 P RO F I T  & 72 T R I A L  7 3  BALA N C E  8 1  E N D  O F  

LOSS BALA N C E  S H E ET M O N T H  

82 E N D  O F  8 3  E N D  O F  84 E N D  O F  

Q U ARTE R 4TH Q U A RT E R  F I SCAL Y E A R  

5 D I S PLAY 
ACCO U N TS 

6 L I ST 

SC H E D U L ES 

_l I _l _l j j ] 
1 G E N E RAL 2 C U STOM E RS 3 C U STOM E RS 4 V E N DORS 5 V E N DORS 6 E M P L O Y E E S  

L E D G E R  ( N U M E R I C)  (ALPHA) ( N U M E R I C )  (ALPHA) ( N U M E R I C )  

7 E M PLOYEES 8 PAY E E S  9 PAYE E S  l O STA N DARD 
(AL P H A) ( N U M E R IC)  (ALPHA) E N T R I E S  
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A P PEND I X  C 

ERROR COND I TIONS 

Whenever the Genera l Accou nt i ng System enco u n te rs an  e rror cond i t i o n ,  i t  
stops p rocess i ng i n format i o n ,  so u n d s  a warn i ng tone ,  and  d i sp l ays  a message 
on the sc ree n .  

The  system d i sp l ays two types o f  error  messages : those generated b y  the  Gen
era l  Accou nt i ng  System and  those gene rated by the  ope rat i ng system of the  
co m p ute r .  

G E N E RAL ACCOU NTI N G  SYSTEM ERROR MESSAG ES 

The Genera l  Acco u n t i n g  System d i sp l ays an error message when  you e nter 
i n format ion u nacceptab l e  to the  syste m ,  s u c h  as an i n va l i d com m a n d  n u m ber  
or  a nonex i stent acco u nt n u m ber .  

An error message f lashes repeated l y  at the bottom of the  sc reen and  the system 
sou nds  a tone .  A typ i ca l  message looks l i ke th i s :  

ERRO R :  COMMA N D N U M B E R  I S  I N VAL I D  

To reso lve the er ror ,  press the 1llii!1i13 key to c l ea r  the message from the screen . 
Reenter the correct i nformat ion .  

COMPUTER OPERATI N G  SYSTEM ERROR MESSAG ES 

The computer operat i n g  system d i sp l ays an er ror message when i t  encou nters 
a cond i t ion  such  as a ma lfu nct ion i n g  system com ponent .  A message is d i s 
p l ayed at the bottom of you r  sc reen in  the fo l l owi ng fo rmat : 

TERM I N A L  E RROR aaa 
AT L I N E  bbb of PGM ccc 
PRESS RETU RN TO CONTI N U E  

where aaa refe rs to the error  code n u m ber  i nd i cat i ng the cond i t i o n ,  bbb refe rs 
to the l i ne of the Genera l  Acco u n t i n g  Syste m p rogra m where the cond i t i on  
occ u r red , and  c c c  refe rs to  the n u m ber  o f  the  p rogra m .  

To fi nd the mean i ng o f  the error code n u m ber  (aaa) , consu l t  Append i x  B of 
you r  BASIC Reference Man u a l  ( PIN CO l 5 3 0 7 ) .  Th i s  m a n u a l  descr i bes the error 
cond i t ion . 

When you p ress ll1ii!1i'l3 , the system retu rns  you to the G E N E RA L  ACCO U NT
I N G  SYSTEM scree n .  At the sc ree n ,  repeat you r  command or  data entry se
q uence .  I f  the error  cond i t ion  recu rs ,  wr i te down the com p lete error message 
and contact you r  AT A R I  dea le r .  
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APPEN D I X  D 

TRO U B L ES H OOTING 

If you h ave correct l y  connected and  powe red u p  the AT A R I  Persona l  Co m p uter 
Syste m as descr i bed in Sect i on 1 of th i s  m a n u a l ,  you s ho u l d  encou nter  no 
d i ff i c u l ty operat i n g  i t .  Howeve r ,  prob l ems  occas i on a l l y  occ u r .  He re are some 
t i ps fo r reso l v i ng the m :  

1 .  Retrace the set- u p  p roced u res descr i bed 1 n  Sect i o n  1 to ens u re t h at a l l 
components a re con nected p rope r l y .  

2 .  Check that a l l  p l ugs a re secu re l y  seated . Be s u re that t h e  power adapters 
a re p l u gged i nto an  e l ectr i ca l  out let .  

3 .  Tu rn  o n  each u n i t ,  one  at a t i me ,  a s  descr i bed i n  Sect i on  1 .  Check that  the 
power i n d i cator l i gh t  i s  l i t .  I f  a u n i t i s  con nected prope r l y  but  the i n d i cator 
l i gh t  does not come on, check the "Tro u b l eshoot i ng" sect i on  of yo u r  
Operator ' s Ma n u a l  fo r that u n i t .  

4 .  I f  you encou nter a d i ff i c u l ty that  y o u  can not correct b y  co n s u l t i ng  the  
approp r i ate Ope rator ' s Ma n u a l , contact you r ATA R I  dea l e r .  
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A ACCOUNT MAI NTENANCE fu nction 
Account Sched u l es 

2-3, 3-3 
2-39 

Accounts 
Accounts Payable 
Accounts Receivable 
add i n g  
asset 
assign i n g  n u m bers 
bypass i n g  
capita l  
chang ing 
chart of  accounts 
con sol idati ng 
cost of sales 
creat ing 
delet ing 
d i splay i n g  
ed it ing 
employee 
expense 
income 
i ncome transfer 
l i abi l i ty 
nu mber ing ru les 
payee/payor 
payro l l  
post ing 
sc ro l l i ng 

Accounts Payable 
accou nt 
Ledger 

Accounts Payable Ledger 
add i n g  vendors 
changing vendors 
creat ing 
deleti ng vendors 
d i splay i n g  vendors 
ed iti ng 
scro l l i ng vendors 

Accounts Receivable 
accou nt 
expanding d isk space 
Ledger 

Accounts Receivable Ledger 
add i n g  customers 
chang ing customers 
creati ng 
delet ing customers 
d i splay i n g  customers 
ed i t ing cu stomers 
scrol l i ng customers 

3-8, 4-2 
3-8, 4-4 

3-7, 3-1 9, 4-4 
3-2 
3-1 

2-1 3 
3-2 

3-6, 3-1 9 
xi i i , 3-1 

3-2 
2-24, 3-2 

3-1 , 3-3, 4-1 3 
3-20 

2-39, 3-1 8, 4-1 5, 4-20 
3-6, 3-1 8 

4-27 
3-1 , 3-2 

3-1 , 3-2, 3-8 
3-3 
3-2 
3-1 

4-25 
3-8 

2-32, 4-30 
3-20 

3-8, 4-2 
3-8 
xi i i  
x i i i  

3-1 0, 4-2 
4-2 

3-1 0  
4-3 

4-3 
4-3 

4-4 

4-4 
3-8 

4-33 
x i i i  
x i i i  

3-1 0, 4�4 

4-5 
3-1 0 

4-5 
4-5 
4-6 
4-6 

Action Sales Co. 
ADD fu nction 
Add ing 

xiv,  2 - 1  
3-6, 3-7, 3-1 0, 3-1 2, 3-1 9 

accounts 
cash sales prom pts 
company confi gu rat ion 
customers 
employees 
Genera l Ledger Accounts 

3-7, 3-1 9, 4-1 8 
3-1 5, 3-22 

3-9 
3-1 0, 4-4 

3-1 1 ,  4-27 
3-7, 4-1 8 

B 

c 

I nvoice Regi ster prompts 
Merchand i se Purchased prompts 
payees and payors 
vendors 

ADJ U ST PRI NTER function 
appendices 
AS-OF DATE fu nction 
asset accou nts 
ATARI 800 Personal  Com puter 
AT ARf 8 1 5 Dual  Disk  Drive 
ATARI 825 80-Co l u m n  Pri nter 
ATARI 850 Interface Mod u l e  
11 key 
AT ARI TV Switch Box 
automati c  n umerical sequenc i n g  

backup proced ures 
balance sheet 

pri nti ng  
BASIC Language Cartr idge 
batch 

Cash D isbursements 
contro l s  
total 

beepi n g  tone 
lill1!D key 
Busi ness Manager' s Compan ion G u ide 
busy l i ght 
bypass i n g  preass igned accounts 

cable, pri nter 
capital accou nt 
19.n;i'1.tyj;1 key 
cash 

d i sbu rsements 
i n com i n g  
over a n d  short 
pay-outs and deposi ts 

Cash D i sbu rsements Journal 
add i n g  a Payee 
bypass i n g  preassi gned accounts 
cash cred i t  account 
changing a payee 
deleti ng a payee 
d i splaying a payee 
end i n g  entries 
enteri n g  checks 
enter ing transactions 
l i st ing 
printi ng  
review i n g  entries 
scro l l i ng a payee 

I N DEX 

3-1 4 
3-1 4 

3-1 2, 4-25 
3-1 0, 4-2 

4-37 
xv 

2-4, 4-36 
3-2 
1 -6 

1 -5,  1 -6 
1 -6 
1 -6 

1 -1 2  
1 -6 

3-8, 3-21 

4-39 
2-37, 4-7 

4-7 
1 -9 
4-7 

2-1 8 
xiv 
2-7 
1 -2 

1 -1 2  
1 -8, 3-1 

4-1 2 
2-1 3 

1 -7 
3-2 

1 -1 2  

xiv , 2-6, 2-1 8 
2-26 
2-26 
2-26 

xiv, 4-7 
3-1 2, 4-25 

2-1 3 
3-8 

4-25 
4-26 
4-26 
2-1 9 

2-7 
4-8 
4-8 
4-8 

2-1 8 
4-2 7 

Index 1-1  



Cash Recei pts Journal 
addi n g  a payor 
changing a payor 
delet ing a payor 
d isplay i n g  a payor 

xiv , 2-20, 2-26, 3-8, 4-9 
4-25 
4-25 
4-26 
4-26 

enteri n g  recei pts 
l i st ing 
pri nti ng 
scro l l i ng a payor 

Cash Sales Journal  
add i n g  prom pts 
changing prom pts 
creat ing head i ngs 
creat ing prom pts 
delet ing prom pts 
ed it ing prom pts 
enteri n g  
i n d icator 
l i sti n g  
pri nti n g  

CHANGE function 
C H A N G E  PROG RAM DISK fu nction 
Changing 

accou nts 
Cash Sales Journal  prompts 
company code 
customer 
employee 
General Ledger 
payee/payor 
program d i skette 
vendor 

chart of accounts 
Check 

accou nt proced u res 
d i stri bution 
enter ing 
m u lt i ple accou nts 
n u m ber 
voided 

C H EC K  DISK SPACE command 
check d istri bution 

to one accou nt 
to two accou nts 
to th ree accou nts 

check ing d i sk space 
CLEAR function 
mm key 
command n u m ber, enteri n g  
com mand queue 
commands 

data entry 
d i sk 
i n terru pt 
queue 
report process i n g  

company books 
creatin g  
ed it i ng 

company code 
changi ng 
enter ing 

com pany confi guration 
add i n g  

1-2 Index 

2-20, 4-9 

4-1 0 
4-1 0 
4-27 

xiv , 2-26, 4-1 0 
3-1 5,  3-22 

3-22 
3-1 5 
3-1 5 
3-23 

3-22, 4-1 0 
4-1 1 

3-8 
4-1 1 
4-1 1 
3-1 9 

2-2, 2-30, 4-1 2 

3-6, 3-1 9 
3-22 
4-1 5 

4-5 
4-28 
4-1 9 
4-25 
4-1 2 

4-2 
xi i i  

4-24 
2-8 
2-7 

2-1 7, 4-24 
2-7 

2-1 5, 4-8 
4-1 4 

2-8 
2-8 

2-1 0 
2-1 1 

4-1 4, 4-32 
1 -1 2  
1 -1 2  

2-3 
2-6, 4-31 

1 -1 
2-2, 2-6 

4-1 4 
1 -3, 2-32 

2-6, 2-31 , 2-33 
2-31 

3-1 
3-1 

2-2, 3-4 
4-1 5 

2-3, 4-36 
3-7, 4-1 2 

3-9 

D 

creating 
ed it ing 

company name 
con nect ing 

3-7 
3-20, 4-1 2 

3-8 

the pri nter 4-38 
the system 1 -7 

conso l i dati ng accou nts 3-2 
conventions, system 1 -1 ,  4-1 

cords, data 1 -7 
cost of sales accounts 2-24, 3-2 
CREATE ACCOU NTS fu nction 3-4, 4-1 3, 4-33 
CREATE STAN DARD E NTRI ES fu nction 3-1 6, 3-24 
creating 

accounts 
Accou nts Payable Ledgers 
Accou nts Receivable Ledgers 
Cash Sales prom pts 
company books 
company configuration 
entries 
Genera l Ledger 
head i ngs 
I nvoi ce Regi ster prom pts 
Merchand i se Pu rchased prom pts 
payee/payor l i st 
Payro l l  Register 
standard c losi n g  entries 

cred it  
cred it  memo 

entering 
&ml key 
cu rsor 
customer 

add i n g  
changi ng 
delet ing 
d i splaying 
ed it ing 
scrol l i ng 

data cords 
data d i skette 

checking space 
dupl icat ing 
Master 
real l ocat ing  space 
rena m i n g  
Trai n i ng 

data entry 
com mand 
queu i ng com mands 

DAT A ENTRY fu nction 
data entry program d iskette 

Backup 
Master 

date 
enteri n g  
l i ne 

debit 
DELETE BACK S key 

DE LETE fu nction 

3-1 , 3-3, 4-1 3 
3-1 0 
3-1 0 
3-1 5 

3-1 
3-7 

2-29 
3-3, 3-6 

3-1 5 
3-1 3 
3-1 4 
3-1 2 
3-1 1 

3-1 6, 4-35 
1 -3, 2-26 

2-23 
1 -1 2  

1 -2 
2-7, 4-4, 4-8, 4-9 

3-1 0, 4-4 
4-5 
4-5 
4-5 
4-6 
4-6 

1 -7 
1 -4, 4-39 

4-1 4, 4-32 
4-1 4, 4-32 

1 -8, 2-1 
4-1 4  
4-1 5 

1 -8, 2-1 

xi i i  
2-2,  2-6 

2-6 
2-2, 2-5 
1 -4, 1 -8 
1 -8, 2-1 . 
1 -8, 2-1  

1 -2 
2-7, 2-26, 2-28 

1 -3, 2-26 
1 -2, 1 -1 2  

3-20 



E 

deleti ng 
accounts 
Cash Sales journal prompts 
customers 
employees 
General Ledger accounts 
journal  entries 
payeelpayor 
vendors 

d i sbursements, cash 
d isk 

checking space 
commands 
data 
d u p l i cati ng 
expand i ng space 
fu l l -di skette proced ures 
hand l i n g  
program 
rea l locat ing space 
renam i n g  

d i sk com mands 
CHANGE PROG RAM DISK 
C H ECK DISK SPACE 
D U PLICATE DISK 
REALLOCATE DISK SPACE 
RENAME DATA DISK 

DISPLAY ACCOU NTS fu nction 

3-20 
3-23 

4-5 
4-28 
4-1 9 
4-22 
4-26 

4-3 
2-6, 2-1 8 

1 -1 ,  1 -5 
4-1 4, 4-32 

4-1 4 
1 -4, 4-39 

4-1 4, 4-32 
4-33 
4-32 

1 -5 
1 -4 

4-1 4 
4-1 5 
4-1 4 

2-2, 2-30, 4-1 2 
4-1 4 
4-1 4 
4-1 4 
4-1 5 

2-31 , 3-1 8, 4-1 5 
d i sp lay i n g  

accounts 2-39, 3-1 8, 4-1 5,  4-20 
customers 
employees 
Genera l Ledger accounts 
payeelpayor 
preass i gned prom pts 
vendors 

dol lars and cents, enteri ng 
double entry accou nti ng 
dupl i cati ng a data d i sk 

4-5 

4-29 

4-20 

4-26 
3-21 

4-3 
1 -3 

x i i i , 2-28 

4-1 4, 4-32 

EDIT ACCOU NTS fu nction 3-4, 3-1 8 
EDIT COM PANY CON F I G U RATION fu nction 3-20 
EDIT fu nction 
ed it ing 

accou nts and prom pts 
Accounts Payable Ledger 
Accounts Receivable Ledger 
Cash Sales prompts 
company books 
company confi guration 
customers 
General Ledger 
Invoice Regi ster prompts 
Merchand i se Purchased Journal  

prom pts 
payeeslpayors 
Payro l l  Regi ster 
prom pts 
standard c l os i n g  entries 

employee 
add i n g  

3-6, 3-21 

3-6, 3-1 8 
4-3 
4-6 

3-22, 4-1 0 
3-1 

3-20, 4-1 2 
4-6 

4-20 
3-1 3, 3-2 1 , 4-21 

3-1 4, 3-2 1 , 4-23 
4-26 
4-27 
3-21 

3-24, 4-35 
2-7, 4-8, 4-9, 4-27 

3-1 1 ,  4-27 

F 

chang ing 4-28 

��� 4� 
d i sbursements 2-1 4 

d i sp lay ing 4-29 
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L I M I T E D  90 DAY WARRANTY 
ATAR I®  PROG RAM D I S K ETTES  

ATA R I ,  I N C .  ( "ATAR I" )  warrants to  the  or ig i na l  consumer  p u rchaser tha t  th i s  ATA RI  Program D i skette ( not 
i nc l u d i ng computer programs) sha l l  be free from any  defects i n  mate r i a l  or workmans h i p  for a pe r iod of 90 
days from the d ate of pu rchase .  I f  any  such  defect i s  d i scovered wi th i n  the warranty per iod , ATA R l ' s  so l e  
ob l i gat ion  wi l l  b e  to repa i r  o r  rep l ace, at i ts e l ect ion ,  t h e  Program D i s kette free o f  cha rge on rece i pt of 
the u n i t (charges prepa i d ,  if ma i led or  s h i pped) wi th  proof of date of pu rchase sati sfactory to ATAR I  at a n y  
author ized ATAR I  Serv i ce Cente r .  F o r  t h e  locat ion  o f  a n  author ized ATAR I  Serv i ce Center n e a r  you ,  ca l l 
to l l -free : 

o r  wr i te to : 

I n  C a l i forn i a  (800) 672 - 1 4 3 0  
Cont i nenta l  U . S .  (800) 5 3 8-8547  

Ata r i ,  I nc .  
Customer  Serv i ce Department  
1 340 Bordeaux Dr ive 
S u n nyva le ,  CA 94086 

YO U M U ST RETU R N  D E F ECT IVE  PROG RAM D I S K ETTES TO AN AUTHOR IZED ATARI  S E RV I C E  C E NT E R  
F O R  I N -WARRANTY R E PA I R .  

T h i s  warranty sha l l  not app ly  i f  t h e  Program D i s kette : ( i )  h a s  been m i su sed or  shows s i gns  o f  excess i ve 
wear, ( i i )  has  been damaged by be i ng used w ith any  prod ucts not supp l i ed by ATA R I ,  o r  ( i i i ) has  been 
damaged by be i ng serv i ced or mod i fi ed by anyone othe r  than an  author ized ATARI  Serv i ce Cente r .  

ANY APPL ICA B L E  I M PL I E D  WARRANT IES ,  I N C L U D I N G  WARRANT I ES OF  M E RC H A N TA B I L ITY A N D  F IT
N ESS FOR A PA RTIC U LA R  P U R POS E ,  ARE H E R E B Y  L I M I T E D  TO N I N ETY DAYS F ROM T H E  DATE O F  
P U RC H AS E .  CO NSEQU E NT IAL  OR I N C I D E N TAL DAMAGES RESU LTI N G  F ROM A B REACH O F  A N Y  A P
PL ICA B L E  EXPRESS  OR I M P L I E D  WARRANT I ES ARE  H E REBY  EXC L U D E D .  Some states do not a l low l i m i ta
t ions  on how long an  i m p l i ed warranty l asts or  do not a l low the exc l u s ion  or  l i m i tat ion  of i nc i denta l or  
conseq uent i a l  damages, so the a bove l i m i tat ions  o r  exc l u s ions  may not apply to you . 

T h i s  warranty g i ves you spec i f ic  l ega l r i ghts and you may a l so have other  r i ghts w h i c h  vary from state to 
state . 

D I SCLA I M E R  OF  WARRANTY 
ON ATAR I  COM PUTER  PROG RAMS 

Al l ATAR I  com puter programs are d i str i b uted on an "as is" bas i s  w i thout warranty of any k i n d . The ent i re 
r i sk  as to the q u a l i ty and  performance of such  programs  i s  wi th  the pu rchaser .  Shou l d  the progra m s  p rove 
defect i ve fo l l ow i ng the i r  pu rc hase,  the pu rchaser and not the man ufactu rer, d i st r ibu tor ,  or reta i l e r  assumes 
the ent i re cost of  a l l  necessary servi c i n g  or repa i r .  

ATAR I  sha l l  h ave no l i ab i l i ty or  respons i b i l i ty t o  a pu rchaser ,  customer ,  o r  a n y  other  person or  ent i ty w i th  
respect to  any  l i ab i l i ty ,  lo s s ,  or damage caused d i rect ly  or i n d i rect ly  by com puter programs  so l d  by ATA R I . 
Th i s  d i sc l a i mer  i n c l udes but  i s  not l i m i ted to any i nte rrupt ion of serv i ce ,  loss of bus i ness or an t i c i patory 
profits o r  conseq uent i a l  damages res u l t i ng  from the use o r  operat ion  of such  com puter progra m s .  

R E PA I R S E RV ICE  

I f  you r  ATAR I  Program D i skette req u i res repa i r  other  t han  u nder  warranty, p l ease contact you r  l oca l  au 
thor i zed ATA R I  Se rv i ce Center for repa i r  i nformat io n .  

IMPORTANT : I f  y o u  sh i p  you r ATARI  P rogram D i s kette , package i t  sec u re l y  a n d  sh i p  i t ,  c h a rges prepa i d  
a n d  i nsu red , b y  parce l post o r  U n i ted Parcel  Serv ice .  
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