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MICROPAY

ACCOUNTS PAYABLES SOFTWARE

FOR

•**ATARI 800***

USER MANUAL

The COMPUMAX business application programs are computer
programs that keep records and compute transactions for
business or personal use. They are designed for people
who have minimal familiarity with computers and only a
basic knowledge of accounting rules. This is possible
because the programs themselves are self-explanatory,
telling you exactly what they need at every step. After
you have become aquainted with MICROPAY, you might
want to save even more time and frustration with:

MICROLEDGER

MICROREC

MICROINV

MICROPERS

ORDER ENTRY

These packages are described
briefly on page 31 of the

i  manual.
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I LIMITATION OF LIABLILITES AND DISCLAIMER OF WARRANTIES
t

COMPUMAX ASSOCIATESt INC. has dedicated gveat cave in
designingf developing^ coding and publishing its pvo- %-
gr^s. It howevert makes no express or implied warran-
ties of any kind with regards to performance or fitness ^
of piarpose for any product. In no event shall COMPUhiAX
ASSOCIATESf INC. be liable for incidental or conseguen-
txal damages in connection with or arising out of the
distribution or use of its products
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ACCOUNTS PAYABLE IN A NUTSHELL

Accounts Payable is the component of your accounting system that keeps
track of what you owe, to whom, for what and when it must be paid.

MICROPAY

COMPUMAX'S MICROPAY can organize your accounts by due period and by ven
dor, produce reports for you, and, in addition, extract information per
taining to individual accounts or related accounts at a moment's notice.
MOCROPAY will also calculate the amount you owe for any single date or
period of time and print checks to your vendors.

MICROPAY is designed to provide a straightforward sequence of operations
that can be carried out easily on a microcomputer by a person who has only
a basic familiarity with bookkeeping and/or computers. MICROPAY is fast,
accurate and easy to use, saving you time and freeing personnel for other
tasks.

MICROPAY is designed to run on a 32K ATARI 800 Personal Computer, using
Two disk drives. Record capacities are limited only by the space on the
data disk. You may handle up to 50 transactions per period (before post
ing to the Master File), 300 open P.O.'s in the Master File and 200 ac
tive vendors in the Vendor File. You may use additional disk drives if
you find that your business requires additional record capacity.

FOR USERS OF THE COMPUMAX MICROLEDGER PACKAGE:

MICROPAY offers an additonal bonus to those of you who also use
the MICROLEDGER system. MICROPAY creates Journal File records
identical in format to the Journal File in MICROLEDGER. You
can then post these transaction records into your ledger's
Chart of Accounts. In a similar fashion the other COMPUMAX
packages (MICROREC,MICROINV, MICROPERS) can communicate with
the MICROLEDGER system. The MICROLEDGER-MICROPAY-MICROREC-
MICROINV-MICROPERS combination provides the user with a very
effective and. powerful software package.

FOR USERS' OF COMPUMAX ORDER ENTRY PACKAGE:

If you also are a user of the ORDER entry package, you may use
ORDER ENTRY to automatically transfer all information in ORDER
ENTRY that you need to create the MICROPAY files. ORDER ENTRY
is interactive with MICROREC and MICROINV as well. A full set
of the COMPUMAX packages can greatly enhance you acounting cap
abilities.

USING THIS MANUAL

Find yourself a comfortable spot and read through the manual before run
ning your program, paying particular attention to the deatailed 'Beqin-
ner's Guide'. Be sure to look over the F1owcharts at the back of the man
ual, as well as the Sample Run. Then make sure you know how to bring your
computer up and get it started. This where the Step by Step Instructions
come in. READ your ATARI Operator's Manual if you have not done so yet.



MICROPAY OVERVIEW

The run begins with" a selection of programs, often called a "menu". You
may return to this general menu from any program by selecting the Option
Run Another Program. By selecting '0' (zero) in this menu you may sign
off the system. MICROPAY'S General Menu contains five programs. They are;

PROGRAM 1) - Add to/list/edit the A/P Transaction File

PROGRAM 2) - List/edit the A/P Master File and/or Print
Cash Requirements

PROGRAM 3) - Add to/list/edit the A/P Vendor File

PROGRAM 4) - Pay outstand A/P (Print Checks) or Post
Transaction File entries to A/P Master
File and Journalize

PROGRAM 5) - Initialize A/P Files and/or Perform Per
iodic Purging of Master File

Running a program is as easy as selecting the particular program you wish
to run and typing its corresponding number into the computer. You will
then respond to a series of prompts from the computer, inputting infor
mation relevant to each question posed.

MICROPAY FEATURES

-SPECIAL LISTING FEATURES
You may use a combination of the following three parameters (listing by
vendor, P.O. number or date) to specify the group of records you want to
list. For example, you-may want to list only P.O.'s #100 - #120 issued
between May 20th and May 27th by Vendor's #14 - #34.

-Listing of Accounts Payable by P.O. Number

You may call up accounts from the Master File by single P.O.
number or within a range of numbers.

-Listing of Accounts Payable by Vendor

You may request records from the Master File for any specific
vendor or group of vendors.

-Listing of Accounts Payables by Date

This program allows you to display or print all accounts pay
ables due on a specific date or between any two dates.

-DRY RUN POSTING

Before posting transactions (new P.O.'s and new Payments) to your Master
File, you may want to do a 'dry run', in which case you would go through
the motions of posting without actually writing data into the Master File.
The Program alerts you with 'error messages' if you are inadvertently
attempting to "double post". If you do not recieve error messages you
may go ahead and do the actual posting.



-VENDOR FILE

A seperate Vendor File holds vital information for each of your vendors.
YOU may enter the vendor information directly into this file or indirectly.

Transaction File when you enter a P.O. for a new vendor. You will
establish General Ledger account numbers here to which you will want to
debit and credit the accounts payable transaction amounts for each vendor
la I though you may always override these pre-established numbers at the time
of entering data for a new P.O.). You may list all or partial information
from your Vendor File by vendor number or alphabetically by vendor name.

-SPECIAL FILE EDITING FEATURE

To change or delete information you may call up the record by either the
P.O. number or vendor number. Once you find a record you may go forward
H?i. backwards to the last record by simply hitting ther  or B keys. Once there you may change or delete the desired records.

-AUTOMATIC DEBIT AND CREDIT TO MICROLEDGER ACCOUNTS
MICROPAY will automatically debit and credit you A/P transactions to spec-
ific account numbers in you MICROLEDGER Chart of Accounts. You may est
ablish seperate DR and CR account numbers for each vendor if you wish, and
you may always override these pre-established numbers at the time of enter
ing a new transaction or making payments.

-CHECK PRINTING

Providing you have a Eighty Column Printer you may use this option to print
checks using NEBS Check Forms. The computer will print you checks for any
due dates or range of dates for any vendor or group of vendors.

THE SOFTWARE PACKAGE

You probably know what you want from an Accounts Payable package f
or you wouldn't be bothering with A/P software. Different bus- '
messes, however, have different needs from an A/P package. We
at COMPUMAX have endeavered to provide the A/P functions essen- f
tial to small businesses along with some additional features !
which should prove useful to many of you. Although we could not
supply exactly the combination of features desired by everyone f
we believe that this compact program will handle the A/P needs l
of most small businesses without modification. For those of you
w 0 want to make modifications, and choose to change the programs
rather than you accounting procedures, COMPUMAX has provided the f
Source Code, Record Structures and some guidlines in tailoring »
the software, and invites those of you versed in ATARI Basic to
customize this package for your own personal needs r

The COMPUMAX Staff

I
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BEGINNER'S GUIDE TO RUNNING THE PROGRAMS

Every computer user falls into this category at some -time.
Even if you are experienced with the ATARI 800 and application
software, it's a good idea to read this over and get acquainted
with your system.

SYSTEM REQUIREMENTS

To run MICROPAY you will need:

-  1 ATARI 800 Personal Computer with at least 32K of RAM
(Random Access Memory) and ATARI BASIC. The RAM Paks
come in cartridges tha.t fit into slots in the computer.
You can buy these at your retail computer store. The
BASIC cartridge, when plugged into the slot, allows you
to run programs such as MICROPAY written in ATARI BASIC.

-  1 video screen - a viewing monitor color or black and white.
You may simply hook up a television screen if you wish.
This is where your program prompts, data entry and reports
will be displayed.

2 ATARI disk drives. MICROPAY comes on a 5%" program disk
which you load via drive #1, and includes a data disk con
taining sample data which is used in drive #2.

* 1 ATARI Printer - This is not an a'bsolute requirement, but
if you are planning to print checks to your vendors you will
need an Eighty Column Printer. You can use a Forty-Column if
you only require print-outs of information.

LOADING THE PROGRAMS
MICROPAY has an "auto-boot" feature, which means that you do not
have to issue any commands to load the programs. Simply turn on
the drives and viewing monitor, insert the MICROPAY program disk
into drive 1 and the data disk into drive 2, and flip the switch
on the main unit; in a few seconds you will see the MICROPAY Pro
gram selection menu displayed on the screen. If you wish to load
the programs manually, simply key in:

RUN"D:MICROPAY (and depress the RETURN key)

DISK OPERATING SYSTEM (DOS)

The DOS is a set of system programs which allow you to perform
certain essential functions such as copying disks and files,
loading programs into memory, saving them on disks or tapes, etc.
The DOS is contained on your MICROPAY program disk and is automat
ically loaded when you load MICROPAY. Run MICROPAY only with this
particular version of the DOS, since it is possible that future
versions of ATARI DOS may contain some features incompatible with
this version of MICROPAY. J

{
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DIRECTORY

To get a listing of the programs contained on this (or any) disk,
follow this procedure:

1) Load MICROPAY and choose Option 0 (to quit).
2) Type DOS, then hit the RETURN key. The screen

will now display your DOS programs.

3) Select Option A for disk directory. Then hit
the RETURN key in response to the next prompt.
The disk directory will now appear on the screen

BACK UP YOUR DISK

Before you do anything it is extremelv wise to make a copy of the
program disk in case anything happens to "blow up" the programs.
This unfortunate event could be caused by "exposing the disk to
heat, to magnetic erasure, or by power surge or failure while run
ning the program. We recommend that you make a new copy at least
once a month, to insure yourself against normal disk wear.

Before making a copy of any diskette, place either a write-pro-
tect tabor small piece of masking tape over the small indentation
on the right hand side of the original disk to insure that nothing
will be inadvertently written onto the master disk.

Load your DOS and select Option "I" to format the blank disk. In
sert the blank disk in one of the drives and type in the drive num
ber when asked which drive to format. After your disk is formatted,
select Option "J" from the DOS. You will be asked to enter the num
ber of your source and destination drives. Then follow the instruc
tions in the copy program, and you will have made a new MICROPAY
program disk. Follow this same procedure to make copies of your
data disks when you need to back up your data files.

KEYBOARD

This is pretty similar to a typewriter keyboard. You will use it
to respond to questions asked by the program and displayed on the
screen. Remember that the number "one" is not the same as the
lower case "L" and that "zero" is not the letter "o". You will hit
the RETURN key when you finish entering information for each com
puter prompt. If you spot a mistake before you have hit the RETURN
key, use the delete or insert key to fix it. If you have already
hit the RETURN key you must use the change or delete routine in the
MICROPAY program to correct it.

ERROR MESSAGES

You will get these occasionally. We have done everything possible
to guard you against being thrown out of the program due to incor
rect data input, but you may receive error messages due to incor
rect procedures, operating system problems or disk damage. If
this happens, look up the error code (see your ATARI manual) to
try to determine what the problem is. To deliberately 1 eave the -
program, use the BREAK key. Type RUN or CONT to bring back your
13 rn a r ;^m
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MEMORY

When you load programs you are actually bringing the program from
long term" storage on the disk and putting it onto the "short
term" memory of the computer itself. Only one of the five pro
grams can be retained in memory at any one time. Your program and
data can be retained in the RAM memory of the computer until you
load a different program by selecting a different number from the
mam Program Selection Menu or turn off the power, but they will
remain on the disk until you delete them using a program or DOS
command or until you write over them. When you enter data by way
of the keyboard, the data goes into RAM and then is automatically
stored on the data disk.

USING ADDITIONAL DATA DISKS

If you have filled up the available space on your MICROPAY disk
(you will receive a message on the screen to this effect when
this occurs) or if you just want to keep some of your data on a
separate disk, you will need to know how to use extra data disks.

You must FORMAT new disks before you can store data on them.
Load the DOS on the MICROPAY program disk (see "DIRECTORY" sec
tion for procedures) and insert a blank disk. Then select Op
tion "I"* from the DOS menu and follow the instructions to do
the formatting.

BE SURE TO LABEL ALL DISKS SO THAT YOU KNOW WHAT FILES AND DATES
THEY REFER TO.

THE INTERACTIVE JOURNAL FILE

MICROPAY, MICROREC, MICROINV and MICROPERS are interactive with
the General Ledger package, MICROLEDER, through the Journal File.
Each of the packages generates a Journal File which can then be
posted to MICROLEDGER's Chart of Accounts File. If you wish to
list any of the subsidiary Journal Files (those created by MICRO-
PAY, MICROREC, MICROINV and MICROPERS), simply insert the dual
drive MICR0LED6ER program disk and type the name of the subsidiary
Journal File you wish to list (PAY, REC, INV or PERS). Then you
may list, edit or post your subsidiary Journal File using Options
in the MICROLEDGER program to do this.

DELETING FILES

If for any reason you wish to delete a file you may use Option "D"
in the ATARI DOS (contained on the Program disk) to do this. Load
the DOS, select Option "D", and when you are prompted with:
DELETE FILE SPEC?
type D2:filename
where you type the name of the file you wish to delete
in the "filename" slot.
To delete the Journal File in MICROPAY, type D2:J*.*
You will then be prompted with: D2:JOUPAY.DAT?
Answer "Y"
The next prompt is: 02:JOUPAY.NDX?
Again answer "Y"
Now both your files have been deleted.

-8-



,  deleting files cont.

The previous description applies to files located on the disk
A  in drive 2.
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MICROPAY

PROGRAMS

PROGRAM 1; Add to/list/edit the A/P Trans
action File

PROGRAM 2: List/edit the A/P Master File
and/or Print Cash Requirements

PROGRAM 3: Add to/list/edit the A/P Vendor
File

PROGRAM 4: Pay outstanding A/P (print checks)
or Post Transaction File Entries
to A/P Master File and Journalize

PROGRAM 5: Initialize A/P Files and/or Per
form Periodic Purging of Master
File



PROGRAM ONE - Add to/list/edit the A/P Transaction File

This program contains all of the operations- performed on the
Transaction File except for the Posting, whicn is handled in
Program 4. When you select Program 1, a sub-menu will be dis
played on the screen:

11) - Add new P.O.'s and/or credits against exist
ing P.O. 's

12) - Edit records in Transaction File

13) - List Transaction File

0) - Quit

Option 11) - Add new P.O.'s and/or credits against existing P.O.'s

After the Transaction File has been initialized (using Pro
gram 5) you will use this option to enter your Transaction
Data. This file is set up to handle 50 records, so estab
lish your transaction period accordingly. After you select
Option 11 you may do one of four things:

Enter a vendor number - by entering the vendor number the
computer will retrieve the vendor's name, address and cur
rent information. If you have several P.O.'s and/or pay- "
ments to enter for one vendor, take careful note of the
vendor number assigned by the computer so that you may en
ter it when you enter data for the next record. If the
vendor number already exists in your vendor file, be sure
to always add records for an OLD vendor; other wise you
will create multiple vendor records for the same vendor.

Just hit the RETURN key to add a new vendor - You will now
be asked for the relevant information to create the P.O.
and A/P record. The information on the new vendor will al
so be added to the Vendor File.

Enter an "E" to exit - from the program and return to the
Program 1 menu.

t

Enter a '?' if you do not know the vendor # - If you don't [
know the vendor number, you may enter a question mark (?).
Then you will be asked for the vendor's name. You may en- ,
ter the complete name or just the first part of it and the !
computer will search through its file for this vendor. '•
For example, if you only remember that the name begins
with "B", just enter "B" and the computer will display ven- |
dors whose names begin with "B", until you locate the one I
you're looking for. When the vendor has been located you
will be asked to input the relevant P.O. information. r

-19.



vendor # The computer will automatically assign
a Vendor numer in numerical order. (See
Program 3, Option 31 for directions on
adding a non-sequential Vendor Number.)

VEiNDOR NAME You may use a maximum of 25 characters.
ADDRESS (line 1) Maximum of 25 characters

ADDRESS (line 2) Maximum of 15 characters. If you do not
need to use this, just hit the RETURN key

city Maximum of 15 characters.

STATE ABBREVIATION....Maximum of ̂  characters.
ZIP CODE 5 or 9 characters maximum.

AREA CODE OF PHONE #..Hit the return key if you don't use this.
PHONE NUMBER. Maximum of 7 numbers. Hit RETURN if you

don't use this.

♦DEFAULT CR LEDGER
ACCOUNT Enter a three-digit account number here.

Thfs is the General Ledger account number
to which the ITEM AMOUNTS will be credit
ed for this Vendor on subsequent trans
actions. If you wish to credit to a dif
ferent account on any P.O. you may enter
another number at that time to override
this default number. If you choose not
to use default numbers enter a zero (0)
or just hit RETURN. (The program will as
sign the_ DR # 310 if you do this.) This
adCouht wilT be debited when you enter a
credit orpayment against this P.O. at a
later time.

♦DEFAULT DR LEDGER
ACCOUNT Just as for the CR number, enter a three-

digit account number here. This is the
account in your General Ledger to which
all P.O. AMOUNTS for this vendor will be
debited on subsequent P.O. 's. If you
choose not to use default numbers enter
a zero Wj', or just hit RETURN for the ■
program 'to continue. (The* program wi1T
assign the DR #810 if you do this.")
This account will be credi ted when you
enter credit or payment against this P.O.

REMARKS Maximum of 16 characters.



***INFORMATION REQUIRED WHEN ADDING A NEW VENDOR (CONT.)

After you enter this information you will be asked if this is a
NEW P.O. (Y or N)? If you answer "Y" you will be asked for the
P.O. information. If you answer "N" the program assumes you
wish to enter a credi t against an existing P.O. and at that
time will ask you for the applicable information. You may also

additional charge to the original P.O. in this manner.

★ ★★INFORMATION REQUIRED WHEN ADDING A NEW P.O.

P.O. NUMBER Maximum of 8 characters. You may use oth
er symbols.

VENDOR INVOICE # Maximum of 8 characters,numbers or other
symbols.

P.O. DATED In the form MMDDYY, where M=month, D=day
Y=year.

DATE RECEIVED In the form MMDDYY.

DUE DATE In the form MMDDYY.

ITEM DESCRIPTION Maximum p'f 20 characters.

ITEM AMOUNT Numbers and decimals only.

DR ACCT # ....Enter the account number to which you want
to debit the account payable. If you en
ter a period (.) here, the default DR #
which you established for this vendor will
be used (you will see this number displayed
here in parentheses).

P.O. AMOUNT (A/P) The program supplies the amount you en
tered in "item amount"

CR ACCT # Enter the th'ree-digit account number to
which you want to credit the payment.
If you enter a period (.) the program
will assign the default CR number dis
played in parentheses. (This is the CR
number you established for this record
when adding a new P.O.)

CASH ACCT TO PAY
FROM CR ACCT # Enter the three-digit # of the account

in MICROLDEGER you wish to credit when
you make the payment(s) against this A/P.
If you enter a period (.) here, the pro
gram will assign the default CR #110.

REMARKS Maximum of 16 characters.

t
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P.O. NUMBER,

VENDOR'S INVOICE #

.8 character maximum. Enter the number of
the existing P.O.

.Enter your vendor's invoice number, or hit
RETURN if there is not one.

CREDIT DATE Enter this in the MMDDYY form.

CREDIT AMOUNT Numbers and decimals only.
DR ACCT # Enter the three-digit account number to

which you want to debit the amount. If
you enter a period (.) the program will
debit the amount to the CR account # you
set up when entering a new vendor; now
that you are making the payment you are
debitino that account.

CR ACCT # .As you did for the above DR Account, en
ter a three-digit account number. If
you enter a period (.) the program will
credit the amount to the DR account you
established for this record when ADDING A
NEW P.O.; now that you have received the
goods you are credi ti no that same account.

'NOTE: You may have a maximum of three (3) partial credits or
payments against any A/P. Payments are entered through
Option 42 of Program 4, while credi ts are entered through
the Transaction File, Option 11 of Program 1.

You may use this option to enter an additional charoe to
an existing P.O. by preceding the amount with a minus
sign (-). This allows you to enter late fees, additional
shipping charges, etc. without creating another original
P.O. Be sure to describe the charge under "REMARKS".



Option 12) - Edit Records in Transaction File

Use this option to make corrections, changes or deletions for
records in your Transaction File. You must enter either the
P.O. number or the Vendor number so that the computer can find
the record for you.

The computer will first ask: "Do you know the P.O. number
(Y or N)? Enter "Y" if you know the number, "N" if you don't.

If you answer "Y":
You will now be asked to key in the P.O. number. You may
enter the entire number or just the initial part. For
example, if you enter "3" the computer will retrieve all
P.O. numbers beginning with "3" and display the records
until you find the one you are looking for.

If you answered "N":
You will now be asked to enter the Vendor number.

When the record you want has been located, the vendor number
and P.O. number will be displayed and you will be asked if
this is the right record. If there is more than one record
with the same number (i.e., payments on an original P.O.),
the P.O. number and vendor number may be displayed more than
once. When you answer "Y" to the question "Is this the right
record?" the entire record will be displayed for you.

If this turns out to be a record other than the one you want
ed you may hit the "F" key to go forward in the file or the
"B" key to go backwards. You may also use these keys to lo
cate other records you wish to edit after you finish with
this one.

Hit the "D" key if you wish to delete the record entirely.

Hit the "C" key if you want to make changes in any of the
i nformati on.

Each item in the record will be displayed individually now,
and you may either enter new information or hit the RETURN
key to keep it unchanged. The corrected record will be dis
played after the changes have been made.

Afer you DELETE or CHANGE records you must exit properly by ?
1) entering "E", 2) answering "N" to the question "Do you ^
know the invoice number?" and 3) entering 0 (zero) for the j
\/nnrlr>v* niimKoir v/nii "fn ravif in An\/ nthor u/ax/ fciirh fvendor number. If you attempt to exit in any other way (such
as hitting the BREAK key) the change or deletion will not, be
effecti ve. i

I
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Option 13) - List Transaction File

Use this option to list on the screen or printer all of the rec
ords in your Transaction File. If you wish to return to the
Program 1 menu before the entire file has been listed, hit the
BREAK key and type RUN.

Option 0) - EXIT

Select this option to return to the main Program Selection Menu

FOR USERS OF MICROLEDGER: A note on PR and CR Account Numbers

If you wish to use the DEFAULT debit and credit account numbers
created by the program, set up your MICROLEDGER Chart of Accounts
to contain the following accounts:

110 — Cash in Bank

310 — Accounts Payable

810 — Materials Expenses

If you DEBIT account numbers 101-299 and 801-999, the program
will generate a positive value for these amounts in MICROLEDGER.

If you DEBIT account numbers 301-799 the program generates a
negative value for the amounts.

If you CREDIT account numbers 101-299 and 801-999, the program
will generate a negative value for these amounts in MICROLEDGER.

If you CREDIT account numbers 301-799 the program generates a
positive value for the amounts.

If you wish to change the DEFAULT account numbers created by
the program, see the section on CUSTOMIZING for guidelines.



PROGRAM TWO - List/edit the A/P Master File and/or Print
Cash Requirements

21) - Edit records in Master File

22) - List MICROPAY Master Payables File
23) - Print Cash Requirements
0) - EXIT

Option 21) - Edit records in Master File

>>y either the P.O. numberor the vendor number (Y or N)?

If you enter "Y";
You will enter "Y" if you know the P.O. number. After
entering Y you will be asked to key in the P.O. number
You may enter the entire number or just the initial part
For example, if you enter "3" the computer will retrieve
P.O. numbers beginning with "3" and display the records
until you find the one you want.

If you enter "N'
You will now be asked to enter the vendor number. When
the record has been located, the vendor number and P.O.
number will be displayed and you will be asked if this
IS.the right record.

"Ik""" ?' ■" question "Is this the riohtrecord? , the entire record will be displayed for you.

vou^mlv hir?hp""F"°i,''® t record other than the one you wantedtow n!l k I ^ 90 forward in the file or the "B"backwards. You may also use these keys to locate otherrecords you wish to edit after you finish with this one.
Hit the "D" key if you wish to delete the record entirely,

formation^" changes to any of the in-
Each item in the record will now be displayed individuallv and
Uep^it nnJhanMd?®'" q-- lilt the RETURN key'to
After you OEipE or CHANPE records you MUST exit properly by

1; entering "E" r r j j

number?"° question "Do you know the P.O.
and3) entering O(zero) for the vendor number

iin°not"reffe?t"e! ^ ■'ql^tion

•18-



Option 22) - List MICROPAY Master Payables File

You will be asked three questions at this point:

1 -  Do you wish to list only a group of one

2

3

 or more ven
dors (Y or N)?

- Do you wish to list only a group of one or more P.O.'s
(Y or N)?

- Do you wish to list only a group of of P.O.'s entered
between two given due dates (Y or N)?

You may specify more narrowly which records you wish to list by
answering "Y" to one or more of the questions.

If you answer "Y" to question ONE:
You may limit the listing to certain vendors by entering
the lowest and highest vendor numbers you wish to list.
If you want to list only one vendor, enter that number as
both lowest and highest.

If you answer "Y" to question TWO:
You may limit the listing to certain P.O. numbers. You
will be asked to enter the lowest and highest P.O. number.
If you want to lisfjust one P.O., enter'that number as
both lowest and highest.

If you answer "Y" to question THREE:
You may limit the listing to P.O.'s issued between two due
dates by entering the earliest and latest dates. If you
want to list P.O.'s issued on just one date, enter that
date (in the- form MMDDYY) as both earliest and latest.

You may list these records on the printer or simply on the screen

Option 23) - Print Cash Requirements

You will be asked: "Do you wish to list only a aroup of one or
more vendors (Y or N)?"

If you answer "Y":
You will be asked for the lowest and highest vendor'nambers.
To print cash requirements for just one vendor, enter that
number as both lowest and highest.

You will also be asked if you wish to list a group of one or more
P.O.'s. If Yes, enter the lowest and highest P.O.#s. You will
then be aked if the P.O.'s are to be paid between two given DUE
dates and whether the output is to go to the printer or simply
displayed on your screen.

This report displays the Vendor #, P.O.#, Due Date, Vendor, Item
Description and Amount of each ou,tstanding A/P. At this point
the computer will also total your cash requirements.

Option 0) - Exit
Choose this option to return to the main program selection menu.



PROGRAM THREE - Add to/list/edit the A/P Vendor File

31) - Examine/Edit Vendor File

32) - List Vendor File by Vendor Number

33) - List Vendor File by Name

0) - Exit

Option 31) - Examine/Edit Vendor File

You may use this option to add new vendors to the Vendor File
or to edit existing vendor records. Keep in mind that you do
not have to enter new vendors through Program Three - you may
also do this through Program One, Option 11 when you are ad
ding a P.O. for a new vendor. Be sure that each of your ven
dors appears only ONCE in your Vendor File; otherwise you
will not receive accurate vendor information.

Hit RETURN to simply add a new vendor. The computer will as
sign a vendor number to this vendor. If you want to assi_gn a
number of your own choosing (which is not currently in use)
type in that number, and the program will ask you for the rel
evant information to establish a new vendor in the file (see
INFORMATION REQUIRED WHEN ADDING A NEW VENDOR in the descrip
tion of Option 11). If the number you entered in use the
computer will display that vendor record and give you the op
tion to edit it.

Enter "END" (or single letter "E") to return to Program Three
menu selection.

Option 32) - List Vendor File by Vendor Number

You will be asked if you wish to specify a range of numbers
(Y or N)?

If you answer "Y":'
Enter the lowest and highest numbers you wish to see. If
you wish to list only one vendor enter that number as both
lowest and highest.

If you answer "N":
You will be shown the entire Vendor Files.

You will be asked if you want just names and numbers (as op
posed to all information) for each vendor. *

If you answer "Y":
The computer will list just names and vendor numbers

If you answer ."N":
The entire Vendor record will be listed,

20-



Option 33) - List Vendor File by Name

Youmay list just names and vendor numbers or the full infor
mation. The program will display the vendor records in alpha
betical order.

You may also choose whether you would like to have a hard copy
from the printer or have the information displayed on the screen

Option 0) - EXIT

Select this option to return to the Program Selection Menu.



PROGRAM FOUR - Pay Outstanding A/P (print checks) or Post
Transaction File Entries to A/P Master File
and Journalize

41) - Post Transaction File to A/P Master and Post to
Journal File

42) - Pay Accounts Payable (Print Checks) and Post to
Journal File

Option 41) - Post Transaction File to A/P Master and Post to
Journal File

This option will post your new P.O.s and credits entered through
the Transaction File to the Master File. When you enter payments
(as opposed to credits) you will do so through Option 42.

Before you actually post you will be given the option to make
a  "dry run" posting - that is, the program goes through all the
motions of posting, telling you exactly what is being done with
each record, without really writing any of the data to the Master
File. You may see messages during the dry run such as:

1  - ERROR duplicate P.O. #1102-W

2 - ERROR fourth payment on P.O. #1102-W

3 - ERROR no P.O. #3456 for credit/payment

4 - posting P.O. # 2203 to Master File

5  - posting credit to P.O. #726-A

Message #1 tells you that you have already posted P.O. 1102-W to
the Master File. In this case you should be alerted that you
may be attempting to double-post all of the records you posted
during the last run. You will never receive error messages on
duplicate credits or payments, since it is entirely possible that
you might wish to make several payments or credits in the same
amount at different times. Message #2 tells you that you have
already applied three credits or payments to this P.O., and can
not make a fourth, since the system is set up to handle no more
than three. If you find yourself in this situation, the best
thing to do is to create a new P.O. for the balance due, then
update the Master File and change the amount on that P.O. to
the amounts already paid or credited. Be sure to cross reference
the two P.O.s in the "REMARKS" field of the records. Message
#3 tells you that you do not have a P.O. with that number in
the Master File to which to apply the credit or payment. If you
are posting that original P.O. to the Master File in the same
run as you post the credit, be sure that the P.O. is posted
before the credit. In a dry run, however, the P.O. would not have
been actually posted, and would therefore generate an error mes
sage when it tried to post the credit. In an actual run, however.

-22-



the credit would be posted because the P.O. would have been
actually posted immediately beforehand.

To prevent the possibility of "double-posting" run Option
52 to RE-Initialize the Transaction File immediately after
you post. This empties the Transaction File of all records
and prepares it to accept records for the next Transaction
peri od.

After the dry run and before you actually post, BACK UP YOUR
DATA by using the Duplicate Disk option of the ATARI DOS
(Option J) .• DO NOT use the Copy Files Option, as this will
copy only the data but not the index files, and the index files
are essential if you need to use the data files. Once the
data files are backed up, go ahead and do. the actual posting.

FOR USERS OF MICROLEDGER: When you actually post your Trans
action File, the program will also create Journal File records
for MICROLEDGER. You should now run the "Journalize and Accumu
late" option in MICROLEDGER to post this Journal File to your
Chart of Accounts, then use Option 54 of Program 5 in MICROPAY
to RE-INITIALIZE your Journal File.

Option 42) - Pay Accounts Payable (Print Checks) and Post to
Journal File

o

Before using this program, you should again use the Duplicate
Disk option of the ATARI DOS (option J) to back up your data,
in case you make mistakes in the check printing routine and need
to recover the original data to re-do the run. DO NOT use the
Copy Files option of the DOS.

You also have the option here to make a "dry run". You will
receive information about the payments being posted, and you
may receive error messages #2 or 3 in the description of Option
41.

Several options are available for printing checks. You may choose
any or all in combination.

You may pay some (as opposed to all) vendors. In this case enter
the lowest and highest vendor numbers you wish to pay. If you
wish to pay only one vendor, enter that number as both lowest and
highest.

You may pay only those P.O.s due during a range of dates. Enter
the earliest and latest dates for which you want to print checks.

You may make only partial payments to some or all vendors.



The P.O. to bepaid will be displayed. You will then be asked
how much you wish to pay, (if you previously indicated that
you wanted to make partial payments) and which ledger account
you wish to pay from (If you previously indicated that you wanted
to change account numbers).

You are able to print checks at this point on NEBS Check Forms
if you have an 80 column printer. If you are using a 40-col
printer, information will be.displayed to assist you in writing
checks yourself.

FOR USERS OF MICR0LED6ER: The program also creates Journal
Records when it pays the checks. You should now run the
Journalize and Accumulate" Option in MICROLEDGER to post

this Journal File to your Chart of Accounts, then use Option 54
of Program 5 in MICROPAY to RE-INITIALIZE your Journal File.
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PROGRAM FIVE - Initialize A/P Files and/or Perform Periodic
Puroinq of Master File

51) - Vendor File

52) - Payables Transaction File

53) - Payables Master File

54) - Ledger Journal File for Payables Transactions

55) - Purge Obsolete Data from Master File

0) - Exit

(Options 51 - 54 INITIALIZE or RE-INITIALIZE the file shown.)

Option 51 - 54) - INITIALIZE FILES

These options initialize or re-initialize all of your data files.
You must "initialize" your files before you can enter data into
them. The data disk you receive with your program already has
intialized files, but you will want to re-initialize them before
you attempt to enter your own data. This procedure will empty
them of their current records and establish the appropriate dates
for your file periods.

ALL FILES: If you use additional data disks, BE SURE THAT YOU
INITIALIZE YOUR TRANSACTION FILE, MASTER FILE, VENDOR FILE, and
JOURNAL FILE (this last file must be initialized onlv if you wish
to use MICROPAY interactively with MICROLIDGER) on each data disk
before you attempt to enter any data. If you do not do this you
will lose valuable data. If you do not use MICROLEDGER, you should
load the ATARI DOS and use the DELETE FILE option to delete the
Journal File (see the Beginner's Guide for procedures).
pANSACTION FILE: After you post (using Program 4) your Transaction
Records to your Master File you should immediatelv run Option 52
to Initialize your Transaction File. This will void the file of
old records and prepare it to accept transaction records for the
new period.

VENDOR FILE: You will normally only need to initialize this file
once - the first time you use the program. As soon as you Initial
ize or Re-Initial ize this file using Option 51 you must run Pro-
gram 3 to add record #0 to your Vendor File. Record #0 is actually
the name and address of your own company, and is used as a header
for your reports, cash requirements and checks. Be sure to enter
your company information exactly as you want it to appear on
these documents.

MASTER FILE: You will normally only initialize this file once -
the first time use the program. You may use Option 55 to delete
accounts in this file which you no longer need to- retain on the
disk.



Option 55) - Purge Obsolete Data from Master File

Use this option to clear your Master File of records of P.O.'s
which have been fully paid which you no longer need to keep in
file. (Remember, the Vendor record will still exist in the Vendor
File, and you can always retrieve this record if you need to create
new P.O.'s from this vendor.)

This option will purge the file of fully paid P.O.'s (both the
P.O. record and all payment records) for P.O.'s which have invoice
dates on or before the date you type into the computer.
REMEMBER: This purges only the fully paid P.O.'s - it will not
purge P.O.'s with debit or credit balances. Be sure that you have
already printed cash requirements for these vendors, as the charges
and credits which you purge here will no longer reflect in the ^
cash requirements.

Option 0) - Exit

Select this option to return to the Program Selection Menu.
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STEP BY STEP
INSTRUCTIONS



STEP-BY-STEP INSTRUCTIONS

1) Initialize vour files

Select Program 5 on the Program Selection Menu. When the
Program Is loaded, run Options 51, 52 and 53 to Initialize
your files. If you use MICROLEDGER In conjunction with MICRO-
PAY, also run Option 54 to Initialize your Journal File. If
you do not use MICROLEDGER, use Option 'D' on your DOS to
delete the Journal File (see Beginner's Guide for procedures).
Now all of your files are empty and ready to receive new data.
Select Option "0" to return to the main Program Selection Menu

2) Establish Header Record and Vendor Records
Select Program 3, Option 31 to Examine/Edit Vendor File.
Type In "0" (zero) to force assignment of that number to your
company. Enter your company name and address exactly as you
wish It to appear on reports, cash requirements and checks,
because the program uses this record as a title for your re-
ports and documents. You may now hit RETURN to enter your
first real vendor record. Continue entering records until
you have entered all vendors (maximum 200) In the file. You
may now run Options 32 and 33 to LIST the Vendor File by
number or name (respectively). Print out the list of vendors
so that you will have the vendor numbers at hand. If you
spot mistakes In the data, return to Option 31 to edit the
records. Select Option "0" to return to the main Program
Selection Menu.

3) Add P.O.'s to the Transaction File.
Program 1. Option 11 to add your open P.O.'s to the

Transaction File. On your first run of the program you will
want to keep in mind that your file handles a maximum of 50
records at any one time. Respond to the prompts in Option 11
to enter your P.0. 's and credits. On your first run, if you
have payments or credits against your P.O.'s you may handle
them in two ways:

1) Enter the original amount due when you enter the P.O.
in the Transaction File, then enter credits to this P.O.
through the Transaction File or payments through Program
4  (remember to type in the date when the credit or pay
ment was actually issued.)

OR

Run Option 13 of Program 1 to do this. If you need to make
changes, run Option 12 to edit the file.

I2) Enter the current amount due when you enter the P.O.
in the Transaction File and use the 'Remarks Field' to t
note that a payment/credit was previously issued. |

4) List your Transaction File
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5) Back Up Your Data

Use the Duplicate Disk Option of the ATARI DOS contained on
your disk to make a copy of your data disk. You should al-
ways DO THIS PRIOR to Postinp.

6) Post Your Transaction File to "the >^aster File

Select Program 4 from the Program Selection Menu to post your
Transaction Records to the Master File. First do the "dry-
run" posting to make sure that you have entered the records
properly. Check that the P.O.'s you are posting appear before
the payment records in the file or the payments will not~be
applied correctly. Then go on to the actual posting.

7) List the Master File

When you have posted, run Program 2. Option 22 to List the
Master File. Check to see that your. P.O.'s and payments have
been posted properly. If you need to make changes, run the
editing Option (21) to do so, or use your back-up data disk
files and re-post. (This will generate new and correct Jour
nal Records)

8) Re-Initialize Your Transaction File

When your data has been posted correctly, run Program 5, Op
tion 5? to re-initialize your Transaction File. Return to
the Main Program Selection Menu.

9) Print Checks

Run Program 4. Option 42.If you have an 80-Column Printer to
print checks for one date or range of dates, for one vendor or
a group of vendors. If you have a 40-Column Printer you may

checL^''^" check information to assist you in writing

10) List Master File

When you completed posting (step 9), run Program 2, Option 22
again, to List the Master File. Check to see that your P.O.':
and payments have been posted properly. If you need to make
changes, run the editing Option (21) to do so, or use your
back-up data disk files and re-post. (This will generate
new and correct Journal records.)

11) Print Cash Requirements

Run Option 23 of Program 2 to do this. You may print them
for the whole file or for one vendor only by entering the
vendor number. When your cash requirements are ready, type
"END" to return to the main program Selection Menu.



FOR MICROLEDGER USERS ONLY;

12) Journal Transfer I

MICROLEDGER users should take this opportunity to post the {
Journal File. (jOUPAY), to the Chart of Accounts File. You t
may first LIST the Journal File by replacing the MICROPAY |
program disk in Drive 1 with the MICROLEDGER Program Disk. f
Load the Program. When the MICROLEDGER main Program Sel- ^
ection Menu appears on the screen, type PAY instead of a
program number. Now select Program 3 to LIST JOUPAY. F
When you have verified that the data is correct, run Pro- I
gram 4 to POST to the Chart of Accounts. I

13) List Chart of Accounts File fr

List the Chart of Accounts File to be sure that data is
posted correctly. - * j

Replace the MICROLEDGER program disk with the MICROPAY #
Program Disk in Drive 1, and run Program 5, Option 54 to «
Re-1nitia 1ize the file (JOUpay) .. This-way you will avoid ! f
any possibility" of double-posting. I

14) Entering additional P.O.'s and/or Credits • 1
To enter additional P.O.'s repeat Step 3, returning to f
Option 11 of Program.1." To enter additional credits repeat ?
Step 6, returning to Program 4. t

These 14 steps should cover your complete first run of data. You ;
may run Options 23 and 44 at any time you wish, but keep in mind that
the computer will read the Master File for this information. If you i
have unposted records in your Transaction File, they will not be *
reflected in these reports.

GENERAL NOTES

i

You should not need to Re-Initialize your Vendor File or Master File after the f
first Initialization. If you do Re-Initialize the Vendor File, however, be r
sure that you enter your own company again as record #0. When your Master
File approaches 300 records, or whenever you wish to do this, run Option 55 to F
purge the ^laster File of paid purchase orders and their corresponding payment i
information. r r j .

Warning: When adding new P.O.s to the Transaction File, be careful not to use f
the option to add an invoice for a NEW vendor if the vendor already exists in
che Vendor File. This would result in creating new vendor records and vendor
number for the same vendor, which would cause your reports and listings to con- T
tain inadequate info'rmation. To avoid this situation, keep a printout of the I
Vendor File at hand when entering new invoices - or if you don't know the Vendor
number, enter the Vendor name and the computer will search the file to find that
vendor. i



COMPUPflAX

APPENDIX A

SAMPLE RUN

Your data disk already contains sample data. After you
read the manual and understand the operating procedures,
turn on your computer, load the program, and use this
sample data to familiarize yourself with the data entry
and manipulation options. You may list the files, add
records, enter payments and credits, pay checks arid print
reports. DO NOT run the options to Re-Initialize the files
until you have finished running the sample data to your
satisfaction. If you Re-Initialize files you will lose the
data contained there, so do not do this until you are ready
to start up your own accounts.

Follow along with the sample run on the following pages
until you understand the sequence of steps. Then Re-Initia 1 ize
the files and enter your own data.

Best wishes to you and your business from Compumax.



COMPtTMAX

Insert the program disk in drive 1, the data disk in drive 2.
and flip the switch on the terminal. The program will automatically
boot and display the main program selection menu:

icLcc«^To^iSo^*BY amm<

Please select proeram option:

1 Add tM-lst/Edlt tl-ie A/P transaction
Hie.

2 List/Edit the ttaster file and/or
Print Cash Re«^uir«a«nts.

3 Add to/List/Edit A/P wefxior file
4 Pas Outstandins (irite chedcs)

OR
Post Transaction file entries to
A/P Master file and Journal iM

5 Initialize A/P files arid/or
Perfor® periodic pursins of
Master file

8 QUIT

SELECT ? 5

MioipS^ —^<^)IHITIALI2E FILES

51 - UEHXR FILE
52 - PAYftSLES TRAftSACTION FILE
53 - PAYASLES MASTER FILE
54 - LEDGER JClJ^lAL FILE FOR

PAYABLES TR«^TIO^S
55 - PLRGE OBSOLETE DATA FROM MASTER

FILE

0 - EXIT

C Options 51 thru 54 initialize the
file shown. 3

SLECT ? 53

CAUTION' ^,is file is nor«al1y only
initialized when startir»

Are i«a ibojt this <Y DR H)? Y
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(Master File is now initialized.)

niCRCPAY 5 — (l^MHITIALIZE FILES

51 - VOCOR FILE
52 - PAYffiLES TRANSACT ICN FILE
53 - PftYAa_ES MASTER FILE
54 - LEEGER XURMF4. FILE FO?

Pff/AaES TRFflSACTIONS
55 - aPGE CeSClLETE DATA FRCTI MASTER

FILE

0 - EXIT

C Options 51 tJynj 54 Initialize tFe
file sFoun. 3

SELECT ? 51

CAUTICNs^ tKis file is noraalla only
initialized when startins
a new paiables sastaft!

aou sire aboiA tKis (Y OR NX? Y

(Vendor File is now initialized.)

kQ t ̂

niobw 5 — (i^jlNITIALIZE FIL£S

51 - UEHDOR FILE
52 - PAYAELES TRAHSACTION FILE
53 - PAYPfiLES MASTER FILE
54 - LEDGER JOURNPL FILE FOR

PAYAELES TRANSACTICHS
55 - PURGE OBSOLETE DATA FROM MASTER

FILE

a - EXIT



COMPUMAX

C Options 51 thru 54 initUllre tKe
-file st'town. 1

SELECT ? 52

NOTEs be sire 5*xi Have posted tKe
previous Paaables transaction
file to tKe Master file

Have you done so <Y OR N)? Y

tKe date of tKe start
,  ̂^^®niod tKat tKis transaction fi
le will cover.
Date (MDOYY) ? PEB 01,81

OftTE OKAY (Y t3R N)? Y

(Transaction File is now initialized.)

51 - UEHJOR FILE
52 - PAYftBUES TR»SACTIDH FILE
53 - PAYABLES MASTER FILE
54 - LEXER .OURMAL FILE FOR

PAYABLES TRAMSACTIOWS
55 - PURGE OBSOLETE DATA FROM MASTER

FILE

0 - EXIT

C Options 51 tKru 54 initialize tfe
file sKotsn. 3

SELECT ? 54

HOTEs be sire you Kave posted tKe
previous Joimal file to tKe

accctjnts file usire
ttlCROLELt^ before doins tKis

feve you done so (Y OR H)? Y
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ent«r chta of tKa st^t
^ t^A ̂ iod tl^at W^is jco-nal fi
le will coyar.
Dite CrrCOYY) ? FEB 91.81

(Journal File is now initialized.)

mCROfW 5 — (R£>INITIALI2E FILES

51 - (JEHJOR FILE
52 - PfiYfaiS TRi^lSfCriCW FILE
53 - PftYfiBLES HASTER FILE
54 - LEDGER JOLRt^ FILE FOR

PflYAaES TRFflSACTICie
55 - PURGE OBSOLETE DATA FROH MASTER

FILE

e - EXIT

C Options 51 tFru 54 initialize tVie
file ]

SELECT t 0

...please wait...
W-COME TO niCROPAY BY (OTUnAX

Please select prosrae option^

1 Add to/List/£dit the A/P transaction
file.

2 List/Edit the Master file and/or
Print Cashi Re<*jira»ent5.

3 Add to/List/Edit the A/P vendor file
4 Paa (Xitstandins A/P (write checks)

OR
Post Transaction file entries to
A/P Master file and Journalize

5 Initialize A/p files and/or
Perfore periodic pirsins of
Master file

8 QUIT

crT 7
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HICROPAY 3 — LIST/EDIT UENDOR FILE

31 - EXftrtllC/EDIT UE^OOR FILE
32 - LIST UENDOR FILE BY NUMBER
33 - LIST leCOR FILE BY HATE

0 - EXIT

SELECT AH OPTION ?
...Hease wait...

EXAHIht/EDIT UEHXR FILE

YOUR OPTIONS'

- ENTER A lOCOR NUTBER TO UIBi^IT
AN EXISTING UENDOR'S DATA
- ENTER A NUMBER NOT CURRENTLY IN USE
TO FORCE ASSIGNTENT OF THAT NUTBER TO
A 104 UENDOR
- ENTER JUST RETURN TO ENTER A lOI
VOOOR.. .THIS PROGRAM ASSIGNS Tl€ UE
HDOR NUTBER
- ENTER 'QC COR SINGLE LETTER '£•>
TO END EXAMIh4E/£DIT SESSION

YOUR ENTRY ? o 1

(Select 0 (zero)- to set up the "owner record" for your company.
This iinformation will be used as a title for your reoorts and
documents.)

0 is actually THIS co
® rejfie and used inr€wt PTintins... is y-.is wHat you re ^

lit.. ^ «
Uer^ nu bsr 6^ - f



COMPUMAX

mae: CCrPlMftX
467 HAMILTCH

Ps^ J^TO CA 34331
(415) 321-2SS1

reaarks: .

Backwards in file Fcrwards in file
CKaras^e ti^is data Delete tl^is cust.

Exit

Select a code > E>tff1Ih£/e3IT UEHXR FILE

YOJR CPTICWS:

- EHTER A LE«XR NUTCER TO UlEW/EDIT
AH EXISTING UEhOCR'S DATA
- ENTER A NUTEER NOT CURRENTLY IN USE
TO FORCE ASSIGNreiT OF TWT NUTEER TO
A HEU lEiOOR
- ENTER JUST RETURN TO ENTER A h€M
UEHDOR...THIS PR0GRW1 ASSIGNS THE UE
M)OR NLIEER
- ENTER 'EN3' (OR SINGLE LETTER 'E')
TO Et€ E>¥#1IHE/£DIT SESSION

YOUR ENTRY ? E

...Please wait...

niCRCPAY 3 — LIST/EDIT UEiCOR FILE

31 - EXW1I1€/EDIT UEHXR FILE
32 - LIST UENOOR FILE BY NUTBER
33 - UST UEHX)R FILE BY }Vr£

0 - EXIT

SELECT AN OPTION ? 0
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...^1e^ kait...
JCLCOrt TO mCROPAY BY COtfWbi

Please select m»rai> option'

1 Add t<yList/Edit tJne A/P transaction
file. .

2 List/Edit the fi/? Master file and/or
Print Casfi Re^jireftents.

3 Add to^ist/Edit U-^e A/P vendor file
4 Pas Outstandine A/P (write checks)

OR
Post Transaction file entries to
A/P Master file and Journalize

5 Initialize A^ files and/or
Perform periodic rcrsins of
Master file

0 QUIT

SELECT ? 1

...rlease wait...
niCROPW 1 — TRANSACTIONS

11 - ADO NEW P.O. 'S PfC-'IK CREDITS
AGAINST EXISTING P.O.'S

12 - EDIT RECORDS IN TRANSACTION FILE
13 - LIST TRAfiSACTION FILE
8 - EXIT

SELECT AH OPTION ? n

.p163l56 h!3Lit
f€W INVOICES/ PAYJQ^S ON OLD INJOICES

You «aa now enter ... [-
- a vendor nuaber
- a '?' if ijou don't know tFe njobsr e
*" Just RETLRN to add a new vendor - f
an •£• to Exit ^

You^ entry .? (RETURN) |-
(You may also use Program 3 to enter new vendors to the vendor
file; however, entering them through program 1 also allows you ^
to enter transactions end/or credits for that vendor at the <^-me i
time.)

r
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vender: nuaber
« S€PfiRDSCN MKXlSYSTBIS

P.O. ' neber 1102H4
« vendor invoice# 1020-R
» date XT 16,88
» date received OCT 20,88
» DUE date NOU 28,88
» toUl artt $125.00

reaarks: TESTING

itee anount DR/CR acct
CP/A SAi PACKAGE $125.88 DR 818
accts f»aaable $125.88 CR 310

•ake dieck/cask raaaent froa CR 110

vendor: number 081
» Sffi^lROSCN mCROSYSTEnS

P.O. s nuftber 1182-14
' vendor invoice#
> date NOU 18,88

remarks:

credit amount: <$28.88)
CR acct t 310
CR acct i 810
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vendor: number 982
:  IBtl

P.O. : nuaber 1123-M
» vendor invoice#
: date NOU 23.88
: date received NOU 24.89
: DUE date NOU 38.89
: toUl ant $139.99

reearks:

itee amount DR/CR acct
8" DISKETTES $138.99 CR 819
accts payable $138.99 CR 319

•ake chedc/casN paaaent froe CR 119

vendor: njober 993
•• WILKINSON & CO

P.O. nuftber 1124-W4
vendor invoice# 1124-WM r
date mj 24.89 {
date received YW 24.88
OLE daU N3U 24.88
toUl amt $2080.09 f

recarks: OK? «

itea ajiount DR/CR acct r
mCftOREC/pAY $2880.08 OR 814 i
accts payable $2090.08 CR 310

eake cJ^sck/cash from CR 119 f



COMPUMAX

venders rusber ©4
s FIRST niCROS

P.O. s nudrJsT 1111
* vendor invoice-J 11-11-1
»  chU HCU 11,80
- date received ??? ̂ ,88
' OE KC 11,88
s toUl aat $1.98

reaarks'- CK!

auount DR'^ acct
FIRST RjJCE RIBS $1.98 OR 811
accts f»aaab1e $1.98 CR 310

•ake dmeck/casii paasserit iroa CR 110

mCRCfW 1 — TRj:a«ACTI»S

11 - 8C0 NEW P.O. 'S AKVOR CREDITS
AGAINST EXISTING P.O.'S

12 - EDIT RECORDS IN TRANSACTICH FILE
13 - LIST TRJ^SACTICW FILE
0 - EXIT

SELECT m OPTION ? 0

...Please wit...
HELCCttE TO HICROPAY BY CCri=im<

Please select rrosrart option'

1 Add to/^ist/Edit tins A/P transaction
file.

2 List/Edit tKe A/P flastar file and/or
Print Cash Re<*4irenent5.

3 Add to/List/Edit the A/P vendor file
4 Paa Outstandins A/P <»jrite checks)

OR
Post Transaction file entries to
A/P ttaster file and Journalize

5 Initialize A/P files and/or
Perfors periodic pvrsins of

ftaster file

8 QUIT

SaECT ? >1
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.. .Please wait...
niCROPflY 4 — POST TRftNSA(mt3KS

41 Post Transaction File to d/P llaster
and Post to Journal File
42 Paa Accounts Paijable (Vfc^ite Otecks) |
and Post to Journal File »

e Exit I
Select 41 1

TB^ore usins tKis rrosrae/ sou s f
Kould eaice a badcup of socr data files I
by I
usins ti-.e DUPLICATE DISK option of ' I

ATARI DOS. DO NOT use tte COPS fi f
les option! ♦

I

Pre files properly backed up? I
Please respond <Y OR N)? Y *

1

t

If you wish, you say make a 'DRY RUN' |
of tKis postins. TVaL is. all of I
tKe check ins and total 1 ins of an

actual postins take place, but no ^
files are cKansed. TKis allciws you |

to check for errors without Ficrtins wa
luable data.
DO YOU WANT A 'DRY RUN' (Y OR N)?N ^

...please wait... i
t

DO YOU WISH ALL ERROR LOGGING ^
OUTPUT TO GO TO PRINTER <Y OR N)? Y ^

1;
(In this case we have elected NOT to make a "dry run",
since it would look the same as the actual run. In a f
dry run, however, no transaction records would have
been posted to the Master File and no journal records
would have been written. r
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—BEGW^IHG POSTIHG—
added P.O. 1102-14 to taster
apf»lied credit to P.O. 1182-14
added P.O. 1123-W to saster
added P.O. 1124-14'J to oaster
added P.O. 1111 to laster

POSTIhC OmETE

— POSTING COPLETE —

HIT fW/ KEY TO carriNLH
mCRCmj' 4 — POST TR?i4SACTI0NS

41 Post Transaction File to A/P Master
and Post to Journal File
42 Pay Accounts Payable (VUte CJ-^ecks)
and Post to Joirtial File

8 Exit

Select ? 0

...please wait...
mSXtE TO MICROPAY BY CCTPOIAX

Please select prosraa option^

1 Add to/1_ist/Edit tJie A/P transaction
file.

2 List/Edit tHe A/P Master file and/or
Print CasH Retirements.

3 Add tO'l-ist/Edit tV^e A/P vendor file
4 Pay Outstandins A/P (write cd-^edcs)

OR
Post Trarisaction file entries to
A/P Master file and Jotmalize

5 Initialize A/P files ard/or
Perform periodic Ptrsins of
Master file

8 QUIT

SELECT ? 2
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1

...Please wait...
mCROPAY 2 — THE MASTER FILE

21 - EDIT RECORDS IM MASTER FILE
22 - LIST MASTER FILE
23 - PRINT CASH REQUIREMENTS
0 - EXIT

SELECT AN OPTION ? 22

..please wait... I
LIST MICRCPAY MASTER PAYABLES FILE ^

DO YOU WISH TO LIST OH.Y A GROUP OF
Cite OR MORE IQCORS (Y OR NX? N
DO YOU WISH TO LIST OH.Y A (KOUP OF
Ot€ OR MORE P.O.'S (Y OR NX? N
DO YOU WI^ TO LIST ONLY A GROUP OF
P.O.'S TO BE PAID BETWEEN TWO GIUEN
IE DATES <Y OR N)? N

OUTPUT TO GO TO PRINTER (Y OR N>? Y
vendor: number 001

:  SHEPARDSON MICROSYSTEMS

P.O. nufl^er 1182H4
vandor invoice# 1020-R [

Idated OCT 18.80
(fete recei^.ed XT 28.80
DUE date TJOU 20.88

reftar^ks: TESTING
d-Art of accounts: fvP account# 310
to be paid froe cas^/dvsck acct# 110

description: ai*xnt
CP/A S/W PACKAGE $125.88 ^
W3U 18.S0 Credit me^no $20.00 ^
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vendor: ^
:  IBM

P.O. nuftb=r 1123-U
vend:^ invoice? HO-S
dated hCU 23/80
date received NOO 24/88
DUE (fate NOU 38/88

rejnarks:
cKart of accounts: fuT acco-ntS 318
to be raid froo casVdieck acct? 110

descrirtion: anount
8" DISKETTES $138.06

—No Paaftents/Credits on this P.O.—

vendor: nuwber 083
' WILKINSON i CO

P.O. : nuttber 1124-WU
• vendor invoice# 1124H44
' dated NOU 24/88

•• date received NDU 24/88
• OLE date NOU 24/88

reearks: OK?
d^art of accounts: A/P accocr>t# 310
to be raid froo casiv'cKeck acct# 110

descrirtion: aiKxnt
niCRCREC/PftV $2880.69

—Ho Paanoent5/1>€dit5 on W^is P.O.—
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vendor: rtmber 004
: FIRST niCROS

P.O. : ruBber 1111
vendor invoice# 11-11-1
d&ted HGU 11,80
date received ??? 00,00
DUE date DEC 11,80

remarks: OK!
d-ATt of accounts: (VP accouit# 310
to be paid from casivd-^k acct# 110

description: a«xnt
FIRST PLACE RIB80MS $1.98

—No Pa»(»ents/Credits on tKis P.O.—

Do sou wid> to do anotJ-ier Master File l
listins now (Y OR N>?n ^
MICROPfW 2 — TfE MASTER FILE

I
21 - EDIT RECORDS IN MASTER FILE
22 - LIST MASTER FILE i;
23 - PRINT CASH REQUIRE^ENTS f
0 - EXIT ^

SELECT OPTION ? 23 ^
r-
f

...please wait... ^
PRINT CASH R£eUIR9€WTS

CO YOU WISH TO LIST Ce>LY A GROUP OF ^
£>€ OR MCftE LEKXRS (Y C« N)? N .
CO YOU WISH TO LIST CS4.Y A ISOUP OF f
OiE OR MORE P.O. 'S <Y OR N)'? N '
CO YOU WISH TO LIST OLY A GROUP OF
P.O.'S TO BE PAID BETWEEN TWO GIUEN D T

CmES (Y OR N)? N t

OJTPUT TO GO TO PRINTER (Y OR NY? Y F
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CAa^ RESWIRETtKTS LISTIh^G

wn# P.O.5 cu.ii%4 net auecxnt
due date vendor

description

eei 1192-y lea-a-R $105.^
NOU 20.89 MICROS^.'STBIS

CP/A S/« PACKAGE
002 1123-M H0^£ $138.00

HOO 30.80 IBM
8" DISKETTES

003 1124-W 1124-144 $2080.00
NOU 24.80 WILKIHSON i CO

niCRCR£C/PAY
004 nil 11-11-1 $1.98

DEC 11.88 FIRST MICROS
FIRST PLACE RIE8CHS

Cas^ Re<wjlre*ents are $2236.98
on 4 outstandirs P.O.'s

Do iMu anotl^ CasK Retirements
listlns now <Y OR H)? N
niCROPAY 2 — THE MASTER FILE

21 - EDIT RECORDS IN MASTER FILE
22 - LIST MASTER FILE
23 - PRINT CASH REQUIRETEKTS
0 - EXIT

SELECT m OPTION ?} 0
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a1

HELCCTE TO mCROfw'BY COtPUtti

Please select wxsrae option^

1 Add to/list/Edit tKe A/P transaction
file.

2 List-'^it the A'P Master file and/or
Print Ca^ Rfr«Kjires>ents,

3 Add to/List/Edit the A/P vendor file
4 Pay (XAstandine A/P (write diecks)

OR
Post Trarsaction file entries to
Ad^ file and Journalize

5 Initialize A/P files and/or
Perfore periodic Pu^ins of

Master file

8 OUIT

SELECT ? 5

...please wait...
raCROPAY 5 — <R£)INIT1ALI2E FILES

51 - UEKDOR FILE
52 - PAYABLES TRAf^BACTION FILE
53 - PAYABLES MASTER FILE
54 - LEDGER JOLIRf-IAL FILE F(K

PAYAaES TRAtl:5ACTIDMS
55 - Pti?GE CSSOLETE C^iTA FROM MASTER

FILE

e - EXIT

C Ortions 51 tKtj 54 initial ize the
file ̂ ofcTi. 3

SELECT ?

hrOTE' be sire ha^-'e lasted the [
pr&^lojs PaiTible-? transaction

file to the Master file
ffeve j#ou done so (Y CR H)? Y
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Pleas® tKi date of tJ'.a start
of the Mriod that this transaction fi
1e will cx>er. ^
Data CttlOYY) ? FEB 08,81

DATE G<AY <Y GR HX? Y

(Transaction File is now re-initialized.)

mCRCPAY 5 — <RE)IHITIi^I2H FILES

51 - UEHDO? FILE
52 - TRj^iS^CriOM FILE
53 - PAYi^ES nftSTER FILE
54 - LEDGER XLRMAL FILE FCSR

mPSilS TRAHSftCTIOG
55 - PURE OBSOLETE DATA FROM MASTER

FILE

8 - EXIT

L Options 51 thru 54 initialize tl-ie
file ̂ 'town. 1

SELECT ? 0

#1 wa ! V

VELCOiE TO MICROPW'BY COTPUMAX

Please select prosraio option=

1 Add to/List/Edit the A/P transaction
file.

2 List/Edit the fi/9 Master file and^or
Print Cash Re«iuireTients.

3 Add to4.ist/Edit the h/P vendor file
4 Pas Outstandins A/P (write chedrs)

OR
Post Transaction file entries to
A/P Master file and Journalize

5 Initialize A/P files and/or
Perfcre periodic pursins of
Master file

8 Gun

SELECT ? 4
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.. .Heikse wait...
mCROPAY 4 — POST TRfWSACTIOHS

41 Post Transaction File to A/f ttasta»
and Post to Jotmal File
42 Pay Accounts Payable <V^ite 0>ecks)
and Post to Journal File

0 Exit

Sel ect ? 42

.  Before usins tl-iis rrosram/ you s t
Pwld • Aake a backup of your data files
by

at!:^ l^ICATE DISK option of lATARI DOS. DO hJOT use tkte copy fi «
les option!

Are your files properly backed 1
Please respord (Y OR H>? Y " i

If you wisku you may fiake a 'DRY RUH* fe
of this pcstins. Tkat is. all of ' ^
the d'eckins and total lire of an ;

act^l postlns take place, but. no fe
filfis are cktansed. TT-iis allows you ^

,  5!?®^ errors witlvxrt. kiU^tins ua
luable dat.a.DO YOU 14Afrr'A 'DR*i' RUf!' (Y H>? N |

.. .please wait... p
Please enter today's date ? FEE 08.81 ^

Several paiiTpent optiors are available ^
Ckioose ary or all in combination. ^

Pay only scmie V€#-dors (Y OR H>? N

Pay or-ily tkrc-se P.O. 's due du^re arar«se of dates (Y CR H>? N ^
flake only partial payTients on or
all P.O. 's <Y OR N>? Y " ^

Do you wisk. to charcts default lefeer '
accou-)t nuiter or. sofi,e or all of
the P.O.'s <Y OR H)? N |

ALL SELECTIOktS OK (V OR H>? Y
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0€CK mum reqiests will
BE PROOXED BY THIS FROGRAM,

CLTTPUT TO GO TO FRIHTEF: (Y OR N)? Y

IF i«u wisH to wint d-iecks on prs-
printed fonifo^ ensur-s foriris are
PTOPsrla lirxid up in printer beFc-r-e

ananefnrs tF,e r^sxt euestion.
Print dvecks on for-risCY OR H)? N

(If you had answered "Y" to this question and had an 80-column
printer connected, you would now be able to insert your NEBS
continuous check forms and MICROPAY would actually print your
checks.)

—BEGIWilHG a€a< trjTIhX—

P.O. TO EE PAID

Uendor i QOl
naoe SFEPARD30N MICRaSYSTEflS

P.O. Nu^. 1102-W
Itea Desc CFvA 5^14 PAiSKA»3E
Net S105.00
Due Date h43U 20.80
P^ frott ledeer acct #110

How aucH to pay ? 105.00

l^iU Oedc to--

SHEPARDSOH niCFXS*3^TEMS COOIT
20395 PACIFICA DR
SUITE 103
CLPERTIHfJ CA 95014

Aaount $105. Ofi
Our P.O. # 1102-W
Cu5t Inu.# 1820-R
CP.O. paid in fullD
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P.O. TO BE PAID

Uendor i 082
naiae IBM

P.O. Nlw. 1123-W
Itea Desc 8" DISKETTES
Met Due $138.00
Due Date DEC 25.80
Pay from ledser acct # 118

How much to paa ? 130.00

kUte CWedc to^

IBtt 1:0023
12 RESEARCH DR
SAN XSE OA 95119

Aftwunt $130 88
Our P.O. # 1123-W
Cust Ing.# NONE
IP.O. paid in fullD

P.O. TO K PAID

Uendor t 003
nafiie MILXIN;5>1 ̂  CO

P.O. Nuii. 1124-WW
I tea niCROREC/PAY
Mat Due $305u ̂
Due Data MDU 24,88
Pay fro* ledeer acct Ir 111

How tfcuch to pay ? 500.00

ti* ite 0-iedc to'

WILKHoOH Sc CO 10833
10379 LPt SDALE AUE
CUPERTINO - CA 95014

AviCiL'nt $500 00
Cur P.O. S
Cui-t. Irw.S 1124-tAvl
Cpartial pai^ViefitT

r



COMFUMAX

P.O. TO E£ PAID

Uendor f
naiv.e FIRST MICRCS

P.O. nil
lUfd Desc FIRST PLACE RIB80M3
Net Dtba $1.98
Due Date \-m 38,88
Paa frcrt) ledeer acct ft 110

How «ucii to paa ? 1.98

V&-ite 0^± to:

FIRST MICROS C0843
nil FIRST ST
SUITE 111
FIRSTUILLE FI 11111

Aftount $1.98
Our P.O. # nil
Cist Inu.ft 11-11-1
CP.0. paid in full3

— POSTING CCm£TE —

niCRCPAY 4 - POST TW^iSACTICHS

41 Post Transaction File to A/P Master
and Post to Jotmal File
42 Paij Accotnts Paisable <tV-ite Oecks)
and Post to Journal File

8 Exit

Select 0
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vacoft TO nicROPAY BY ccmjmx

Please select prosraa option!

1 ̂  to/List/Edit tJne A/P transaction
file.

2 List/^it tVie A/P Master file and^'or
Print Ca^i Re^wirerrients.

3 Add to4.ist/^dit ti-e A/P vendor file
4 Pay Outstandins ft/P (krite deed's)

OR
Post Transaction file entries to
A/P Master file and Journalize

5 Initialize ̂  files arid/or
Perfore periodic ptrsins of
Master file

8 QUIT

SELECT ? 2

...Please wait...
MICROPAY 2 — TJ£ MASTER FILE

21 - EDIT RECCRDS IN MASTER FILE
22 - LIST MASTER FILE
23 - PRINT CASH REQUIREMENTS
0 - EXIT

SO.ECT OPTIOJ ? 22

LIST'riIC^Y"^TER PfiVi®LES FILE

CO VOU WISH TO LIST GtY 0 CaXP Cf
K-H MURE UDDCRS (Y CR N)? N
DO VCX) WISH TO LIST CH.Y A GfklUP OF
a€ OR ItDRE P.O.'S <Y OR N>? N
DO YOJ WISH TO LIST (>>LY A ©OUP OF
P.O. 'S TO K PAID ErrL'HD'i TWO GI'R-i
Ui D.'.VLS (Y Ck N)? H

CUTPUT TO GO TO PRINTER (Y Cft V
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vendor: n-xfttier K)1
•• MICROS'i^TEIlS

P.O. nuiUr 11S2-W
vender iryx)ics# 102&-R
dated OCT 10,88
date received OCl 20,80
DUE date 28,89

rei'^arks: TESTIMG
cKart of acccx:nt5: P/P acccc.jitS 2.82929
292E-63
to be paid frc« casK^'check acct# 118

description: aincxnt
CP/A S/« PACKAGE $125.K:

KCU 10,89 Paa#ient oads $20.08
FEB 88,81 Paainent made $105.88

vendor: number 002
:  IBn

P.O. : number 1123-M
vendor invoice# NOME
dated HOU 23,88
date received NOU 25,88
OLE daU DEC 25,88

remarks: FIXED
cKart of accounts: A/P account# 2.82028
202E-63
to be paid from caslv'cKeck acct# 118

description: arcunt
8- DISKETTES $130.08

FEB 08,81 Paajimant made $130.®
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vendors nusiber 003
s UILKINSON i CO

P.O. : runb&r 1124-144
s vendor invoice# 1124-W4
' (kted NOU 24.80

s date received NOU 24.80
' DUE date NOU 24.80

reeerks' OK.
cKart of accotntss A/P accouit# 2.02820
202E-63
to be paid fro® cash/d-eck acci# 111

descriptions awount
mCROREC/PAY 1288^
FEB 08.81 Pai«»ent inade tZQQ.QQ

vendor s nuflrf^er 084 f
s FIRST MICROS

P.O. s nuaber 1111 ^
s vendor invoice# 11-11-1 *
s dated NOU 11.80
s date received NOU 15.88 1"
s DUE date NOU 38.88 L

resarkss NET 15
d^rt^ accounts: A/P accouit# 2.82028 y-
282E-63 f
to be paid fr-o® ca5t%''d-ieck acct# 118

tfescription: arount f
FIRST Fl.ACE RIBSa-JS $1.98 ^

FEB 88.81 Pastftvient made ^1.98 t

Do aou wid-. to do arotF>er rasta- File L
listire now <Y OR N>? N
MICROPftY 2 — THE MASTER FILE r-

r
21 - EDIT RECORDS IH fttSTER FILE
22 - LIST MASTER FILE t
23 - PRINT CASH REQUIREMENTS ^
8 - EXIT

r

SaECT m C.-TIOH ? 23 ^
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...please wait...
PRIKT CASH RESUIRS^rrS

DO VOJ WISH TO LIST G^LY A Cf
Ot£ CR MCRE UBOjRS <Y CR N)? N
DO YOU WISH TO LIST OLY A GROLP OF
Of CR nORE P.O. 'S (Y OR N)? H
DO YGJ WISH TO LIST ai-Y A OF
P.O.'S TO EE PAID EETVEEM Ti40 GIIQI
UE DATES <Y CR N )? N

OUTPUT TO GO TO PRINTER (Y OR H)? Y

— CASH REQUIRE.'^S LISTUC

P.O.# cu.inwi net airocmt
due date vencksr

description

682 n23H4 NOt£ $8.68
DEC 25.80 IBtt

8" DIS}<ETTES
003 1124-WU 1124H44 $1500.00

HOU 24.80 WILKINSON 8. CO
raCRCREOPAY

004 1111 ll-ll-l $0.00
HOU 30.80 FIRST MICROS

FIRST PLACE RIBBONS
001 il02-W 1029-R $0.00

HOU 20.80 SHEPARDSON MICROSYSTEMS
CP/A S41 PACKAGE

Casi^ Re<*jiregents are $15£w.00
on 4 outstanding P.O.'s

Do aou wisH anotl^ CasH Re«iuire«>ents
listing now (Y OR N)? N
niCRCiPAY 2 — THE MASTER FILE

21 - EDIT RECORDS IN MASTER FILE
22 - LIST MASTER FILE
23 - FRIKT CASH REQUIREMENTS
0 - EXIT

SELECT AN OPTION ? 0
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THIS SECTION FOR MICROLEDGER USERS ONLY

Remove your MI CROPAY program disk from drive 1 and replace it
with the MICROLEDGER program disk. Boot up the program and
you will see the program selection menu on the screen. Type
in "PAY" after the SELECT prompt to call up the MICROPAY Journal
File. JOUPAY.

select aissidiara Joirnal file via
rvn-B ££^Y/PER/IHJ/- entry.T1€ MICROLEDGER SYSTEM

SELEa PRCGRAfI OPTICI^:

1 CH«T OF ACaXJKTS DATA EHTRY/UPOATE
2 JOURNAL FILE DATA EHTRY/UPOATE
3 FILE LISTINGS
4 TRIAL BALANCE AMD POSTING
5 PROFIT AWD LOSS STATDEHT
6 BALANCE SHEET
7 FILE BACKUP

e QUIT

SELECT ? pay

ALTERhttTE sXiURNAL SELECTED

You have selected tl-e Journal file .
produced by MICRCPAY. All |
referei-ces to a Journal file herein
will refer to 'JOPAY.DAT'

Is this correct (Y OR N)? Y ^
Scteidiary Journal file asauived to f

be on disk dhi'^s 2. |

Is this ccrr^t (Y OR N)? Y .
select atfsidiary Jocr-nal file via t

REOPAY/PER/IW/- eritry.TFE tllCROLE ^
DGER S^i^TEM

f
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SELECT 0^110^ =

1 0«?T Cf ftccou-rrs data D(TRY/U=t:^TE
2 SU^U. FILE DATA EKTRY/UFCATE
3 FILE LISTINGS
4 TRIAL BALANCE POSTING
5 PROFIT LOSS STATEMENT
6 EFLA^CE S}€ET
7 FILE BACKUP

e QUIT

SELECT ? 3

LEIXZR3'— LIST FILE'CONTENTS

SELECT AN OPriON:
31 LIST DfTIRE C««T OF ACCCLNTS
32 LIST SELECTED RANGE IN .

CHART OF ACQDUNTS
33 LIST ElOriRE FILE
34 LIST SaECTED mfJE OF

JOURNAL RECiOFCS
e RETURN TO MASTER MEMJ

CPTICH? 33

LIST ALL OF JOURNAL FILE

OUTPUT TO GO TO PRINTER <Y OR N)? Y

...PLEASE WAIT...

(NOTE: JOUPAY (Journal File) records were created once
when the Transaction File was posted to the Master File
and again when checks were written.)

Two JOUPAY records are written for each transaction
(P.O., credit or payment) created.



COMPUMAX

JOURNAL FILE LISTING
PERIOD JAN 01,81 THaj FEB 08,81

JOURNAL FILE HAS 18 J^CORDS

REC ACCT TRANSACTION RU+^ING
DATE AMOUNT BALAHi^E

001 310 P.O. 1102-W ,
XT 10,80 $125.00

002 810 P.O. 1102-W ,
XT 10,80 $125.00

003 310 Credit,PO 1102-H
NOO 10,80 <$20.00)

004 810 Credlt,PO 1102-W
HOU 18,80 ($20.00)

005 310 P.O. 1123-W ,
NOU 23,88 $130.00

ees 810 P.O. 1123-W ,
NOU 23,80 $130.00
X7 310 P.O. 1124-144 ,
NOO 24,80 $2000.00

008 814 P.O. 1124-M4
N(X> 24,80 $2080.00

009 310 P.O. nil
NOU 11,80 $1.88

010 811 P.O. nil
NOU 11,88 $1.88

811 110 PUT ON P.O. n82-W
FEB 08,81 ($105.08)

812 310 Ftrr ON P.O. n02-W
FEB 83,81 ($105.00)

813 118 PMT ON P.O. 1123-41
FEB 08,81

A/P
($125.00)

EXPEhGES
$0.00

, A/P
$20.00

, EXPENSES
$0.00

($130.08)
EXPENSES

$8.00
A/P
($2008.00)

DiPENSES
$0.00

A/P

($1.^)
EXPENSES

$0.08

($105.00)

$0.08

014 310 Ftrr ON P.O. n23-W
($130.00) ($130.80)

FEB es,81
815 110 prrr on
FEB 03,81

016 310 PtIT ON
FEB 03,81

($138.t0)
P.O. n24-Wl4
($550.08)
P.O. n24-WW
($588.08)

817 110 Fm OH P.O. nil
FEB £3,81 ($1.S3)

818 310 FtiT ON P.O. 1111
FEB 03,81 - ($1.98)

$0.00

($500.00)

$0.00

($1.98)

$0.00

I

[

r

f

L

L



COMPUMAX

LEDGER3 — LIST FILE COhfTENTS

SELECT m CPTICH:
31 LIST ENTIRE CHf^T OF AXC4JMTS
32 LIST SELECTED RftHIE IN

CHART OF ACCa.?4TS
33 LIST ENTIRE jajR^-^L FILE
34 LIST SaECTED RA^^GE OF

JOURNAL RECCiftOS
8 RETURN TO MASTER rENU

CPTICH? 0

.. .please wait...
select SLi>5idiarj J(xmal file via

REC/PAY/PER/INLi/- efitra.THE MICRtiLE
D(ZR S^i^TEM

SELECT PR0GRAJ1 OPTICH:

1 CHART OF ACCOUNTS DATA DrTRY-'UPOATE
2 JOURNAL FILE DATA BTTRYAPDATE
3 FILE LISTINGS
4 TRIAL BALAm:E A^0 POSTING
5 PROFIT FWO LOSS STATEIENT
S BALAhCE SHEET
7 FILE BACKLP

8 QUIT

SELECT ? 4

Now you may follow through with Program 4 in MICR0LED6ER to
POST JOUPAY to the Chart of Accounts. Then list your Chart of
Accounts to be sure the posting occurred correctly. When this
is done, remove the MICROLEDGER program disk and replace it with
the MICROPAY program disk. Now run Option 54 to re-initialize
the Journal File.



APPENDIX B

♦CUSTOMIZING FOR PERSONAL USE*

Because not all users need the same features from an Accounts Payable
package, we have designed and prepared this software with the customizer
in mind. We have included liberal remark statements in the code and
assigned easily identifiable variable names. Record structures are provided
to assist you in your program changes, and extra fields are available in
header records. Lines 1-999 are corrmcn to all programs, making modifica
tions more easy to implement in all programs. We have done all we can to
facilitate program changes and we invite you to make the modifications you
need. Be aware, however, that our program support services cannot be
extended to cover programs that have been modified in any way (except for
changes in default debit and credit numbers, and updates to tax rates in
MICROPERS).

Changing Default Debit and Credit Account Numbers

These are contained in lines 1050-1060 of PAY 1. If you do not
use these numbers you may change the program to loop around
the prompts in the appropriate programs. In this case you must
delete the Journal File.

Output Formatting for Checks

You may change the printer formatting routines in PAY 4 to
modify invoice formatting for particular check forms. Checks
are currently formatted for NEBS check forms.

Using Additional Disk Drives

Lines 350-390 and 900-999 in all programs contain the drive assign
ments for the various files. These must be changed consistently
in all programs. Do not attempt to change the name or drive assign
ment of PAYMAST.DAT or PAYMAST.NDX. If you use 3 drives, we recom
mend that you assign the Journal File and Vendor File to Drive 3.
This will allow approximately 260 additional records for your drive
2 files. If you do not use the Journal File (and delete it) you have
the potential for about 65 additional records in your Master File.

Changing File Names and Sizes

Lines 400-500 in each program refer to the maximum number of records
for each file.

♦Dealers see Licensing Agreement for terms of customization for resale.



MTTPnPAY PROCEDURE FLOWCHART

51,52,53,54
when starting new system

.52,54
for each new period, af
ter posting journal via
MICROLEOGER

31, Customer # 0
when starting new system

ENTRIES
OK?

NO

YES

(Error Check)

POSTING

ERRORS

YES

41 for real

NO
MASTER

FILE

Sw OK? .

EDIT

[RANSACTIONS

POST
TRANSACTIONS

TO MASTER

&"CREDITS

intialize
FILES

POST

TRANSACTIONS

TO MASTER

SET COMPANY

NAME INFO.

VES

O

\re !' r L E S E - I: 2 c K L,' p V' C' ui r

• I'5y re 2 J 1 re fixing of j c 'jrr.c 1 f "• 1 e
via MiCROLEDGER. If you backed up
your files, you could restore them

PRINT
CASH
REQUIREMENTS

DO TRIAL
PAY OF
CHECKS

42, DRY RUN

PAYMENTS

42 THE REAL
THING

YES

as

' PAY
MORE

CHECKS

PAY CHECKS

PURGE

OUTDATED

RECORDS

i

55, cpticnal,!
as requited



MASTER FILE "PAYMAST"

RECORD STRUCTURE

VENDOR P.O. VENDOR P.O. ITEM TERMS A/P TOTAL

NUMBER NUMBER NUMBER DATE DESCRIPTIOi ACCOUNT # INVOICE

AMOUNT

A3 A8 A8 N6 A20 A14 N6 N6 '

CREDIT OR CREDIT OR CREDIT OR CREDIT OR

PAYMENT #1 PAYMENT #1 PAYMENT #2 PAYMENT #2

AMOUNT DATE AMOUNT DATE

N6 N6 N6 •N6

CREDIT OR CREDIT OR P.O. DUE CR ACCOUNT INVOICE DATE

PAYMENT #3 PAYMENT #3 DATE TO PAY FROM (from vendor)
AMOUNT AMOUNT

N6 N6 N6 N6 N6

HEADER RECORD

Format the same as Master File structure, but only * is used,
meaning "number of active records in file".
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