THE MANAGER'S ASSISTANT™

SECTION 3.1
DOING A SHIFT CHECKOUT
€ntering invoices To enter invoices, press L1 at the transactions menu. The Invoices menu
will appear.

ehie
Friday, April 21, 2099

<R> Received on account

«<P> Paid out

<W> Work order

<C> Charge sale

<G> Gasoline chargs sale
<5 Sold-by memo

<@> Qpen account purchase
«<N> Miscellanecus income
<0> Display / sdit invoices
<*> Exit Invoicss

»»» Your selection i i

Space available for 482 invoices. Last inveice was No, 123

Available space The number of transactions for which there is space available is displayed
on the bottom of the screen. Also displayed is the number assigned to the
last invoice entered. This will help you keep track of which invoices have
been entered during invoice processing.
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Received on account invoice

€ntering received on account invoice

€mployee number

Press [F3] for list of employees

Account number

THE MANAGER'S ASSISTANT™

SECTION 3.1
DOING A SHIFT CHECHOUT

To record a payment on a charge account (received on account), press (.
The received on account invoice entry screen wilk appear.

Type of invoice : Received On Account
Transaction date : 94/21/2099
Shift number HIN |

Check number
Employes number

AR Aecount no.

Previous balance
Amount received

{ the <ESC> key to exit }

The system will display the type of invoice (a received on account), the
shift dote and shift number. You may wish to enter the customer's check
number. IFthe customer has paid you cash, enterthe number (if any) from
the cash receipt given him, into the space provided for the chedk number.
IF neither a check number nor receipt number is available, press [Enter].
The system will enter a reference number into the space provided for the
check number.

€nter the identification number of the employee who received the money
or the identification number of the employee who was responsible for the
shift.

When the cursor is in the Employee number field the prompt "Press <F3>
for list” will appear near the bottom of the screen. Pressing [F3] ot this
time will display a list showing the employee names and numbers as
assigned in Employes information.  To have the system insert the
employee number, use the arrow keys to highlight the employee number
you would like to use and press [€nter]. If you do not wish to use an entry
on the display and would like the display to disappear, press [€sc].

Next, enter the number of the account to be credited with the payment.
If the: account is in the system, the account name will be displayed. Make
sure you are giving credit to the correct account. The prior balance is the
amount billed at the end of last month. The account status is the stotus of
the account as of the last time invoices were posted. The crrent
balance is the amount due as of the kst time invoices were posted. The
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Neuw Receivables account

Amount received

Open ikem accounts

Apply payments to charges

THE MANAGER'S ASSISTANT™

SECTION 3.1
DOING A SHIFT CHECKOUT

current balance does not reflect any payments, charges or adjustments
made to his account since the last posting. (See Section 3.2 - Invoice
Posting, starting on page 113, for more information.)

If the account is Aot in the system, the system will ask "New account ?
)" Pressing will allow you to re-enter the account number.
Pressing 1Y) will allow you ko enter the name for the new account. Type it
as you would like it to appear on their statement. After balancing this shift,
you should go into the Accounts receivable system and complete the
information for the new account.

Enter the amount received. This amount willappear os o payment on the
charge statements printed at the end of the current month. If the account
to which you are receiving the payment is a Balance Forward account type,
the system will record the received on account invoice after entering the
amount received. You may enter another Received on account invoice or
press [€sc] to return to the Invoices menu.

If the account to which you are receiving the payment is an Open ltem
account type, the system will ask "Are all entries comrect 7. Answering Mo
will allow you to comect the entny, answering Mes wil display the
following:

266,39 Previcus balance 1648.07 Posted sales
.00 Posted payments B 1z 1648,97 Posted balance
; 4 \

w2/28/09%
93/94/09
1815 93796790 163,95
t724 93/97/99 135.43
729 93718799 93.95
1738 93/21/99 19.99
1788 93/24/99 145.43
1799  §4/93/99 a5.99
1835 94/12/09 35.99
Sale 89951 94/18/99 £58.98

fress <A», <ENTEA>, or <Space-Bar> to apply or un-apply invoice
<Up -Arrows <Bown-Arrow> <Pagellp> <PageDown> <*=-Exit

The Shift checkout - Apply payment saeen will allow you to apply the
payment to other invoices previously entered. The top of the screen will
show the account's previous balance which is the amount owed at the
beginning of the month. Tt will show the posted payments which is the
total of all payments posted to the account this month. It will show the
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One payment - One salz invoice

THE MANAGER'S ASSISTANT™

SECTION 3.1
DOING A SHIFT CHECKOUT

posted sales which is the total of all sales posted to the account this
month. It will also show the posted balance which equals the previous
balance minus posted payments plus posted sales. The "Seledted” ine will
show the amount of the payment (ROA) invoice you just entered, the
amount of the charges you have selected and the amount you are over or
short, if the applied payments are out of balance. At this point it will lash
"Over" in red, showing the amount of the payment just entered.

The check number of the payment (ROR) invoice you just entered will
appeoarin the green “Applying from payment” box near the top middle of
the screen. As payments are applied the check number shown in the
green box will be recorded on the sale invoice(s). Once an sale invoice is
selected the check number willappearto the right of the word "SELECTED”
in the status column of the screen.

Only on check number can be recorded on a sale invoice.  If you
accidentally select a prior payment before selecting the sale invoice(s) for
the payment (ROR) invoice being entered, the check number in the green
box will be the wrong number. Un-select the incorrect payment by
selecting it again. The system will restore the check number from the
payment (ROA) invoice being entered to the green box.

Precision tip: Payments are usually applied os they are
entered. Sometimes the payments have to be applied ata
loter date because you may not know which invoices the
customer is paying for or the payments are only partial (see
the section on Multiple payments below). If the payments
need to be applied later, use the Accounts Receivable -
Customer accounts Displayfapply transactions Function,
explained on page 128.

IF the payment just entered is to pay for one sale invoice, seled the sale
invoice by highlighting it. Use the [Up Arrow], {Down Arrow], [Page Uplor
[Page Down} keys to highlight the appropriate invoice. Then press A,
[€nter] or [Space Barjto apply the payment to the highlighted sale invoice.
The word "SELECTED" and the check number will appear in the Status
column and the Selected line will be replaced by the word BALANCED
flashing in green.

Precision tip: You can continue to apply other payments
which were previously entered but not applied to the
appropriate payments. You may also un-apply previously
applied invoices to correct mistakes. Note that the system
will ollow you to exit the Apply payments screen only if you
are balanced.

Once in balance, press [ to exit. IF you cannot balance the payment to
invoices, press the [€s¢]. The system will ask "Do you wish to exit without

applying the payment ?".  Press [fles to exit without appljing the
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Multiple payments - One invoice
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payment. After posting, the payment just entered will oppear in the
account as an un-applied payment which can be applied later. After
applying the payments to the involces you willbe returned to the Received
on account entry screen so You can enter additional Received on account
invoices,

IF the payment just entered is to pay for more than one invoice, seledt the
invoices by using the [Up Arrow], [Down Arrow], {Page Up] or {Page Down]
keys. Highlight each invoice then press {3, [Enter] or [Space-Bar] to apply
the payment to the highlighted invoice. Continue until all invoices have
been applied to the payment and the Selected line shows the word
"BALANCED" flashing in green.

If your customer is making many payments on one invoice, Yyou cannot
apply any of the payments until all of the payments have been made.
You cannot opply this payment unless this payment is the last payment
required for the one invoice. If this is the last required payment, you shouid
record the check number of the payment just entered on the invoice. To
prevent the system from recording a prior payment check number you
MUST select the invoice first, then select the prior payments. Select the
invoice by using the [Up Arrow), [Down Arow), {Page Up] or [Page Down}
keys. Highlight the invoice then press [, [€nter] or [Space Bar] to apply
the payment to the highlighted invoice and record the check number.

Precision tip: If you have accidentally selected a prior
poyment before selecting the invoice, uvn-select the payment
by selecting It again. This will restore the correct check
number, then select the invoice.

Next highlight the other payments to be applied to the invoice. Continue
until the invoice and all other payments have been applied and the
Selected line shows the word "BALANCED" flashing in green.

If your customer is making many payments on o group of invoices, you
cannot apply any of the payments until all of the payments have been
made. You cannot apply this payment unless this payment is the last
payment required for the group of invoices. If this is the fast required
payment, you should record the chack number of the payment just entered
on the invoice. To prevent the system from recording a prior payment
check number you MUST select the invoices first, then select the prior
payments. Select the invoices by using the [Up Arrow], [Down Arrow),
[Page Up] or [Page Down] keys. Highlight each invoice then press [,
[€nter] or |Space Bar] to apply that invoice. Next highlight the other
payments to be applied. Continue until all of the invoices and payments
have been applied and the Selected line shows the word "BALANCED"
Aashing in green.

Precision tip: If you have accidentally selected a prior
payment before selecting the invoice, un-select the payment
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by selecting it again. This will restore the correct check
number, then select the invoice.

With either a Balance Forward or Open lkem account type the method of
forgiving a senvice charge is the same. You must enter a Received on
account for the amount of the senvice charge. If the account is an Open
item account type, apply the payment to the sevice charge. To balance
your shift you must also enter a Paid out invoice for the amount of the
senice charge to an appropriate disbursement account.

IFthe account is a Balance Forward account type, enter the actual payment
amount. Then enter another Received on account for the amount of the
Under-payment. To balance your shift you must also enter a Paid out
invoice for the amount of the Under-poyment to an oppropriate
disbursement account suchas Customer discount, Customer refund orsome
other sales allowance account.

Precision tip: This method will show two line jtems on the
customer's statement at the end of the month. The first line
itern will be the actual amount paid. The second line item
will be the Under-payment amount which has been forgiven.

IF the account is an Open ltem account type, enter a Received on account
for the actual payment amount. When the Apply payment screen
appears, press [€sc] to exit without applying the payment. Then enter
another Received on account for the amount of the Under-payment. When
the Apply payment screen appears, press [€sc] to exit without apphing
the payment. later after dosing the Shift and Posting invoices go to
Accounts Receivable - Customer Accounts and apply the payments to the
invoice using the Display/apply Transaction function, explained on page
198..

To balance your shift you must also enter a Paid out invoice for the amount
of the under-payment to an appropriate disbursement account such as
Customer discount, Customer refund or some other sales allowance
account,

Received on account invoices may be edited or deleted through the
Disploy / editinvoices function described on page 105. Ifyou have enterad
a Received on account invoice (payment) and in error did not apply it, you
can still do so. Use the Display / €dit invoices function explained on page
105.
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Paid out (by cash)

€nteting a paid out by wsh) invoice

Employee number

Press [F3] for list of employees

Disbursement account
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SECTION 3.1
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To record a paid out (other than bank deposits, automatic credit card
discounts and credit cards paid out}, press .

Your Company Hame
Manzger’s Assistant (tw) Shift checkout - Paid out entry
Friday, April 21, 2099

Type of involce : Paid Gut
Transaction date : $4/21/2909
§hift number : 1

Invoice number LR <] |
Employee number @ TR

Disbursement acct |

Paid to / purpose :
Apount paid out

Press <F3> for list
{ the <ESC> key to redo }
Last ibveice : 14367

The system will display the type of invoice (a paid out), the shift date and
shift number, IF you have a numbered receipt supporting the paid out
entry, use the receipt number as the invoice number. Ifthere is no number
on the receipt, press [Enter]. The system will assign an invoice number.
Write this number on the receipt for a cross reference.

€nter the identification number of the employee that paid out the cash. If
this is not known, use the identification number of the employee
responsible for the shift or your own identification number. This will enable
you to print a report of all cash paid outs made by any employee.

When the cursoris in the Employee number field the prompt “Press <f3>
for list” will appear near the bottom of the screen. Pressing [F3] at this
time will display a list showing the employee names and numbers as
assigned in Employee information.  To have the system insert the
employee number, use the arrow keys to highlight the employee number
you would ike to use and press [Enter]. If you do notwish to use an entry
on the display and would like the display to disappear, press [€sd].

The system will accumulate paid outs by disbursement account.  Ifthe
nt-does not exist in the system, the system will ask "New account ?
)", IF the system asks if this is o new account and the account is not
a new account, you have incorrectly entered the account number. Pressing
will allow you to enter another account number. Pressing LY will allow
you to add the account. The system will ask for the account description.
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Paid tofreference

Amount

Correcting paid out invoices

Work order invoice

Date and shift
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SECTION 3.1
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Next, enter the name of the company or name of the individual to whom
the amount was paid, or the purpose of the expenditure. Use as much of
the space as necessary to provide a dear description for loter reference.

Precision tip: If you use the Retail Inventory Method, you
may accumulate the retail value of items purchased for
resale. To do this, enter the retail dollar amount of the
goods purchased in the beginning of the paid tofreference
area. Do not type a dollar sign in front of the dollar amount.

Last, enter the amount paid out. After entering the amount, the paid out
invoice will be recorded. You may enter ancther paid out invoice or press
[€s¢] to return to the Invoices menu.

After o paid out invoice has been entered into the system, it may be
edited or deleted through the Display / edit invoices function described
later in this section.

To enter a work order {repair order) press ™. The work order entny
screen will appear.

Your Company Name
Lanager’s Assistant (tm) Shift checkout - Work order entry
Friday, April 21, 27900

Type of invoice : Work Order  <Grasoline
Transaction date : 94/21/2009 <O»il
Shift number 1 <L=abor
<Prarts
Invoice number ... 2% <S>ublet
Employee nuaber @ I <T>ires
<Bsatteries
Type of payment
<R»gcad servitow :
1) Cash 2} Charge zale <E>PA charges
3) Credit ¢ard 4} Check <¥>-sales tax

t
{ the <ESC> key to redo )
Last invoice : 319

C.A.R.S. users note: C.A.R.S. Repair Orders are electronically
entered by the "CA.RS. Transfer Paid Aepair Order”
function. Repair Orders generated with C.A.A.S. should NOT
be entered here.

The screen will display the type of invoice (o work order), the shift date
and shift number.
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€nter the Work order number into the invoice number fisld. If your work
orders are not numbered, press [Enter]. The system will ossign an invoice
number. {Wrte this invoice number on the work order for o cross
reference.) The system will never assign the same invoice number to two
invoices within @ month. While entering werk order information, pressing
[Esc] will cancel the work order being entered. This will allow you to retum
to the fnvoices menu or to enter different work order information.

The reports function may be used later to list all work orders by number.
You wilt be able to scan this report and easily spot missing work orders.
This may help you prevent employee theft of work order charges.

€nter the identification number of the employee who performed the
repairs. The sales from this work order will be incduded in the calculation
of his sales commissions. If the responsible employee is unknown, use
your employee number.

When the cursor is in the €mployee number field the prompt "Press <F3>
for list™ will appear near the bottom of the screen. Pressing [F3] at this
time will display a list showing the employee names and numbers as
assigned in €mployee information.  To have the system insert the
employee number, use the arrow keys to highlight the employee number
you would like to use and press [€nter]. If you do not wish to use an entry
on the display and would like the display to disappear, press [€sd].

IF the work order contains work done by two or more employees, you will
have to calculate the sales to be credited to each employee. The work
order will be entered twice, once for each employes, splitting the sale
among the employees.

Enter only the sales to be credited to each individual employee. The total
sales recorded on all parts of the split work order MUST equal the gross
amount of the original (un-split) repair order. To make it easier to track @
splic work order, be certain that you use the same invoice number on each
part of the split work order. If yourwork orders are not numbered, use the
invoice number assigned by the system on the first part of the split on all
parts of the spilit.

Enter the type of payment by code number. (1=Cash, 2=Charge,
3=Credit card, 4=Check) If you enter the type of payment as type #2,
charge sale, the system will prompt you for the charge account number.
(For more information, see "Charge sales" on page 97.)

Enter the total amount of the work order into the invoice total field. Uhen
entering the total amount of the work order, enter dollars and cents, even
if the amount of the work order is an even dollar amount.

Next, enter the sales by department. Select o depanment by letter, then
enter the sale amount for that department. The amountyou have entered
into the selected department will be subtracted from the invoice total and
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the difference displayed as the invoice balance. Continue to select sales
departments and to enter the sales by department.

Sales entered into the gasoline department during repair order entry do
not actually record sales in this department, but only serve to balance the
work order. Gasoline sales are recorded only through the gas pump
readings. Sales entered into the Gasoline department will be incuded as
patt of the employee’s sales. If you do not sell fuel, you may still make an

entry into the Gasoline department by pressing [Ctrl]-.

Unless you have modified the system per Appendix C, oil sales entered
into the oil deparment during repair order entry do not actually record
sales in this department but only senve to balance the work order. Oil
sales are recorded automatically via the Hey ltem Inventony. Sales entered
into the Ol department will be induded as part of the employee’s sales.

The total sales by department must agree exactly with the invoice total
entered above. If the totals do not agree, the work order is not in
balance. The system will not record the work order unless total sales by
department equals the invoice total. If the work order does not balonce
after correctly entering the information, it contains a math ermor. Check the
math, then correct the entry as necessary Once the work order has been
balanced, the system will accept and record it. Enter another work order
or press [€sc] to retumn to the Invoices menu.

Driveway sales should be entered as a dummy work order. You may let
the system supply the invoice number for the dummy work order by
pressing [Enter] for the invoice number. I sales commissions are not paid
to employees, lump all driveway sales together in one dummy work order.
If sales commissions are paid to the driveway ottendants, enter o
separate dummy work order for each attendant. Be sure to enter the
correct employee identification number in the employes number field so
that the system will indude these sales when calculating the employee’s
commissions. If commissions are paid on gasoline sales and/or oil sales,
include these amounts in the dummy work order. fecall that entering the
sale of gasoline or oil on repair orders does not record a sale in these
departments (except if the system had been modified per Appendix C).
These amounts are only used to balance the work order and record
employees commissions.

Refunds may be entered exactly os the sale was recorded except all dollar
amounts should be entered as negative amounts. (A refund can be
thought of as a negative sale.) An alternative method of recording a
refund is to enter a paid out by cash invoice to an account for accumulating
customer refunds. (For more information, see "Paid out invoices” on page
93.)

After o work order has been acepted by the system, it may be edited or
deleted through the Display / editinvoices function described on page 105.
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Charge sales are entered by pressing L& at the Invoices menu. The charge
sale entry screen will appear.

Your Company Name
Manager’s Assistant (tm) Shift checkout - Charge sale entry
Friday, April 21, 2904

Type of invoice : Charge Sale <G>asoline

Transaction date : 9472172090 <0>il

Shift number - <L>abor
<P>arts

Envoice number H 1921 <S>ublet

John Saith <T>ires
«Bratteries

A/R Account no. i 2084

Local Cable Compan: <R>pad servftow 3

P.0O.¥ J Reference <E»PA charges

Total invoice <X>-sales tax

{ the <ESC» key to redo }
last inveoice : 4876

C.A.R.S. users note: C.A.R.S. Charge Sales are electronically
entered by the "CAAS. Transfer Paid Repair Order”
function. Charge Sales generated with C.A.AR.S. MUST NOT
be entered here.

Charge sale entry is almost identical to work order entry. There are two
differences. The first difference is the system will request an accounts
receivable account number in place of the type of payment. The second
is the "0.0.# / Reference” field. (This field con be used for things such as
a P.O.#, Unit # or other identifying information up to 12 characters.)

C.B.8.5. users note: The P.O.# information entered on to
the repair order will appear in this field.

After entering the charge account number, the system will display the
name of the account. If you have entered the incorrect account number,
the account name displayed willbe incorrect. Press the [Up Arrow]to enter
the correct account number.

If an account has not been entered into the Accounts receivable system,
you willbe asked "New account 7°. [fthe system asks "New account ?* and
the account is not a new account, you have incorrectly entered the account

number. Pressing (¥ will ollow you to enter another account number.
Pressing 1Y) will allow you to add the account. The system will ask for the
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account name. After balancing this shift, you should go into the Accounts
receivable system and complete the information for the new account.

Sales entered into the gasoline department during charge sale entry do
not actually record sales in this department, but only serve to balance the
work order. Gasoling sales are recorded only through the gas pump
readings. Sales entered into the Gasoline department will be incuded as
part of the employee's sales and will be induded in Accounts receivable
balances. If you do not sell fuel, you may still make an entry into the

Gasoline department by pressing [Ctrl]-.

Unless you have modified the system per Appendix C, oil sales entered
into the oil department duting charge sale entry do not actually record
sales in this department but only serve to balance the work order. Ol
sales are recorded automatically via the Key ltem Inventory. Sales entered
into the Qil deparment will be incduded as port of the employee's sales
and will be induded in Rccounts receivable balances.

After the charge sale invoice is balanced, you may enter another charge
sale or press [€s¢] to retumn to the Invoices menu.

Once a charge sale has been recorded, it may be edited or deleted
through the Display / edit invoices function described on page 105.
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Gasoling charge sales are entered by pressing 18 at the lnvoices menu.
The gasoline charge sale entry screen will appear.

Your Company Name
Manager’s Assistant (tm) Shift checkout - Gasoline charge sale entry
Feiday, April 21, 2969

Type of invoice : Gasoline Charge Sals
Transaction date : 94/21/2099
Shift nusber I

Inveice nuaber .. 145
Ewployees nhumber s |

AR Account no.

F.0.# / Reference
Amount of sale

Press <F3> for 1list
{ the <ESC> key to redo }
Last iavolce : 4899

Precision tip: If you do not sell fuel, the choice for gasoline
charge sale will not appear on your menu.

The system will display the type of invoice (gasoling charge sale), the shift
date ond shift number. If you have a numbered receipt for the gasoline
charge sale entry, use the receipt number as the invoice number. If there
is no number on the receipt or no receipt, press [Enter]. The system wil
assign an invoice number. IF you have a receipt without a number, write
this number on the receipt for o cross reference.

€nter the employee number of the employee responsible for the shift or
your own employee number,

When the cursor is in the Employee number field the prompt “Press <F3>
for list” will appear near the bottom of the screen. Pressing [F3] at this
time will display a list showing the employee names and numbers as
assigned in Employee information.  To have the system insert the
employee number, use the arrow keys to highlight the employee number
you would like to use and press [Enter]. If you do not wish to use an entry
on the display and would like the display to disappear, press [€sc].

The system will request an Accounts receivable account number. After
entefing the charge account number, the system will display the name of
the account. if you have entered the incorrect account number, the account
name displayed willbe incorrect. Press the [Up Aimow] to enter the corredt
account number.
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If an account has not been entered into the Accounts receivable system,
you willbe asked "New account ?". IFthe system asks "New account ?*and
the account is not a new account, You have incorrectly entered the account
number. Pressing (N will allow you to enter another account number.
Pressing (Y] will allow you to add the account. The system will ask for the
account name. After balandng this shift, you should go into the Accounts
receivable system and complete the information for the new account.

The"P.O.# / Reference” field can be used for things such as a P.O.#,
Unit# or other identifiing information up to 12 characters.

Sales entered into the gasoline charge sale entry do not actually record
sales In this department. Gasoline sales are recorded only through the
gas pump readings. Sales entered into the Gasoline department wiltbe
induded as patt of the employee's sales and will be induded in Accounts
receivable balances.

Once a gosoline charge sole has been recorded, it may be edited or
deleted through the Display / editinvoices function described on page 105.

To enter a Sold-by memo, press El. The sold-by memo entry sareen wil
appear:

Your Company Name
Uanager’s Assistant (tm) Shift checkout - Sold-by memo entry
Friday, April 21, 200%

Type of invoice 1 Sold-by <G>asoline
Transaction date : 9472172980 <0>il
Shift number R} <L>abor
<Prarts
Invoice number .., 4 <5>ublet
Employee number @ 32 <T=ires
<B=atteries
Type of payment
«<fi>pad serv/tow
<E>PA charges
Total iaveice : <X>-sales tax

Prass <F3> for list
{ the <ESC> key to redo }
Last invoice : 322

The screen will display the type of invoice (o sold-by memo), the shift date
and shift number.

Precision tip: Sold-by memos are used to track sales
commission for salesmen only.
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Comrecting sold-by memo invoices
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Date and shift

Invoice number
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Sold-by memo entry is almost identica! to work order entry, However,
unlike work orders, sold-by memo invoices DO NOT increcse total sales.
Therefore the "Type of payment® field is not applicable and willbe skipped
while entering or editing sold-by memo invoices.

Using the work orders and charge sales entered eariier, enter the invoice
number from the work order or charge sale which these sales were made
on, then press [Enter]. While entering sold-by memo information, pressing
[€s¢) will cancel the sold-by memo being entered.

Once a sold-by memo has been recorded, it may be edited or deleted
through the Display / edit invoices function desaribed on page 105.

If you have a charge account with a parts store, your account with them is
called an open account, You may have the system keep a running total
of the amount you owe the parts stores. This is done by entering the
patts store receipts. Parts store receipts entered into the system are called
Open Rccount Purchase invoices. €ach Open Account Purchase invoice
automatically creates two OFFSETTING cash paid outinvoices. €achofthe
two cash paid out invoices are assigned to different disbursement
accounts,

When you select Open account purchase, the following will appear:

Your Company Nawe
Wanager’s Assistant {tm) Shift checkout - Open account purchase entry
Friday, April 2%, 2089

Type of invoice : Dpen Account Purchase
Transaction date : 94/21/290¢
Shift number H |

Invoice number
Employee number

Cpen account

Disbursement agcet @
Paid to / purpose :
Amount purchased =

[ the <ESC> key to exit }
Last Envoice : 342

The screen will display the type of invoice {(open account purchase), the
shift date and shift number.

€nter the invoice number from the parts store receipt,
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Open account number

Adding an open account

Disbursement account
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Enter the identification number of the employes that signed for the parts.

When the cursor is in the Employee number field the prompt “Press <F3>
for list” will appear near the bottom of the screen. Pressing [F3] ot this
time will display a list showing the employee names and numbers as
assigned in €mployee information.  To have the system insert the
employee number, use the arrow keys to highlight the employee number
you would ike to use and press [€nter]. If you do not wish to use an entry
on the display and would like the display to disappear, press [€sc].

€nter the disbursement account number you have assigned to keep track
of the purchases made from this vendor on your open acount. The
account number should begin with 2", After entering the disbursement
account number, the system will display the description of the account. IF
you have entered the incorrect account number, the account description
displayed will be incorrect.  Press the [Up Arrow] to enter the comedt
account number.

If an account has not been entered into the Company setup Disbursement
accounts, you will be asked "New account 2", If the system osks "New
account ?" and the account is not a new account, you have incorrectly
entered the account number. Pressing [N will allow you to enter another

account number. Pressing Y will allow you to add the account. The
system will ask for the account description.

Precision tip: Purchases on account create a liability.
Disbursement accounts used to track liabilities should be
assigned numbers in the two-thousand range. Because all
disbursement account numbers are four digits long, account
numbers that begin with 2" are in the two-thousand range.

Next, enter the disbursement account number you wish to useto
accumulate these purchases. (For example, if you have purchased parts,
use your disbursement account for parts. If you have purchased shop
supplies, use your disbursement account for shop supplies. IFf you have
purchased items to maintain your service vehide, you may wish to use your
disbursement account for service vehide expenses.)

Most of the time, you will find that it is not necessany to enter information
into this feld. However, if you are recording the purchose of items that are
not for resale, you may wish to enter a comment such as "Clutch for
wrecker".

Precision tip: If you use the Retail Inventory Method, you
may accumulate the retail value of items purchased for
resale. To do this, enter the retail dollar amount of the
goods purchased in the beginning of the paid tofreference
area. Do not precede the dollar amount with a dollar sign.
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Last, enter the amount of the purchase. After the amount is entered, the
system will create the two offsetting cash paid out invoices. The cash paid
out invoice created using the account number entered into the open
account field will contain a NEGATVE dollar amount. This indicates money
owed (a kability). The cash paid out invoice reated using the account
number entered into the disbursement account field will contain a POSITVE
dollar amount.

€ach open account invoice entny made into the system may be diredted to
only one disbursement account. Suppose that one open account invoice
includes two or more items and more than one disbursement account
should be affected. This may be accomplished by breaking up the invoice
amount by disbursement account. Then multiple open account purchase
invoice entries may be made distibuting each amount to the correcd
disbursement account.

Precision tip: When breaking up one open account purchase
into multiple entries, you should use the same invoice
number for each entry. You must take care to insure that
the total of any partial entries made equals the amount of
the actual parts store receipt.

After an open account purchase invoice has been accepted by the system,
it may not be edited. However, recall that an open account purchase
invoice entry creates two OFFSETTING cash paid out invoices. These
individual cash paid out invoices may be edited or deleted through the
Display / edit invoices function described on page 105.

A miscellaneous income invoice entry is used to record sales that only affect
one sales department. Other than using cash Register sales entry, o
miscellaneous income invoice is the only way to record sales in
departments L through O. Sales recorded using a miscellansous income
invoice DO NOT count towards employees’ soles and commissions. Only
work orders and charge sales count towards employee sales and
COMMISSIONS.,

The source of a miscellaneous invoice may be as simple as a note written
on your shift checkout sheet. The miscelloneous invoice entny is typically
used to record lump sum sales such as vending machine proceeds, truck
rental commission and payments from a scrap dealer. The miscellanecus
income invoice has the advantage of a large amount of space that may
be used for an explanation of the entny.
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Press [F3] for list of employees
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To record a miscelloneous income invoice, press ¥ at the Invoices menu.
The miscellaneous income invoice entry screen will appear.

Your Company Nawe
Usnager’s Assistant {tm) Shift checkout - Uiscellaneous fncons entry
Friday, April 21, 2999

Type of invoice : Miscellaneous Income
Transaction date : §4/21/2009
Shift number HB |

Invoice nuaber
Employee number

Sales department

tatry deseription :
Amount H

{ the <ESC> key to exit )
Last invoice : 385

The system will display the type of invoice (a miscellaneous income
invoice), the date and the shift number. Enter the invoice number. If there
is no invoice number, press [Enter]. The system will assign a number.
Write this number on the invoice. If there is no invoice, write the invoice
number that the system has assigned on your shift sheet next to the note
written there.

Enter the identification number of the employee that handled the
transaction. Sales entered through miscellaneous income invoices are NOT
credited to the individual employee's sales. €mployee commissions will
NOT include sales recorded on miscellaneous income invoices. To record
a sale which is to be induded in the employee's commissions, the sale
MUST be entered through work order entry.

When the cursor is in the Employee number field the prompt “Press <F3>
for list” will appear near the bottom of the screen. Pressing [F3] at this
time will display a list showing the employee names and numbers as
assigned in €mployee information. To have the system insert the
employee number, use the arrow keys to highlight the employee number
you would like to use and press [€nter]. If you do not wish to use an entry
on the display and would like the display to disappear, press {€sc].

Select the sales categony tobe charged by pressing the appropriate letter.
Any valid sales department except for gasoline and cash Register sales
departments may be used.
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€nter the sale amount. After entering the amount, the system will record
the miscellaneous income invoice. You may enter another miscelloneous
income invoice or you may press [Esd to retum to the Invoices menu.

Rfter a miscellaneous income invoice has been accepted by the system, it
may be edited or deleted through the Disploy / edit invoices function
described on page 105,

The Display / edit invoice function will allow you to display invoices on the
screen for review, edit the invoice or delete the invoice. To display / edit
invoices, press (8] at the Invoices menu. The LAST invoice entered will be
displayed. A mini-menu will appear at the bottom of the screen. The
invoices will appear in the REVERSE ORDER as they were entered. Press
to display the previous invoice on the screen. Press i to display the
next invoice on the screen. Press 18] to search for and display o particulor
invoice. You will be asked to enter the desired invoice number. Press
to edit the displayed invoice, or 1) to delete the invoice displayed. Press
to retumn to the Invoices menu.

If the Received on account invoice Is for an Open ltem account type and
you applied it, you can not edit the Received on account invoice. You must
enter a reversal entry (o minus Received on account). This reversal entry
may then be balanced by un-applying the invoice(s) that were applied to
the incorrect payment entered earlier. The comect Recelved on account
may now be entered.

If you hove applied a Received on account invoice to the wrong account or
entered the wrong check number you must use a reversal entny as
explined obove to corredt the errors.

If you have entered a Received on acount invoice {payment) and in error
did not apply it, you con stil do so. Display the Received on account
involce (payment) you wish to apply. Press L&) to edit the invoice. Press
[Enter] until the "Are all entries correct ?" message appears. Answer Fes.
You will be allowed to apply the Received on account (payment) invoice
as explained above.

Once a Received on account invoice (poyment) has beenapplied, it connot
be edited or deleted. If you find that you acddently applied the Received
on account invoice to the wrong sale invoice you can correct it with the
following trick. €nter another Received on account invoice to that account
for a zero dollar amount.  Highlight the sale invoice that was wrongly
applied. Press &, {€nter] or [Space Bar] to un-apply the invoice. The
system will ask "Are you sure 7", Answer by typing MEE. Highlight the
sales invoice that should have been applied and press B, (enter] or
[Space Bar] to apply the correct invoice. €xit the Apply payment screen by
pressing G1. vou willbe retumed to the Received on account entry screen.
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Exit by pressing [€5C]. Display the zero Received on account invoice
previously entered and deleted it.

To leave invoice processing, press 1) at the Invoices menu. You will return
to the Shift checkout menu. You may return to Invoices menwu at any time
to enter additional invoices or to review, edit or delete the invoice already
entered.

Typically used in Senvice Stations that have a convenience store operation,
cash Register sales allow ump sum entry of sales from a cash register
tape directly into any or all sales departments with the exception of the
Gasoline department.

Precision tip: If you have set up the system so that it does
not allow sales entry through cash Aegister sales, this choice
will not appear on the menu.

To enter cash Begister sales press at the Shift checkout menu. The cash
register entry screen will appear:

Your Company Name
Manager’s Assistant (ts) Shift oheckout - Cash register sales
Frid: April 21, 2999

#3-0i1 19-Soda
04-Labor
§5-Parts
@96-Sublet
97-Tires
99-Batteries

21 -Bakery A7 -Hewspaper
22-Deli 38.-Magazines

cCeTHon

coecococeeen cogeen

19-Road serv/to
11-EPA charges
12-X-sales tax
13-Yending
14-U-haul
15-Food
16-Cigarettes
17-Beer & wine
18-Liquar

27-Lottery

39-Ice
31-Frozen food

ACEERERNOY TeDVew

coeSeeRen

{ the <ESC> Key to redo }

The system will accept the cash register sale amount you wish to enter into
the Qil department. Type in the amount then press [€nter]. The system
will then accept the cash register sale amount for the next sales
department. Repeat this process until you have entered the cash register
sales for this shift. After you have entered the amount into the last
department shown on the screen, the system will ask "Are all entries

cotract ?". IFyou wish to make changes press (8. vou will be aliowed to
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re-enter the amounts. Pressing LY will return you to the Shift checkout
menu.

Precision tip: The maximum amount that can be entered into
the cash Reqister sales departments is $ 999,999.99.

If you need to return to the cash Register sales entry to make a correction,
press [, vou will return to the cash Register sales entny screen. Pressing

will allow you to edit the cash Register sales. Pressing A will allow you
to adjust the amount in any one sales department. Enter just the amount
of the adjustment, not the new total. To adjust the sales down, enter a
minus dollar amount. Enter just the amount of the adjustment, not the new
total.

To leave the cash Register sales entry screen, press you will be
returned to the Shift checkout menu.

Non-sales income can be used to record the receipt of money for other
than a sale or received on account, [t could be used to record a rebate
from the oil company or the cash paid to you to cover a bounced check.
In the case of the NSE chedk, you have cash but no sale. The original sale
was recorded days ago when the check was accepted. To properly
account for either situation, the amount received must be recorded as
non-sales income,

One non-sales income entry may be made per shift. With each non-sales
income entry, you will enter a description of the non-sales income. If you
have two non-sales income entries in one shift, lump the amounts together
and describe both in the desdiption. Forexample, if you collected foraten
dollar NSF check from Mr. Jones, and received a fifty dollar sales tox refund
from the state, you would make the entry with a description of "NSF Jones
& tox refund" and enter the amount as sixty dollars.

The description of any non-sales income transaction must incude a
description of that non-sales income transaction and any other non-sales
income transactions entered for this day on prior shifts. The dollaramount
that will appear on the reports is the total of all non-sales income
transactions entered for the day. Only the description from the last
non-sales income entry made during the day will appear on the reports.
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To enter Non-sales income, press (M at the Shift checkout menu. The
Non-sales income entry saeen will appear.

Your Company Hame
Manager’s Assistant (tw) $hift chegkout - Non-sales income
Friday, April 21, 2099

Description
NSF Jones & rebate

{ the <ESC» key to redo )

Enter the description of the non-sales income transaction, followed by the
amount. After entering the amount, you will be asked "Are all entries

comect?". If the informotion is not corredt, press (M. You wiltbe aflowed to

re-enter it, If the information is corredt, press 0. The system will return to
the Shift checkout menu.
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Sales summary, Cash balance The Sales summary display screen will summarize the sales, by
department, for the shift. The Cash balance display screen will show the
TOTAL TO ACCOUNT FOR, the TOTAL ACCOUNTED FOR, and the Cash
balance (over or short) for the shift. The Sales summany and Cash balonce
may be examined at any time. To examine the Sales summary and Cash
balance, press [S] at the Shift checkout menu. The Sales summany display
screen will appear.

Your Company Name
Hanager’s Assistant [tm} Shift checkout - Sales Summary
Friday, April 21, 2499

Units / Dollars
Full Service 9.9 169.38 fcad serv/tow :
Self Service 9.9 572.84 EPA ¢harges
0il H 9.9 154.29 X-salex tax
Labor H 252.85 Vending
Parts H 49.75% -haul
Sublet H ¢.09 Food
Tires H 87.88 Cigarettes
Batteries H 26.39

Total Sales : 1459.65
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To leave the Sales summany and display the Cash balonce, press [Enter].
The Cash balance display screen will appear.

Your Company Hame
Uanager*s Assistant {tm) Shift checkout - Cash balance
Friday, April 21, 2009

Total sales 1459.65 Charge sales
Aeceived on account 146.75 Bank deposits

Cash on hand (open) 75.12 Cash on hand {close)
Credit cards (open) ~ 3406.86 Credit cards {close)
Non-sales income ¢.99 Paid out

TOTAL TO ACCOUNT FOR 5063:30 TOTAL AGCOUNTED FoOA

-- GVER 7 short --

Shift number : 1 1.89 Total today
Total M.T.D.

In the left hand column, the total sales are brought forward from the Sales
summary display. All Received on account invoices entered for this shift wil
be totaled. The Cash on hand (open) is brought forward from the last
shift's Cash on hand (close) figure. The Credit cards (open) represents the
value of all the Credit cards on hand at the beginning of this shift. This is
the Credit cards (close) figure brought forward from the last shift. The
amount of the non-sales income entry (f any) will also be displayed. Al
of these amounts added together comprise the TOTALTO ACCOUNT FOR.

In the right hand column, the Charge sales are totaled. Under it, the total
of the Bank deposits is shown. The Cash on hand (cose) entered in the
Bank deposit section is displayed. The total of the Credit cards on hand at
the end of the shift is also displayed. This amount equals the Credit cards
on hand at the beginning of the shift plus the Credit cards entered into the
Credit card section while processing this shift. Cash paid out incdudes the
total of all paid out invoices entered plus the credit cards peid out plus any
discount calculated on discounted credit cards. The sum of these amounts
comprise the TOTAL ACCOUNTED FOR.

If the TOTAL TO ACCOUNT FOR is greater than the TOTAL ACCOUNTED
FOR, you are short. I the TOTAL TO ACCOUNT FOR is less than the TOTAL
ACCOUNTED FOR, you are over. Shortages are displayed as negative
amounts while overages are displayed as positive amounts. The total of
shortages for this day and for this month are also displayed.
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To return to the Sales summany display, press [€sd. To return to the Shift
checkout menu, press [€nter]. Continue to edit or add information as
necessany to balance the shift. When satisfied with the cumrent shift
checkout, you must force the system to record the shift information

entered. To do this, select the Close or €Erase Shift fundtion by pressing
at the Shift checkout menw, The Close / Erase screen will appear.

Your Company Name
Uanager’'s Assistant (te) Shift checkout - Close / Erase
Tuesday, June {, 1899

Ready to this shift.

{Close [ Erase)

The process of permanently recording a shift checkout s called dlosing the

shift. Typing will cause the system to close the shift. When
the shift is dosed, all functions necessary to allow the processing of the
next shift are completed. On hand at end of shift numbers are brought
forward to the next shift as on hand at beginning of shift numbers and
certain internal housekeeping funcions occur.  Accounts receivable,
employee and salesmen sales and disbursement account balances are not
updated at this time. This function is accomplished by selecting the Post
invoices function from The Manager's Assistant™ main menu. (For more
information, see Section 3.2 - Posting invoices, starting on page 113.)

Typing will allow you to retain all the information entered up
to this point. if you type EIRGEEE, the system will ask:

"*Should manually entered invoice be retained anyway 7"

Answering will couse the system to retain ALL the information you
have entered manually into the shift. This feature will allow you to enter
the Shift checkout funcion on o busy day and get a heod start on
processing your paper work.
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Answering no to the above question will cause the system to erase all
information manually entered into the shift. Prior shifts are NOT affected.

C.A.R.S. users note: lnvoices (work orders and charge sales)
that have been transferred automatically from C.A.A.S. will
NEVER be lost by erasing the shift.

Pressing [€nter] or typing anything except "Close” or "erase” will return you
to the Shift checkout menu. Once at the Shift checkout menu, you con
continue with the curent shift checkout.

You may break the day into as many as four separate shifts. If the shift
you are about to process is the last shift for this business day, ype "yes"
in response to "ls this the dosing shit?" If you type MEl, you MUST
process ancther shift for this business day. Pressing [€sc] will return you
to the Shift checkout menu. Once at the Shift checkout menu, you can
continue with the arrent shift checkout. If you are about to process the
fourth shift For this day, this question will not appear because the fourth
shift is assumed to be the last and dosing shift.

The system will now record the shift and update the system. This will take
o few moments. After the update is complete, the system wil ask, "'Do

you wont to print a Business Analysis Report?. Press LY to print the report
or press (%] to return to The Manager's Assistant™ main menu.

Precision tip: Do not request the printing of the Business
Analysis Report unless a printer is available.
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Backup first
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A/R Posting Report

Disbursement Posting Report

e€mployee Commission Report

Reset current sales

SECTION 3.2
POSTING INVOICES

The Post invoices fundion will update the customer charge accounts by
posting charge sales and payments to cwstomer charge accounts. It will
update the employees' sales by posting work orders and charge sales to
the employee and salesman's information. This fundion will also post the
paid out transactions (induding open account purchases) updating the
disbursement accounts. The employee and salesmen's sales and
commissions report and end of pay period processing is available in the
Post invoices fundtion.

You cannot end the month or year with un-posted invoices. You cannot
delete a disbursement account or accounts receivable accountifthe system
contains un-posted invoices. Before you delete either of these types of
accounts, you MUST Post invoices.

Maoke o set of backup copies prior to selecting Post invoices function,
NEVER select the post invoices funcion without o COMPLETE AND
CURRENT set of backups.

Precision tip: You may use HDBRCKUP to make backup
copies prior to posting.

To post invoices, press [SHIFT}- at The Manager's Assistant™ main
menu.

An Accounts receivable posting report {A/A Posting Repott) is a detailed list
of the charge accountinvoices {charge sale invoices, gasoline charge sales
and received-on-account invoices) that are posted. The system will askif
you want this report. Press Y if this report is desired. Press & if you do
not wish this report.

Precision tip: Do not request the printing of any of the three
reports unless a printer is available.

The system will ask if you want o Disbursement Account Posting Report.
Press (Y] if this report is desired. Press Y if you do net wish to print this
report. The posting will begin. Ifthere are many un-posted invoices in the
system, the process could toke some time.

After the posting is complete, the system will ask if you want an Employee
Commission Report. This report will calculate the commissions due each
employee and salesman for the current pay period. The system will also
fist sach employees’ and salesman's sales by department for the current
pay period, the current month, and the current year. This report should be
printed immediately ofter completing the books for the last shift of a pay
period,

After the €mployee Commission Report has printed, the system will ask if

you want to reset current sales. Pressing LY will erase the sales for the
pay period. This will allow you to accumulate the sales for the next pay
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petiod separately from the past pay period sales. Month-to-date and

year-to-date sales wili not be affected. Pressing will prevent the current
pay period sales from being erased. (See Section 3.8 - Ending the Pay
Period, starting on page 171, for additional information.)

Precision tip: Aesetting the current sales will prevent
employes commissions from automatically appearing on pay
checks written with the chedk writer system. [f you pay
commissions to employees and if you are using the checdk
writer system to write the poy checks, do not reset the
current sales. (See pages 149 & 171, for more information
on resetting current sales..)

€xt invoice posting Next, the system will organize (sort) the invoices (if necessany). When
completed, the system will return to The Manager’s Assistant ™ main menu.
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SECTION 3.3
PRINTING REPORTS

Al information entered into the system during o shift checkout may be
included in printed reports. All reports are printed in 132 column format.
The following reports are available:

Business analysis
Profitability projections

Disbursement summary
A summary of disbursements by disbursement account

P & L (Income statement)
Prints an up-to-the-minute Income Statement

Invoice reports
lsts invoices (work orders, paid out, charge sales, received on
account, miscellaneous income). These reports may be arranged
four different ways.

Sales (daily) reponts
Prints any or all information entered during the shift checkout.
Prints any or all of 4 sections; Sales and Cash Balance, Gasoline
Sales and Gasoline Inventony, Hey lkem lnventory and Invoices,

fuel sales summarny report
This report summarizes the fuel received and sold during the
month.

Cash receipts report
Summarizes for the whole month the amounts repotted in the
cash balance section of the Sales (daily) report.

In most cases, you may limit the amount of information printed to meet the
needs of the moment.

Precision tip: Recall that entering on open account purchase
invoice created two offsetting paid out invoices. [nformation
entered into the system using open account purchase invoice
entry is available by printing a list of paid out invoices.

To print repoits, press (A ot The Manager's Assistant™ main menu. f
printer is required for this function.
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Business analysis
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Month-to-date Sales
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After a few moments, the reports menu will appear.

Your Company Name
Hanager's Assistant (tm) Reports - Menu
Friday, April 21, 2999

Select function :

<8> Business analysis

<D> Disbursement summary

«P> P & L {Income statement)
<> Invoice reports

<§> Sales {daily) reports
<F> Fuel sales summary report
<C» Cash receipts report

=*»> Exit Reports

»»» Your selection : %

The Business Analysis Report will summarize sales and gross profit
month-to-dote and year-to-date. The report will also project sales for the
month and make comparsons to established goals. If you sell fuei, o
comprehensive pool margin analysis and a recommended gasoline order
are also incuded. The reportis available anytime after one complete day
of business has been entered. To print a Business Analysis Report, press
at the repoits menu. You willbe prompted to load the paper into the
printer. After the report prints, the system will return to The Manager's
Assistant™ main menu.

The Business Analysis Report is divided into three major sections.  The top
portion is devoted to sales, margins and projections. The middle sedtion
of the report is devoted to a recommended gasoline order and pool
margins. The middle section will not print if you do not sell fuel. The
bottorn section will summatize the balance of your checking accounts and
the total of your customer charge accounts.

The soles portion of the Business Analysis Report lists sales by
department. The two types of gasoline service (if used) are maintained
as separate departments. The sales by all other departments are listed
individually immediately below the total gasoline sales.

The first two columns show the month-to-date sales in each department
and the percent of total sales represented by that department. The
month-to-date sales are taken from the information entered while
balanding the shift checkouts. The percentages are calculated by dividing
department sales by total sales.
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Year-to-date sales are calculated identically to month-to-date sales except
that the year-to-date sales figures by department are used in place of the
month-to-date sales figures.

The "Last" column of the average daily sales and estimated gross profit
represent the totals sales for yesterday. If you have done a shift fortoday
this column will represent the totals sales for that shift.

The average daily sales month-to-date are calclated by dividing actual
sales month-to-date by the number of days you have been open so far
this month. The average daily sales goals (targets) are calcvlated by
dividing the sales goals by department (as entered in the setup
information) by the number of days you will be open this month.

The average daily sales year-to-date is calwlated by dividing the
year-to-date sales per department by the number of days you have been
open so far this year. For the purposes of calculating this report, the
system assumes that the number of days open month-to-date and
year-to-date is exactly equal to the number of business days entered into
the system so far this month and so far this year.

Projected sales are calculated by extending month-to-date sales by
department over the whole month. This is calculated by multiplying the
actual sales month-to-date by the number of days you will be open this
month {(as entered in the company setup information) divided by the
number of days you have been open so far this month.

Gross profitis cakulated using the gross margin percentages entered into
the setup information. The gross margin on gasoline is not an estimate but
is an actual figure. fAfter each shift check out, the system calculates the
cost of gasoline sold based on the current cost. The cost is accumulated
throughout the month and incudes all taxes. The gross profit on gasoline
is calculated by subtracting the gasoline cost from the selling price.

The Ffirst total line includes all sales except for gasoline sales. (5.0.T.G.
means "Sales Other Than Gasoline”. Gosolineg is induded in the second
total sales line.

The estimated operating expense month-to-date is calculated by prorating
the total estimated expenses for the month, as entered into the setup
information, over the number of days open so far this month. The
estimated net profit is calculated by subtracting the estimated operating
expenses from the estimated gross profit. Negative numbets indicote a
projecied loss.

In the gasoline portion of the business analysis report, the reorder section
will show the book inventony of each product and the system's estimate of
how much of each product to order. This estimate is based on
year-to-date sales by product. The report also includes an estimate ofthe
number of days supply of each productin storage. This estimate is based
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on month-to-date sales by product. The system assumes that the produdt
mix Wwould continue unchanged. Use the recommended gosoline order as
a guide tempered with your business judgment to reflect any trend in your
product mix.

Precision tip: The recommended gasacline order does NOT
take into consideration the size of the storage tanks.

The gasoline sales printed are daily averages both month-to-date and
year-to-date. (Total sales units are avalloble from the daily sales report.)
The margin on gascline per product is the current profit based on the cost
and retail (pump) price of each product at the time the report is printed.
The average profit per islond is the actual profit so far this month taking
into consideration all changes to the seling price and the cost of all
produds. The pool margin less credit card discounts represents the overall
pool margin reduced by the omount posted to disbursement account
#5580, Discount Credit Cards.

The Disbursement Report will summarize the amount paid in cash (cash
paid outs), the amount paid by check and the total amount paid for each
disbursement account  month-to-date  and  year-to-date. The
month-to-date and year-to-date totals are also expressed as a
percentage of sales.

To print a Disbursement Report, press 2] at the reports menu. The report
will normally include all accounts from the account number shownin the lows
column (100@) through the account number shown in the high column
(9999). If you wish, you may change the range of accounts to be printed
on the report by changing the low and high account numbers shown.

To change the account number range, press in response to the
question, "Are all entries comect ?". You may then enter a new low account
Aumber and a new high account number. After the report has printed, the
system will retumn to the reports menu.

The P & L report will print an up-to-the-minute report showing income,
expenses and profit. To print this report, press () at the reports menu.
After the report has printed, the system will return to the reports menu.

Work order, paid out, charge sale, received-on-accounts and
miscellaneous income are the five different types of invoices used in the
system. The invoice repotts will print any or all of the invoices in the system
sorted in any one of four ways; invoice number order, date order,
employee identification number order or account number order. Invoice
reponts printed in invoics number order will be sublotaled by invoice
number. Invoice reports printed in date order will be subtotaled by date.
Invoice reports printed in employee number order will be subtotaled by
emplovee. Invoice reports printed in account number order will be
subtotaled by account.
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Precision tip: Recall that entering an open account purchase
invoice created two offsetting paid out invoices. Information
entered into the system using open account purchase invoice
entry is available by printing a list of paid out invoices.

Uit invoices printed You may fimit the invoices printed on the report by spedfijing a ronge of
invoice numbers, a ronge of dates, a range of employee identification
numbers and/or a range of account numbers.

Print an Invoice Report To print an Invoice Report, press LY ot the reports menu. The screen will
show the following:

Your Company Name
Wanager’s Assistant (tm} Reports - Inveice reports
Friday, April 21, 2090

Enter type of fnvoice !

<W> Work orders

<P> Paid outs

<G> Charge sales

<R> Received on account
<M> Miscellansous account
<S> Sold-by memo

»»> Your selection © f

{ the <ESC> key to cancel )

Select type of invoice Select the type of invoice you wish printed on the report by pressing the
appropriate letter.
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The screen will now show the following:

Your Company Name
Manager's Assistant (t®) Reports - Invoice reports
Friday, April 21, 2949

Print and subtotal Work order invoices by @

=<I> Invoice number

<D> Date of transaction
<E> Employee

<A> Agcount number

»»>> Your selection : i

{ the <ESC> key to cancel }

Print & subtotal by Select the order in which you wish the invoice report printed and
subtotaled by pressing the appropriate letter. The screen will change
again.

Your Company Hame
Manager’'s Assistant (im) Reports - Invoice reports
Friday, April 21, 2004

Print : Work order - Employee nusbar Sequence

Low High

Invoice number 059998

H 9
Date of transaction : 94/91/2999 94/2112009
Erployee number : 1 62
Account nuwber H 9 2999

»»> Are all entries correct 7
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You may limit the invoices incduded in the report by specdifying the lowest
invoice number and the highest invoice number to be printed. Pressing
[Enter] for the low invoice number will cause the low invoice number to
default to zero. Pressing [€nter] for the high invoice number will cause the
high invoice number to default to 999999.

The inveices to be included in the report may also be limited by spedifying
arange of dates. Pressing [Enter] will cause the low date to default to the
first day of the current month. Pressing [€nter] for the high date will cause
it to default to the date of the last shift checkout.

Precision tip: The "Low” date can be changed to a date
earlier than this month. The number of months of Manager's
Assistant invoices you have set the system to retain will
determine how Far back this date can be set.

You may also limit the invoices by entering o range of employee
identification numbers. The low employee identification number will default
to employee #1. The high employee identification number will default to
employee #99.

A range of account numbers may also be used to fimit the invoices
incduded. The low account number will default to account #1. The high
account number will default to account #9999,

Precision tip: When printing miscellaneous sales invoices,
the account number is equal to the sales department
selected minus 1. Uhen printing work orders, the account
number will represent the method of payment, 1 meoans
paid by cash, 3 means paid by credit card, 4 means paid by
check.

The sales (daily) report will print any or all information entered during the
shift checkout. The report is divided into Four sections, Sales and Cash
Balonce, Gasoling Sales and Gasoline Inventory, ey ltem Inventory, and
Invoices. Any section may be printed for any business day(s) within the
crrent month.
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To print sales (Jaily) reports, press k) ot the reports menu. The sales
(dally) reports screen will appear.

Your Company Wame
Manager’s Assistant (tm) Reporis - Sales reports
Tuesday, June 1, 1999

Print sales reports for what period ?

Starting date (MU/DD/YYYY) g6/91/1089
Ending date  (MM/DD/YYYY)}  96/02/1089

Print :
Sales / Cash balance { Yes )
Invoices { Yes )
Key item inventory { Yes )
Fuel pump/Inventory { Yes )

You may have the system print a sales (daily) report for any one day or
for any number of consecutive days within the current month. The span of
days for which a sales (daily) report willbe printed is identified by entering
the starting day and the ending day. (The system will supply the month
and year.) The starting day may not be earlier than the first day of the
current month or later than the day of the lost shift balonced. The ending
day may not be earlier than the starting day or later than the day of the
last shift balonced with the system.,

The sales and cash balance section of the sales (daily) report prints sales
by department for each shift processed that day. lkalso prints a recap of
the cash bolance, the bank deposits and credit cards. The name of the
employee responsible for the shift is also printed in this section.

The paid out section of the sales {daily) report lists all the paid outs for
each shift processed that day.

The invoice section of the sales (daily) report lists all invoices entered
during the shift checkout. The invoices are grouped into four separate
sections, the cash paid out invoices, the account receivable invoices, the
repair orders and charge invoices, and the miscellaneous sales invoices.

The Key ltem lnventory section of the sales (daily) report lists all items in
the Key ltem Inventory, the status of these items and their sales. Unused
items in the key item inventory print as blank lines.
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The gasoline and gasoline inventory section of the sales report kists all
gasoline pumps, their opening and closing readings both in units and in
dollars, and the sales from each dispenser. The sales are totaled by type
of product and type of service. The gasoline book inventony is also printed
with the stick readings and the variancg from the book inventory as
calculated by the system. The dailly variance is calculated while printing the
reports and will be acwrate only If two or more reports are printed
consecutively,

Any section(s) of the sales (daily) report may be printed or not printed as
desired, To indude any of the above sections in the sales (daily) report,

—
press 7. To exdude any section, press ™.

If you are printing a sales (daily) report for the last business day
processed with the system, the month-to-date and year-te-date sales
figures will be induded on the sales (daily) report. These figures will
appear only on the sales (daily) report for the lost business day
processed with the system. When the sales (daily) reports are complete,
the system will retumn to the reports menu.

The Fuel sales summany report should be printed at the end of the month.
It summatizes the fuel received and sold during the month. The report
includes doltar amounts of fuel sold.  This will make it easier for your
accountant to correctly caleulate the sales tax due when both gaschol and
pure gasoline products are sold. It will also make it easy to calculate any
tax that may be payable directly to a government agency when the tox
is bosed upon the number of gallons purchased or received.

To print a Fuel sales summary report, press tE) at the repotts menu. After

the report prints, the system will return to the reports menu. Press o
exit to The Manager's Aissistant™ main menu.

The Cash receipts report will summarize the omounts reported in the cash
balance section of the Sales (daily) report. The report will show the
amount of Charge Sales, Cash dose, Credit cards dose, Cash paid out,
Bank deposits, Total sales, Received on account, Cash open, Credit cards
open, Non-sales income and the Over / short amount for each day. The
bottom section of the report will summanize the balance of your chedking
accounts and the total of your customer charge accounts.

To print a Cash receipts report, press L8 at the reports menu. You will be
prompted to load the paper into the printer. After the report prints, the
system will return to the reports menu. Press -], to exitto The Manager's
Assistant™ main menu.
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To enter Accounts. receivable

The menu

SECTION 3.4
USING THE ACCOUNTS RECEIVABLE SYSTEM

fccounts receivable transactions (charges and received on account) are
not entered directly into the Accounts receivable system. The Shift checkout
function enters them Ffor you.

The Accounts Receivable function will allow the oddition, editing and
deletion of customer accounts, the review of charges and poyments and
allows you to apply payments in Open item accounts, That you wers net
able to apply during Shift checkout. This function will also print various
Accounts receivable reponts.

To enter the Accounts receivable system, press A at The Manager's
Assistant™ main menu. The Accounts receivable menu will appear.

Your Company Name
Uanager’s Assistant (tm} Accounts Receivable - Hlenu
Friday, April 21, 2094

<C> Customer accounts
<R> Reports
<#*» Exit Accounts Receivable

>>> Your selection 1 %

The Customer accounts fundtion will ollow you to add, inquire, edit or
delete accounts. The Reports function will allow you to print various
Accounts receivable reports. This function will also print a set of mailing
labels, rotary file cards and allow you to print a statement for any account
at any tima,
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To add, inquire, edit or delete customer accounts, press B. The Customer
accounts screen will appear with the first account (by number) displayed.

Uanager’s Assistant

Account number
: Local Cable Company

Hame

Address line 1 :
Address line 2 ¢
: Your Town, US 12345

City, State, Zip

Phone :
: Betty
t QOpen item

Contact
Account type

Service charge :
Credit limit :

Your Company Name
(ta) Accounts Receivable - Customer Accounts
Friday, April 21, 2999
2999 Current balance
9.99

11122 Any Street
{4111} 555-1315

18.99%
q

Statesent mestage line 1 :
Statement message Line 2 :
Comment:
Aged balances

»»> Your selection : ¥
<N>-Next  <P>-Previecus <§>-Search <T=-Turn page  <E>-Edit <*»>.Exit
<¥>-View aging <D>-Displayfapply invoices <C>-Convert to Bal. Forward

The information wilt appear on two sareens (poges) with a mini-menu at

the bottom of the screen. The second page is displayed by pressing
to turn the page.

To display the next account in the system, press M. To display the
previous account, press .

To display o particular account, press 5. vou wilibe prompted to enter
an account number. Fthe account is not in the system, the error message
"nvalid Account #* will flash. Enter another account number or press [€s¢]
to return ko the mini-menu.

To display a partticular account by name, press (5. vou will be prompted
to enter a name. If the name is not in the system, the error message
"Match not found” will flash, €nter another name or press [€5C] to return
to the mini-menu.

Any information on the first page, except the cument balance, may be
edited. The information on the second poge may not be edited.

To edit the information displayed, press . To edit or change an item,
type in new information. To keep old information in a field, press [Enter].
The original information will be retained.
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To display month-to-date or year-to-date sales information, display the
second page by pressing [7. Then press to display the month-to-date

sales information, or press to display the year-to-date sales
information.

Pressing L] will allow you to print a maifing label for the displayed account.

Precision tip: The mailing lobels are set to print on 1" X 316"
continuous feed labels.

To assign o new account number to the account, press "), vou will be
asked for the new account number.

Precision tip: The system will not allow you to renumber an
account if there are un-posted invoices.

To delete an account, press (). You will be osked to confirm your
intention.

Precision tip: The system will not allow you to delete an
account if there are un-posted invoices, if the account
baionce is not zero or if the account had any activity during
the current month.

Te add an account, press [l (See page 34, for a description of the
information required to add an account.)

Precision tip: If the system becomes Full, you will have to
delete old, unused accounts or expand the system to allow
space for more accounts. (See page 169, for information on
expanding Rccounts Receivable.)

IF the account displayed is a Balance Forward account, this function wil
convert the account to an Cpen ltem account type. The balance for prior
months (last month and 1 month old through 5 months old) are converted
to lump sum Balance Forward invoices. Payments have to be opplied to
Balance Forward invoices just as they have to be applied to charge sale
invoices.

Customers frequently pay for invoices from different months on the same
payment. It may be necessory to accumulate the payments until
payments for oll of the invoices represented by the lump sum Balance
Forward invoices hove been received. At that time you can use the
Display/apply Transactions funcion descibed on page 128, to apply the
payments to the old Balance Forward invoices.

If the: account displayed is an Open ltem account, pressing (S, will convert
the account to a Balance Forward account type. If the account displayed
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is a Balance Forward account, pressing {€], will convert the account to an
Open ltem account type.

Precision tip: When converting an Open Item account type
to o Balance Forward account type the system will
consolidate all invoices from prior months. The amounts will
be stored as prior month balances and the invoices from
prior months will be erased.

This Function will only appear if the account displayed is an Open ltem
account type. The function will age the account and display the aged
balonces.

This function will only appear if the account displayed is a Balance Forward
occount. This function displays the current month invoices (charge sales

and payments) on the saeen. Press (2], then use the [Up Arowl],
[Down Arrow], [Page Up] and [Page Down] to scroll through the
transactions.

This function will only appear if the account displayed is an Open item
account. This function displays all invoices for this account regardiess of
their transaction date. This function also allows you to apphy (match) the
payments to charge sale invoices previoushy entered. This allows you to
keep track of which invoices your customer has paid for and which invoices

remain unpaid. Pressing L] will display the following:

Your Company Name
Actounts Receivable - Customer accounts - Display/Apply Acocount - Arraw Co.
268.3¢ Previous balance Applyfng from 1388.67 Current sales
394.13 Current payments payment 19647 1648.97 Current balance
Sslected: 394,13 Payments 268,30

Sale

Sale 1592 93/94/99 78.09
Sale 1615 93196199 163.85
Sale 1724 93/91 /99 185.43
Sale 1729 g3/18/99 93.95
Sale 1738 gar21/08 19.99
Sale 1788 far24799 145.43
Sale 1789 94703700 35.99
Sale 1835 9472799 35,99
Sale 69951 g4/58/99 558.08
Payment 19847 947121199 394.13 SELECTED

Press <h-, <ENTER>, or <Spacs-Bar> to apply or un-apply invoice
<Up Arrow> <Down Arrows <Page Up> <Page Down> «*».Exit
{ the <ESC> key to cancel }

Precision tip: This function allows you to apply (match) only
previously entered payments to the charge sale invoices.
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Usually, as payments are entered into Shift Checkout, the
payments are applied (matched} to the charge sale invoices.
This function should enly be used when the payments did
not get applied or were incorrectly applied during Shift
Checkout.

The Display/apply transaction screen will allow you to apply previously
entered payment(s) to previously entered charge invoices. The top ofthe
screen will show the account's previous balance which is the amount owed
at the beginning of the month. It will show the posted payments which is
the total of all payments posted to the account this month. Ttwill show the
posted sales which is the total of all sales posted to the account this
month. It will also show the posted bakance which equals the previous
balance minus posted payments plus posted sales.

To apply payments to charge invoices highlight the payment by using the
[Up Arrow], [Down Arrow], {Page Up] or [Page Down] keys. Then press
[&, [enter] or [Space Bar] to select the payment. The "Selected” line wil
appear and show the amount of the payment (ROA) invoice you just
selected. Itwillalso Aashin redifthe applied payments are out of balance
(over or short). At this point it should flash "Over" by the amount of the
poyment just selected.

The check number of the payment just selected will appearin the green
“Applying from payment” box near the top middle of the screen. As
payments are applied the check number shown in the green box will be
recorded on the invoice(s). Once the invoica(s) is selected the check
number will oppear to the right of the word “SELECTED” in the status
column of the screen.

Precision tip: You may also un-apply previously applied
invoices to correct mistakes. Highlight the previously applied
charge invoice or payment and press A, f€nter], or
[Space Bar] to un-apply the invoice.

Next, highlight the charge invoice (s) to which the payment applies. Then
press {al, [enter] or [Space Bar] to select the charge invoice. If more than
one charge invoice needs to be selected repeat the procedure os
necessary. When the total payments selected equals the total charge
invoices selected the "Selected" line will be replaced by the word
"BALANCED" Alashing in green.

Press {1} to ext the Display/apply transaction screen. The system will only
allow you to exit if the selected charge invoices minus the seleded
payments equals zero (balances). If you can not balance the charge
invoices to the payments, press [€sc]. The system will ask "Do you wishto
cancel what you have done 7", Answer Mes to exit. Pressing [€sc] orlMo
allows you to continue applying transactions.
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View History The view History function allows you to look at the Opening balance,
payments, sales, service charges and dosing balance for each month. This
information con be displayed on both Balance forward and Open item
accounts.

Precision tip: The number of months disployed depends on
how you answered the question “Retain xx months of
Accounts Receivable history.” in the Company setup. See
page 21 setting up the system above for more information.

To View the History To view the history of the displayed account, press . The following will
appear:

Your Company Name
GCustomer accounts - view History - Local Cable Company

OPENING BAL. 92/91/98 9.99
Sale 92/19/99 99.39
CLOSING BAL. 92/20/99% 99.39

OPENING BAL. g3/gt/99 99.39
Payment ¢3/14/99 -99.39
CLOSING BAL. #3/31/9% 3.99

CPENING BAL. 94/91/99 #.99
CLOSING BAL. 04730799 9.99

OPENING BAL. 95/91/88 9.499
Sale 6174 95/22/99 738.99
Payment 19462 95722799 -679.95
Payment 19498 95/29/98 -37.14
CLOSING BAL. ¢5/31199 $.99

<Up Arrow> <Down Arrow- <Page Up>  <Page Down> <L>-Listing <*>-Exit

[Up Arrow] [Down Arrow] Pressing the [Up Arrow] or [Down Arrow] will move the information on the
screen Up or down one line at a time.

[Page Up] [Page Down] Pressing the [Page Up] or [Page Down] will move the information on the
screen Up or down one page at a time.

Listing Pressing @, win print a report showing the "ltem, Invoice number, Date
and the amount of each transaction.

€xit Pressing [, willtake you badk to the Customer account screen.

€xit Customer accounts To exit customer accounts, press Gl The systermn will return to the Accounts
receivable menu.
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To display the Accounts receivable reports menu, press (&), The Accounts
receivable report menu will appear.

Your Company Name
MWanager's Assistant {tm) Accounts Receivable - Reports
Friday, April 21, 2009

<A> Aging report

«<C> Complets account listing
«<P> Payment / Sales report
<0> Qpen invoices by ascount
<M> Watling labels

<f> Rotary file cards

<5> Single statement

«<*> Exit Reports

»>> Your selection :

The foliowing reports are available:

The Complete aging report prints the previous balance, current month
payments, crrent month sales, current balonce os well as how much of
the amount due is owed from prior months. The abbreviated version will
not print the aging information for each account separately; only the totals

will be printed. Press 1Al to print an Aging report. Then press L to print
o complete report orB to print the abbreviated version. The complete
report may be printed umen‘collu (in account number order) or
Iphobeticailq (in alphabetic order by account name). If you would like

to excude zero-balance accounts from the report, press LY to "Cxcdude
zero-balance accounts ? ( Y. IF you would like all accounts to print

regardless of their balance, press .

The abbreviated version of the Complete account listing will prink the
customer name, address, phone number, person to contact, account type
os well as the current balkance due. In addition, the complete version of the
report will show the spedal message (if any) to be printed on the
statement, the comment line (if any), year-to-date service charge, the
annual percentoge and the credit limit {C.A.R.S. users only).

Press 14 to print o Complete Account Usting, then press t4 to print the
complete version of this report, or A to print the abbreviated version. In
either cose, you may print the reportumerico!lt; or!phobeticollt;. IFyou
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Payment / Sales Report

Qpen invoices by account

Mailing labels

Rotary file cards

Single statement printing
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SECTION 3.4
USING THE ACCOUNTS ReCEIVABLE SYSTEM

would like to excude zero-balance accounts from the report, press LY to
"Exdude zero-balance accounts ? Y IFyou would like all accounts to

Ry

print regardless of their balance, press

The abbreviated version of the Payment / Sales Report prints the account
number, account name, and phone number. |t also shows the prior
balance, the current months sales, the date of last sale ond invoice
number, the current months payments, the date of last payment and chedk
number and the current balonce. In addition to this information, the
complete version of this report also shows the sales by sales depatment
made to this account so far this month and so far this year.

To print the Payment / Sales Report, press {71, then press 14 to print the
complete version of this report orlAto print the abbreviated version of this
reportt. €ither may be printed @umerﬁcollu orlphobetico[lu. if you would

like to exclude zero-balance agcounts from the report, press L to "Exdude
zero-balonce accounts ? ( Y. If you would like all accounts to print

regardiess of their balance, press [x].

The Open invoices by account report will print o list of all Accounts
Receivable invoices in the system by account number. The lisk may be
printed for one account or ali accounts. The invoices printed on the report
are for both Balance Forward and Open ltem accounts.

Precision tip: If the account is a Balance Forward account
only invoices for the current month will print.

This report option will print a set of Mailing labels for all of your accounts.
You do not need mailing labels te mail your monthly statements. Use
window envelopes.

This report option will print a set of Rotary file cards for all of your accounts.
This option indudes a choice of printing rotary file cards in three different
sizes. The 1"x 3% "size is intended to be used to print on continuous feed
mailing labels to affix to other types of file cards or folders. The £ 1/6"x 4"
and the 3"x 5" sizes are for continuous feed rotany file cards.

A statement may be printed for any charge account customer ot any time.
The single statement printing option functions exactly like the end-of-month
statement printing, except the single statement printing fundtion will allow
you to enter a beginning date and an ending date. The system will add
all tronsactions prior to the beginning date to the opening balance for the
monthin order to compute an opening balance for the period to be printed
on the statement. All transactions after the ending date will be ignored.
This will allow you te bill an account weekly, semi-monthly, or for any time
pericd you desire.

Precision tip: Only posted invoices for the curreat month will
be included on the statement.
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&t Accounts receivable

THE MANRGER'S ASSISTANT ™

SECTION 3.4
USING THE RCCOUNTS RECEIVABLE SYSTEM

See page 165 of this manual for o complete description of statement
printing.

—
To return to the accounts receivable menu, press {]. Atthe accounts

receivable menu, press {*} again to return to The Manager's Assistant™
main menu.
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Description

To enter Employes Information

SeCTION 3.5
EMPLOVYEC INFORMATION

The €mployee Information function will allow you to.add employees, edit
their sales, adjust their commission percentages and print various

employee oriented reports.

To access the e€mployee information, press & at The Manager's
Assistant™ main menu. The Employee Information menu will appear.

Your Company Name
Manager's Assistant {tm) Employee Information - Henu
Friday, April 21, 2909

<> Ewployes inquire/edit

<f> Reports

<G> Company payrell info.

<*> Exit Employee Information

»»> Your selection : %

Employee inquire/edit
Allows you to add, review, edit, renumber and delete employee
records.

Reports
Prints €mployee information reports, Commission plan reports,
Payroll reports, Deductions reports and Single. W-2's.

Company payroll info.
Allows the entering of the current State and Federal tax tables,

standard €mployee Payroll information and allows the resetting
of employee commissions,

&xit Employee Information
Returns you to The Manager’s Assistant™ Main Menu.
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Employees inquire/edit

[11. 121, [3]. [4]

Next, previous, search

€dit, add

Renumber

THE MANAGER'S ASSISTANT™

SECTION 3.5
EMPLOVYEE INFORMATION

To add, review, edit or delete employees infarmation, press B The
employes inguirefedit - Payroll information screen will appear with the first
employee displayed.

Your Gompany Name
Employee Infarmation - Employee inguire/edit - Payroll infermation {Page 1)
Friday, April 21, 2900

«+s Last check ---
Employee nuaber ; i Check # : ']
Name : John Smith Date : PR/99/09
Address line 1 : 901 Haim Street
Address line 2 Current pay ? .
City, State, Zip : Your Town, US 12345 Hired & 9114482
Fhone : { } 555-1234 Released : 09/09/09
Soc. Sec. Ho. : 123-45-6789 M.T.0. regular hours @
Single/Marries @ U U.T.0. overtime hours ;
Federal exemptions : 1 C,Y.T.D. regular hours :
State exemptionz : 1 C.¥Y.T.D. overtime hours @
Rate of pay : 42009.99 Earned vacation hours :
Salary/Hourly : S Earned sick hours :
Periods per year : 52 ¥.T.0. paid vacation hours !
¥.T.D. paid siek hours :

Comment 3

»>> Your seleotion : 4
<N>-Next <P>-Previous <$>-Search <T>-Turn Page
1> «2> <3> <4> <A»-Add <E>-Edit <R>.Aenumber  <¥>-Delete  <*>-Exit

The employee information is organized into four sareens (pages). The
pages are displayed by pressing the corresponding page number. Press

to display the Payroll information poage, press to display the
Paycheck setup page, press 13 to display the €mployee commission page
ond press 4 to display the Salesman commission page.

Precision tip: Page four will only be displayed if the
Salesman commission has been turned on in the Company
setup.

To disploy the information for the next employee, press ®. 10 display the
information for the previous employee, press Fl. 1o display the

information for a particular employee, press . vou will be prompted to
enter an employee number.

To €dit the information displayed, or to Add new employees, refer to
Section 2.3, starting on page 39, for a description of the information to be
entered and for detalled instructions on entering the information,

To Renumberan employee, Blearchforthe employee, then press Bl The
renumbering of an employee Will akso change the vendor code on chedks
previously written to this employee.
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Hard copy

Delete an employee

Exit Employee inquirefedit

€mployee Information - Reports

employee informalion report

THE MANAGER'S ASSISTANT™

SECTION 3.5
EMPLOYEE INFORMATION

Precision tip: €mployee number 1 can not be renumbered.
If you need to renumber employee number 1, make a hard
copy of the information. Next, edit the information for
emplioyee number 1 and then add the employee number
you would like him to be using the hard copy information.

The information displayed may be printed (hard copy) by pressing [Print
Screen] on an Ms-Dos system and by pressing [Shift]-[Print Screen) on a
Windows 95/98 system..

To delete an employee, press {£]. Allinformation for this employee will be
erased.

Precision tip: €mployee number 1 maoy not be deleted. if on
employee has worked during the current calendar year you
should not delete the record until the W-2s have been
written for the year.

To exit the Employee inquire/edit display, press . The system will retumn
to the émployee information menu.

To display the €Employee Information - Reports menu, press. The report
menu will appear.

Your Company Hame
Manager’s Assistant {tm) Employee Information - Reports
Friday, April 21, 2009

<E> Employee information report
<G> Gommizsion plan report

<P» Payroll report

<f> Deductions report

<S> Single ¥-2 printing

<*»> Exit Reports

>»> Your selectica @ ?

The following reports are cvailable:

The complete version of the €Employee information report will print the
information shown on the first page of €mployee Information.  The
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Commission plon report

Payroll report

Deductions report
Single W-2 printing

&xit Employee Information Repons
Company payroll info.

&xit Employee Information

THE MANAGER'S ASSISTANT ™

SECTION 3.5
EMPLOVYEE INFORMATION

abbreviated version of this report will print only the employee name,
address, phone number and sodal security number.

To print the Employee Information report, press . then press L4 to print

the complete version of this report or[A to print the abbreviated version
of this repott.

This report will print the some information as the €mployee Commission
Report except that the system will print the commission percentages in
place of commission dollars. (See sedion 3.8, starting on page 171, for

additional information.) To print the Commission Plan, press [Sl.

A Payroll report will show the amount of regular wages, overtime wages
and commissions paid to each employee for the wrrent pay period, the
month-to-date, the quarter-to-date and the year-to-date. Itwillalso show
the federal income tox withheld, sodal security withheld, medicare
withheld, state income tax withheld, other deductions and net pay from
eachemployee for the same periods. The report will show these amounts
totaled for all employees and will alse print the necessany 941 deposit
based upon the cument pay period, the month-to-date, the
guarter-to-date and year-to-date.

A Deductions report will show the amount of each of the additional
deduction categories withheld from each employee for the current pay
petiod, the month-to-date, the quarter-to-date and year-to-date.

This function will allow you to print o W-2 for any employes ak any time.
W-2 forms are required. (See Appendix B - Forms and Checks, starting on
page 193, for more information.)

To exit the €Employes Information - Reports function, press B vou wil
return to the €Employes Information menu.

For information on Company payroll information, see Section 2.3 - Setting
Up The €mployee Compensation System, starting on page 39.

To leave Employee Information and return to The Manager's Assistant™
main menu, press L*J at the Employee Information menu.
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éntering the Checking Accounts

SECTION 3.6
USING THE CHECKING ACCOUNTS SYSTEM

The Checking Accounts System s a fully integrated part of The Manager's
Assistant™ bookkeeping system. It manages two checking accounts.
They are called the Commerdal Account and the Miscelloneous Account.
The system also accumulates disbursements by vendor (payee) and by
disbhursement account. Both checking accounts may be recondled withthe
system. (See Section 2.4, starting on page 61, for a complete description
of the Checking Accounts and the information required to set it up.)

To enter the Checking Accounts, press 18 at The Manager's Assistant™
main menu. The Checking Accounts menu will appear,

Your Cowpany Nawe
Manager’s Assistant (tm) Checking accounts - Henu
Friday, April 21, 2000

«<P> Print checks

<l> Hanual entries

<D+ Display checks

<R> Reports

<¥> Vendor accounts

<A> Accaunts payable

<B> Balance checkbook

<E> Erase cleared checks
<& System status

<*»> Exit Checking accounts

>>» Your selection : 3

Briefly, this is what each choice will do:

Print checks
Writes checks using either checking account.

Manual entries
Records manually written checks, debit memos, creditmemos and

miscellansous bank charges.

Display checks
Allows on screen review of checks from both accounts. Allows
voiding of checks.

Reports
Prints lists of checks, deposits or adjusting entries for either
checking account. Prints a detailed report of disbursements made
by check to the various disbursement accounts. Also prints a fist
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Add, edit, inquire vendor accounts

THE MANRGER'S ASSISTANT™

SECTION 3.6
USING THE CHECKING ACCOUNTS SYSTEM

of vendors and a list of checks wiitten to any vendor. This fundion
will also print a set of maifing labels and rotany file cards.

Vendor accounts
Allows adding, editing and deleting vendor accounts (payees)
and the "standard" check assodated with that vendor.

Accounts payable
If you have our full featured - cash management - acounts
payable add-on function.

Balance checkbook
Recondles either checking account.

€rose cleared chedks
€rases old checks ond adjustments which were deared by
reconciling the account.

System status
Displays the date of the lost deposit made to each checking
acount, the number of the last chedk written on each account, the
current balance of each account (as cakulated by the computer)
ond the amount of space left in the system.

See page 62 of this manual for information on Vendor Accounts.
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Space remaining

Return to Checking accounts menu

THE MANAGER'S ASSISTANT ™

SECTION 3.6
USING THE CHECKING ACCOUNTS SYSTEM

To display the system stotus, press BE. The System status display wil
appear.

Your Company Name
Manager’'s Assistant (tm) Checking accounts - System status
Tuesday, June 1, 1999

Account Last Last Account
Number Deposit date Check number Balance

C  Your Bank Name 1 9.9
4 DO NOY USE 1 0.9

.99
Space avaflable for 489 check entries.

»»> Press <ENTER> to continue <<«

The amount of space available for checks and adjusting entries is shown
near the bottom of the system status disploy. An 'item” consists of a
check, a stub entny or an adjustment. Note that a cheds will count as at
least three items, two for the check and one for each stub entry. A check
with twelve stub entries will count as fourteen items.

To return to the Checking accounts menu, press [Enter].
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Print checks

Check number

Date on check

Vendor code

THE MANAGER'S ASSISTANT™

SECTION 3.6
USING THE CHECKING ACCOUNTS SYSTEM

To print checks with the system, press [A. vou will be asked which account
you wishto use. Press L) to write checks using the Commerdal Account or

press M to write checks using the Miscelloneous Account, You will be
prompted to load your chedks into the printer, and then press [Enter]. The
check entry screen will appear.

Your Company Name Account Your Bank N
Vendor abbr : Cheek ¢ S
bate : ¢4/21/2090
PAY 70 THE GRDER OF : Aacunt :
Address Line 1
Address Line 2
City, State, Zip :
Message on check :

Date Acct Entry Description Grosy Diseount

{ the <ESC> key to cancel )

Precision tip: If you are only using the Commercial account,
you can prevent the system from asking which account to
use. €nter the words "DO NOT USE" or *NOT IN USE® into the
account  description  for the Miscelloneous account
information in the Company setup.

The system remembers the number of the last chedk written. The system
will assume you wish to use the next check number to write the next chedk.
Pressing [€nter] will cause the system to assign this number to this chedk.
You may over-fide the automatic assignment of chack number by typing
a check number, then pressing [Enter].

Press [Enter] to use the system date, or type in the date to be printed on
the check in MM/DDAYYY format, and then press [Enter].

Precision tip: If the date entered is not within the current
bookkeeping month, the system will reject it.

€ntering a vendor code will enable you to either wiite a chedck to a
previously entered vendor or allow you to simultanecusly set up o new
vendor and write the first chedk to that vendor. €nter the code that
corresponds to the vendor for which you wish to write the check. If the
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Correct vendor name or address

To Write @ chedk ond not
store the vendor

THE MANAGER'S ASSISTANT™

SECTION 3.6
USING THE CHECKING ACCOUNTS SYSTEM

vendor is not found, the system will osk "New vendor ? (!

will add the vendor to the system. Pressing will allow you to
re-enter the vendor code,

Precision tip: IF this vendor is already in the system and you
have entered a standard check for this vendor, the check
stub detail will appear. (See page 63, for information on
standard checks.})

IF you are adding a new vendor to the system, the information on the
check stub will be stored as the "standard” check for that vendor.

Precision tip: IF the gross amount changes with each check
you write this vendor, go to Vendor accounts and edit the
gross shown on the standard check to 0.00.

You may print the check using the vendor information as displayed or edit
any of the information shown using the functions described in Section 1 of
the Precizion Main Menu. Cotredions to the name, address or message
will be stored.

To write o check to someone that you do not wish to store as a vendor,
enter nothing into vendor code; just press [€nter]. You will be allowed to
enter the name and address of the vendor (payee), and the message to
be printed at the bottom of the check. €ntering an address or Message
to be printed on the chedk is optional.
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€nter check stub detail

Reference date on chack

Disbursement account

Entry description

Gross amount

THE MANAGER'S ASSISTANT™

SECTION 3.6
USING THE CHECKING ACCOUNTS SYSTEM

The check may be divided into as many as twelve separate
disbursements. for each disbursement, enter a reference date, o
disbursement account number, o description of the entny, the gross amount
and the discount (if any). The discount may be either a dollar amount or
a percentage. The system will automatically calcukate the net amount.

Your Gompany Name Account Your Bank Name
Vendor abbr : GE Check # 2
Date : 94/21/2999
Amount ¢ 54.99

PAY TO THE ORDER OF : ComEd
Address Line 1 : Bill Payment Center

Address Line 2 :
City, State, Zip : Your Town, US 12345
Message on check @ Acct ¥ DFOD 3443343
Date Acct Entry Description Gross Discount
5439 Electric bill day 54.00 9.49

Disbursement account - Electricity

{ the <ESC> key to total check )

The reference date will appear on the check stub and appear in the
repoits. It may be different than the date on the check. For example,
when paying several invoices, you may wish to enter each as a separate
fine item entny using the date on each invoice os the reference date. €nter
the date in MM/DDAY format. Pressing [Enter] will cause the system to
use the date of the chedk.

Enter the number of the disbursement account to which you wish to charge
the disbursement amount. Entering the number of a disbursement account
not in the system will cause the system to ask "New account ? ( I
the system asks if this is a new account and the account is not a new
account, you have incorrectly entered the account number. Pressing 8 wil

allow you to enter another account number. Pressing LY will allow you to
add the account. The system will ask for the account desaiption, type in
the description and press [Enter].

The entry description will appear on the check stub and on the reports.
You have 18 characters in which to enter a description. The description
should be used to desdribe the purpose of the disbursement.

€nter the gross amount of the disbursement. Do not enter a netor
discounted amount.
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Total the chedk

Print the check

Print additional chedss
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SeCTION 3.6
USING THE CHECHING ACCOUNTS SYSTEM

A discount may be either a lump-sum discount or a percentage discount.
To enter a lump-sum discount, enter the dollar amount of the discount,
then press [Enter]. To enter a percentage discount, enter the discount
percentage, followed by a percent sign, then press [Enter]. (Forexample,
a one and one-half percent discount must be entered as "1.5%") The
system will calculate the net amount by subtracting the discount amount
from the gross amount.

After entering the twelfth disbursement, the system will total the check, If
you enter less than twelve disbursements, total the chedk by pressing [€5C]
when a reference date is requested.

The system will ask "Ready to print this check ? (¥ )". IF the information
is not corredt, press (. vou will be allowed to re-enter the check

information. If the information is correct, press &, The system will
immediately print the chedk. Then the information will be posted to the
disbursement accounts and vendor account.

Repeat this process until all checks have been written. To return to the
Checking account menu, press [€sc] when prompted to enter a chadk
number.
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Payroll check (Vendor code)

first paycheck of the pay period

Reference date

Regulor hours

Gross wages for regular hours

THe MANAGER'S ASSISTANT™

SECTION 3.6
USING THE CHECKING RCCOUNTS SYSTEM

The process of writing a payroll check is veny similar to the process just
described. Instead of entefing o vendor abbreviation, enter o numbersign

foliowed by the identification number of the employea for whom you
wish to write a payroll chedk.

The chedk will appear with the payroll information olready filled in. At the
bottom of the screen the system wilt ask “Is this the first pay chedk for a
new payroll 7 (YesMNo )", If this is the first payroll chedk you are writing
for this payroll period, type MEE]. The system will take a moment to
cdear the current pay column of the €mployee inquire/edit - Paycheck setup
screen.

Your Company Name Accoynt Your Bank Name
Vendor abbe @ 45 Check # & 2
Date : 94/21/2009
PAY TC THE ORDER OF : Bill Thompson Amount ¢
Address Line | : 7654 OQakwood Drive
Adéress Line 2
City, State, Zip : Your Town, US 12345
Uessage on check : Payroll check SS# 987-85.4321

Date Acct Entry Description fiross Discount
$472112900 6909 fleg. Hrs.= 40.909 513.69
947/21)299¢ Gigg 0.7. Hrs.= 0.900
$4/21/2000 8200 Commission
9412172900 2191 Fed'l Withhalding
g4j21/2908 2114 Soc. Security
9472172908 2121 Uedicare
g4s21/2000 2139 State Withholding
P4/21/2090 B40p Uniforas
9412112000 5975 Group insurance
9472112000 2309 1.50% 491k
gs/21/2090 2291 1.125% City tax

Is this the first pay check for a new payroil ? { Yes/No ) I

Precision tip: If you are writing an early paycheck for an

employee, remember you should answer ) when writing
the rest of the paychecks for that pay period.

The ending date of the payroll period should be entered as the reference
date. The system will move to the account number used for accumulating
reqular wages paid to this employee. Type nothing; just press {Enter].

Now enter the number of reqular hours worked. The number of hours may
contain up to three places past the dedmal point.

After entering the number of regular hours worked, the system will
calevlate the regular wrages to be paid to the employee. Fthe employee
is paid hourly, the system will multiply his hourly rate by the number of
reqular hours worked. If the employee is paid salany, the system will
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Date, account number

Qvertime hours

Gross wages for overtime hours

Commissions on overtime hours

Date, account number

Commission dollars

THE MANAGER'S ASSISTANT™

SECTION 3.6
USING THE CHECKING ACCOUNTS SYSTEM

divide his annual salany by the number of pay periods entered for this
employee; the number of regular hours worked will not alter this amount.

When you press [Enter), the regular wages to be paid to this employee
will oppear,

Precision tip: If, for some reason, you wish to override the
system's calculation of regular wages to be pald, enter the
amount of regular wages you wish to appear on the pay
check, then press [€nter].

The ending date of the payroll period should be entered as the reference
date. The system will move to the account number used for accumulating
overtime wages paid to this employee. €nter nothing; just press [Enter}.

Now enter the number of overtime hours worked. The number of hours
may contain up to three places past the dedmal point.

After entering the number of overtime hours worked, the system will
calkulote the overime wages to be paid the employee. If the employee
is paid hourly, the system will multiply his hourly rate by the overtime
factor. This amount is multiplied by the number of overtime hours worked.
If the employee is paid salany, the system will compute the overtime
WOQeEs Qs 2ero.

If you have set up the payroll system so that you will pay overtime on
commissions, the system will adjust the commissions to be paid the
employee appropriately.

When you press [Enter], the overtime wages to be paid this employee wil
appear.

Precision tip: I, for some reason, you wish to override the
system's calculation of overtime wages to be paid, enter the
amount of overtime wages you wish to appear on the pay
check, then press [Enter].

If the employee is paid commissions, the ending date of the commission
period should be entered as the reference date. The system will move to
the account number used for accumulating overtime wages paid to this
employes. Enter nothing; just press [€nter].

Notice that the system has taken the amount of commission due directly
from the Employee Commission Report. The employee's commissions will
be correct if you posted invoices following the balondng of the lost shift of
the commission pay period, did NOT reset current sales, and have NOT
posted invoices since. If, when setting up the payroll system, you told the
system that you pay an overtime factor on commissions, the commission
shown on the check stub hos been adjusted for overtime hours worked.
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Tox calculations

Other deductions

Deleting o deduction

€mployee advances

THE MANAGER'S ASSISTANT™

SECTION 3.6
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Press [€nter] throughthe Federal withholding, Sodal security, Medicare and
State tox fields.

If the employee wants an additional amount for tax to be withheld and
you have not entered the amount on his standard check, enter the amount
as you go through the tax line. (Make sure to enter o minus sign before
the amount.) Once you have totaled the chedk, the additional tax withheld
gets “locked in” for this check.

Precision tip: If the employee would like the extra tax
withheld on each paycheck enter the omount in the
employee’s standard paycheck setup. For mere information
see Section 2.3, starting on page 39.

Precision tip: If when setting up the standard check for this
employee you entered amounts for extra tax to be withheld
for Federal Withholding, the Social Security tox withheld,
Medicare taxwithheld, or State income tax withheld (if your
state has o state income tax) this amount will appear.

When you press {€sd to total the check the system will display the
calculated tax amounts. (This amount will indude any additions entered
in the employees standard check.) If you need to change any of the tax
amounts you have entered, you MUST answer Mo to *Ready to print this
check?”. Re-enterthe checkinformation changing the ameunts as needed,
press [€s¢] to total the check. Answer ®o to "Re-calwlate taxes?” to
retain the changes you have made.

ifyou have entered additional dedudtions categories, they also appear on
the check. Again, you may ovetride the dollar amount of the deductions.

Precision tip: Remember, deductions amounts begin with a
minus sign.

If you have set up the system with an additional standard deduction that
is not applicable to allemployees, and if the standard dedudtion does not
apply to this employee, and if the standard deduction that does not apply
is the last item on the check stub, you can delete the information from the
employee’s pay check. Whenthe system is requesting the date onthe line
containing the deduction, press [€sc]. The unused deduction information
will be erased.

To give an employee an advance on pay, write o normal pay check, but
enter zero for the regular hours worked, the amount of regular pay, the
overtime hours worked, the amount of overtime pay, and the amount of
commission. €nter zero forthe dollar amount of any deductions on the pay
check. The employee's advance of pay will be written on the first unused
deduction line. Use a disbursement account in the 1000 range to
accumulate the amount of the advance. The title of the disbursement
account should be "Pre-poid wages".
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To coflect on advance of pay given to an employee, when writing his next
payroli check deductthe amount from the employee’s pay check by putting
the amount of the advance (enter it with a minus sign) on the first unused
dedudtion line. Use the same disbursement account in the 100% range as
described above. This will have the effect of causing his taxes to be
alwlated on his gross pay, and it will reduce the amount paid to the
employee.

Once pay checks have been wiitten using the Checking ARccounts to
calculate commissions, you must reset the current sales. After the pay
check is written the system will ask:

Do you want to reset the cutrent pay period sales
for this employee ? { YesMNo )

Answer DENE], to reset the current pay period sales. Answer (N, if
you do not wish to reset current sales at this time. (See poges 113& 171,
for more information on resetting current sales..)

The Manual €ntries function is used to enter debit memos, credit memos,
miscelloneous bank charges and hand-written chedks. To select the

Manual €ntries function, press M at the Checking Accounts menu.

Your Company Name
Uanager's Assistant (tm) Checking accounts - Uanual entries
Friday, April 21, 2999

Type of Entry :
<C> Cheek

<A> Adjustment

>>> Your selection : %

{ the <ESC> key to exit )
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Select account
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All bank debit memos, credit memos, and miscelkineous bank charges are
entered as adjustments. Select the type of manual entry you wish to

make by pressing (A to record an adjusting entry,

Your Company Name
Hanager's Assistant (tm) Checking accounts - Manual entries - Adjustment
Friday, April 21, 2944

Select Account :
<G> Commercial account Your Bank Name

<M> Miscellaneous account 15t National

>»> Your selection : %

{ the <ESC> key to exit )

Select the account which is to be adjusted by pressing for the
Commercial Account or M for the Miscellaneous Account.

Precision tip: If you are only using the Commercial account,
you can prevent the system from asking which account to
use. €nter the words "DO NOT USE* or "NOT IN USE" into the
account  description  for the Miscellaneous account
information in the Company setup.
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Entering adjustments

Date

Disbursement account

Description

Amount

€t adjustments

Manual check entries
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Credit memos are added to your checkbook balance. Debit memos are
subtracted from your checkbook balonce by entering the amount as a
minus number, The adjustment entry screen looks like this:

Your Company Name
Checking accounts Manual entries - Adfustment Your Bank Name
Friday, April 21, 20¢9

Date : ﬁ?i,“.A.Ji

Account :
Description :
Amount @

{ the <ESC> key to cancel )

€nter the date of the adjustment in MM/DDAYYY format.

You will be allowed to enter the number for the disbursement account
effected by this adjustment if the date entered is for the current month.

To skip the disbursement account number, press [Enter].

You have 29 characters which you may use to enter a desaiption of the
entny. €nter o description that will explain the purpose of the adjustment.

IF the adjustment increases your bank balance (Credit memo) enter the
amount as a positive number. If the adjustment reduces your bank
balance (Debit memo) enter the amount as a negative number (begin the
number with a minus sign).

Repeat the above procedure, for additional adjustments.  To leave
adjustments, press [€s¢] when prompted to enter the adjustment date.
The system will return to the Checdking accounts menu.

Hand-written checks are entered as monual entries.  Select the type of
manual entry you wish to make by pressing L& to record a manual check.
The procedure for recording a hand-written chedk is identical to wiiting a
check except that the check will not print on the printer. (See Print Chedks,
on page 142 for more information).
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[Page Up] or [Page Down|
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The display checks function allows on screen review of all checks stored in
the system for both accounts. Press [Flrevious to display chacks written
priortothe check currently displayed. Press Mext to display checks written
after the check currently displayed. Press (8] to search for a particular

check by number. Press [F] to find a particular check by payee name or
vendor code.

Precision tip: It is possible for the system to contain more
than one check with the same check number. (Checks with
identical check numbers may be produced by each account
and “reversal" checks will use the same numbers as the

checks they reverse.) When using 18] to search For a check

by check number, if the wrong check is displayed, press s,
then press [ENTER]. A different check with that number will
be displayed.

Precision tip: It is possible for the system to contain many
checks written to the same payee or vendor code. When
using L% to find chedk by payee name or vendor code, if the
wrong check is displayed, press (5, then press [Enter]. A
different check written to that payee or vendor code will be
displayed.

The {Page Up| and [Page Down) will list the checks on the screen in list
format.

Your Company Mame
Uanager’s Assistant (tm) Checking accounts - Display checks
¥,

94/01/00

94/91/9%  The Machine Shop
P4/Q1/89  John P. Smith
94/91/99  Cellular Company
94/01/09  John P. Smith
94/93/99  Benjamin Claus
B4/03/99  Thomas L, Jones

94/19/90  Thomas L. Jones
94/19/09  Xathy People

94713799  ABC Autoe Parts
94/13/00  Department of Revenue
94/t5/09  Advance Promotiong
94715/90  LP Gas Co.

@4715/0¢  US Muffler

94717708  Ford Dealer

<Up Arrowr <Bowh Arrow> <Page Hp> <Page Down> <*>.Exit

The list will show the chedk number, date of the check, description, and the
amount of the check. Use the [Page Upl. [Page Down). [Up Arrow] and
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Renumber a chedks

Void o check

Reversal chedk

Checking Account Reports
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[Down Arrow] to move through the checks. If you would like to see the
detailed display of the check, highlight the chedk and press [Enter].

Because the system allows you to skip checks and go back and enter the
skipped checks later, it is possible to ocddentally print o chedk with the
wrong check number. In other words the pre-priated check number and
the computer printed check number do not match, Thisis not a problem for
the bank because they only use the pre-printed number, Using the
renumber function will allow you to correct the check number as recorded
in the computer. To renumber o check, press [, enter the comect check
number, then press [Enter].

To "oid" a chedk, press . Only checks written in the current month may
be woided. To Woid" a cheds from a previous month, a "reversal' check
must be entered using the Manual Check €ntries Function.

When entering a "reversal’ check, the cheds must be entered exactly as the
check it is reversing was entered except that all positive dollar amounts
must be entered as minus dollar amounts, All minus dollar amounts must
be entered as positive dollar amounts.  When reversing a pay chedk, the
requlor and overtime hours must be entered as minus amounts.

The report fFunction will print a list of outstanding adjustments, outstanding
checks, or outstanding bank deposits. The report funcion also prints lists
of checks written to ony one vendor code. The Disbursements reports will
list payments made by chedk in disbursement account number order
subtotaled by disbursement account. A vendor (payee) list is also
available.
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Print reports

Seled account

Complete or Seledted report

Adjustment Report
Bank Deposit Report
Check Usting

Single vendor check listing
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To print Checking Accounts reports, press. The Chedking Accounts report
menu will oppear.

Your Company Name
Hanager’s Assistant (tm} Checking accounts - feports
Friday, April 21, 29%9

Peint report

<A> Adjustments

<B> Bank deposits

<G> Checks

<§> Single vendor ¢heck listing
<> Disbursements by acsount
<¥> ¥endor list

<}> Mailing labels

<R> Rotary file cards

«<*> Exit reports

»>>> Your selection ! %

When requesting a list of adjustments, bank deposits or checks, the
system will ask you to select the account for which the report will be

printed. Press (& for the Commerdal Account, (M for the Miscellaneous
Account.

Precision tip: If you are only using the Commercial account,
you can prevent the system from asking which account to
use. Enter the words "DO NOT USE* or *NOT IN USE* into the
account  description  for the Miscellaneous account
information in the Company satup.

Next, the system will ask if you wish to print a complete or selected listing
of items that are in the system. A complete report will print all tems stored

in the system. A selected report will allow you to print only the items
desired. You may limit the printing by seleding a range of check numbers,

a range of accounts or a range of dates. Press L& to print all items in the
system, press L3 to print a selected report.

Selecting [A) will print o repoit of the adjustments entered into the system.
Selecting L&) will print a report of the deposits entered into the system.
Selecting &) will print a report of the checks entered into the system.

Selecting &) will print o report of checks written to a single vendor code.
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€xit Reports

Bank statement recondliation

Bank reconciliation with a computer

Preparation

Start the recondliation
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Selecting will print a Disbursement by account report. The Disbursement
by account report will provide the detailed information suppotting the
paid-by-check totaks in the Disbursement Summary repoit obtained
through the system's reports function. (See section 3.3, staiting on page
115.) The report will list payments made by check in disbursement account
number order subtotaled by disbursement account.

Selecting Y will print a report of all vendors (payees) in vendor code
order. The report will indude the vendor's name and address, the
message automatically printed on their chedks, the date, number and
amount of the lost check, and the payments made to the vendor
month-to-date and year-to-date.

This report option will print a set of Mailing labels for all of your vendors.
You do not need mailing labels to mail your checks. Use #10 window
envelopes.

This report option will print a set of Rotany file cards for all of your vendors.
This option indudes a choice of printing rotany file cards in three different
sizes. The 1"x 3" size is intended to be used to print on continuous feed
mailing labels to affix to other types of file cards or folders, The 21/6"x 4"
and the 3" x 5" sizes are for continuous feed rotary file cards.

To exit reports, press £ at the reports menu.

€ach month, upon receipt of your bank statement(s), you should recondle
the computer records with the bank's records. Recondling your checking
account is your only assurance that the checking account balance in the
computer is corred.

Using the computer to recondle a checking account is similor to the
procedure used to manually reconcile a checking account using the form
printed on the back of the bank statement. When using the form to
manually recondile the checking account the form starts out blank and you
add the transactions (checks, deposits and adjustments) that have not
been processed by the bank. When using the computer to recondile the
checking account the computer starts out with all transactions (checks,
deposits and adjustments) electronically entered. You remove (clear) the
transactions that have been processed by the bank. This will leave only
the transactions that have not been processed by the bank.

Prior to starting the recondiliation process, examine your statement forany
account adjustments that have not yet been entered into the computer
system {except for the monthly bank sewvice charge). If any are found,
use the Manua! €ntries function to enter these adjustments. Next, make
sure that all manually written checks have been entered into the system.

To balance (recondle) o cheddng accwount, press at the Checking
accounts menu. (A printer is required.)
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€nter Bank statement balance

Senvice charge
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The system will disploy the following:

Before proceeding you MUST have a current HDBACKUP,

Do you have a current HDBACKUP ?

IF you have not done an HdBackup just prior to starting the Balance
checkbook function, press M. &t to the “C (C\PDS>} prompt or the
Windows desktop and do an HdBackup. If you have done an HdBackup
just prior to starting the Balance checkbook fundtion, press [. Note: The
Balonce checkbook function should NEVER be selected without a current
HdBackup.,

After a few moments, you will be asked to select the chedking account you

wish to recondie. Press {¢) orM as appropriate. Pressing [€5C] will return
you to the Checking Accounts menu.

Your Gompany Hame
Balance checkbaok - Account Your Bank Name - Enter account balance
Friday, April 21, 299

Enter bank statement balange 3i87.51

Enter bank service charge : 6.85

»»> Are all entries correct 7 YIR )

Enter the dosing balance for this checking account as shown on your bank
statement. Pressing [€sc] will return the system to the seled account
saeen.

Next, enter the service charge, if any, as shown on your bank statement
for this account., Press [enter] if there is no senice charge on the
statement.,
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Clearing canceled checks
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Precision tip: Do not type a minus sign in front of the banls
service charge amount.

Precision tip: If attempting to reconcile the account a second
time, DO NOT enter the bank service charge again. Since it
has already been deducted from your checkbook, entering
it again will throw off your checkbaok by the amount of the
bonk service charge.

After entering the bank service charge, the system will ask if all entries are

correct. Press M if the information is correct. Press (N if the information is
not correct. You will be allowed to re-enter the statement balance and

senvice charge. After pressing [, the recondiliation screen wil appear.

Checking accounts . Balance checkbeok - Account Your Sank Name
#.08 Cleared checks 3167.51 Statement balance
#.99 Cleared adjustments 244%.39 Checkbook balance

Check 4326 92/29/99 Bill Jones

Check 4327 ¢2/29/30 Tom Adams

¢ 28/90 . Ray

kL FESARL T

Check 4330 93/91/00 Tim’s Towing 228.89
Check 4331 03/93/99 Super Spring 311.37

Check 4332 03/96/99 Qil Depot 41491
Check 4333 Q@3/97 /00 John Smith 293,94
Cheok 4334  Q3/97/99 Bill Jones 234.57
Cheek 4335 93/07/09 Tom Adams 3g4.87
Check 43356 03/97/0d Ray Davis 381,89
Adjustament #3/19/99 Bank service charge -6.85
Beposit 92/20199 Cash & checks 500.99
Deposit 92120199 WG & visa 76.55

Press <C», <Space-Bar> or <ENTER» to Clear or fieinstate itea
<Up Arrow= <Down Arrcws <Pagelp= <PageDown>  <*»-Exit

The recondiliation screen will display all of the transactions entered into the
system. The chedks will be disployed first followed by the adjustments.
The bonk deposits will be disployed lost. As items are deared a running
recondliation will be displayed at the top of the screen,

Precision tip: Tronsactions cdeared during prior
reconciliations will not appear.

The descriptions of the checks will be displayed on the recondliation screen
in check number order. The lowest check number willoppear on the center
of the screen highlighted. IFthis check appears on your bank statement as
hawving been processed by the bank, press 1Y or [Space Bar] or [Enter] to
cearit from the system. The word “deared" will appear to the right of the
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check description and the chedss will move up one line. The next check will
be highlighted.

Precision tip: ltis easier to work from your bank statement
than working from the canceled checks. Most statements
are already arranged in check number order.

If this check does not appear on your bank statement use the [Up Arrow]
or [Down Arrow] to move to the next chedk without dearing this check.
Cross the checks off of your bank statement as you cear them from the
system. Repeat this until you have deared oll checks which appear on the
bank statement.

IFyou have acddentally deared a check which has not been processed by
the bank use the [Up Rrrow] or [Down Arrow] to highlight that check ond

press (S or [Space Bar] or [Enter] to reinstate the deared chedk.

To rapidly move up and down the list of checks displayed use the
[Page Up] or [Page Down}.

Precision tip: |f you would like to reverse the direction in
which the [Up Arrow], [Down Arrow], [Page Up] and
[Pege Down] work, press {Ctr[]-@. The function of these
keys will be reversed. The system will remember that the
function of these keys have been reversed.

If the amount displayed does not agree with the amount on the
statement, it means that you hove incorrectly entered o hand-written
check, someone has altered the check or the bank has processed the
check for an incorrect omount. IFthe omount does not agree, moke a note
of any discrepanay, then press [Enter].

Following the checks the system will disploy the adjusting entries. If the
adjustment displayed on the saeen appears on your bank statement,

press or [Space Bar] or [€Enter] to deor the adjustment. if the
adjustment does not appear on the bank statement, press [Down Arrow]
or [Up Arrow] to move to the next adjustment. Cross the adjustments off
of your bank statement as you cear them from the system. Repeot the
process until all adjusting entries in the system have been handled.

Following the adjustments the system will display the deposits. If the bank
deposit displayed on the screen appears on the bank statement, press
or [Space Bar] or [Enter] to deor the deposit. [f the deposit does not
appear on the bank statement, press [Down Arrow] or [Up Arrow] to move
to the next deposit. Cross the deposits off of your bank statement as you
clear them from the system. Repeat the process until alt of the deposits
have been handled.
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After all items have been deared the required adjustment shown at the
top of the screen should show zero. [fit does not show zero your account
has not been recondled correctly. Note that if any discrepandies where
found during the recondiliation, the reconciliation will be off by the amount
of those discrepancies.

Once the account has been recondled to your satisfaction, ext the

recondliation screen by pressing [ The recondliation summany will
appear on the sgeen.

Your Company Hame
Balance checkbook - Account reconciliation - Your Bank Name
Friday, April 21, 2000

Bank statement balance +3187.51
Qutstanding checks -742,77
deposits +9.00

- adjustaents .08

Actual bank account balance +2444.74
kess! System checkbook balance 2446.39

System requires adjustments totaling +4.85

System requires manual adjustments.
»>> Press <ENTER> to comtinue <<<

{ the <ESC> key to resume clearing items }

The total cutstanding checks will be subtracted from the bank statement
balance. The total outstanding deposits will be added to the bank
statement balance. The total adjustments will be added to or subtracted
from the bank statement bolonce as necessany.  The statement
recondiliation is the result of this calculation.

If the account did not recondile perfectly the system will say "System
requires manual adjustments." Press [Enter] to continue.

Precision tip: After you have completed the recondiliation go
to Manual entries and make any adjustments needed.

The adjustment amount is the amount by which the computer disagrees
with the bank statement. Some possible causes of errors are:

Bank deposits deposited into the wrong checking account.

Manual checks that have deared the bank but have not been entered
into the system.
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Adjusting entries subtracted from the computer that should have been
added.

Credit memos or debit memos (for example, the notice of a returmned
check) that have not been entered into the system.

Manual checks entered into the system using the wrong amount.
Checks that the bank hos deared using the wrong amount.

If the account recondled perfectly the system will display the message
Checkbook recondled. No adjustment necessany.”. Press [Enter] to
continue.

The system will prompt you to load paper inko the printer. [k will than print
a copy of the recondiliation screen.  After the recondliotion screen has
printed the system will ask "Do you want to print o report of outstanding
ftems? )" Press (Y to print the report. Press [M to avoid printing the
report.

After recondling your checking account(s), press [€sc] at the "Select
account” screen to retumn to the Checking accounts menu.

ltis not necessan to erase deared checks until you need additional room
for new checks. Remember that the space for chedk storage can be
increased through System €xponsion. To erase the deared items from the
chedk file, press L& at the Checking accounts menu. The system will ask
"Erase deared checks that were dated through”. The system will erase all
items which have been deared by recondling the account, with dates up
to and including the date you enter.

To exit the Checking Accounts, press 14 at the Chedking accounts menu.
The system will return to The Manager's Assistant™ main menu.
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Utilittes

Company Setup

SECTION 3.7
UTILITIES

Selecting the Utilities function will display the Utilities menu as shown below.

Your Company Hame
Uanager's Assistant (tm) - Utilities
Tuesday, June 1, 1999

<G> Company setup
<l> Konth / year end
<$> System expansion
<*> Exit Utilities

»»> Your selection : %

Briefly, this is what each choice will do:

Company setup
Allows access to and the edit of all information entered during the
system setup.

Month /year end
Will erase the current month information and prepare the system
for the following month's business. Allows end of year
processing.

System expansion
Allows the exponsion of each section of The Manoger's
Assistant™ system,

€xit Utilities

Will return you to The Manager’s Assistant™ main menu,

COMPANY SETUP

Any of the informoation entered into the system when setting up the
bookkeeping system {company setup information) may be edited. This
will allow you to modify the system if the need ever arnses.

Precision tip: You may not select the Company Setup
function from The Manager's Assistant™ Utilities menu
between shifts of the same business day.
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€nd-of-month processing

Post invoices

Employee commission report
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If you are using the Business Analysis Report, at the start of each month,
you must use the company setup fundion to enter the number of days you
will be open duting the coming month, to change the estimated total
operating expense for the month, and to adjust sales goals. fis your
business dimate changes, you should correct the gross margin
percentages as necessary.

To enter the Company Setup function, press L& at the Utilities menu. (See
Section 2.1, starting on page 5, for a description of the information entered
and for instructions on entering the information.)

Precision tip: The system will not allow you to delete a
disbursement account if there are un-posted Invoices, or if
the disbursement account contains any activity for the
current month.

When complete, the system will return to The Manager's Assistant™ main
menu.

END-OF-MONTH PROCESSING

immediately after balanding the kst shift for the month, you must perform
the end-of-month processing. During the end-of-month processing, all
information for the current month will be erased and the system will
prepare itself for the following month. You will need blank accounts
receivable statements.

Precision tip: See Appendix €, starting on page 227, for
checklists For €nd-of-month processing.

The first step of the €nd-of-month process is to post invoices. Recall that
prior to selecting the Post Invoices function, you must have o crrent set up
backups. Thus, before the end-of-month processing can start, you must
maoke backups.

Precision tip: Rt this point, you may use HDBACKUP.

After making the backups, restart the system and select the Post Invoices

function by pressing [Shift}- at The Managet's Assistant™ main menu.
All un-posted invoices in the system will be posted.

After the posting process is complete, the system will ask if you want a
employee commission report. This report will summarize sales per
employee and per department for the whole month. You may print this
report at this time. After the report is complete, the system will ask if you
want to reset current sales. Do this only if you wish to end the pay period
as well as the month.  (See Section 3.8 - €nding the pay period, starting
on page 171, for more information.)
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Before you dose out the month, you should print a complete set of sales
reports. (See Section 3.3 - Printing reports, starting on page 115, formore
information.)

After the sales reports have printed, you may wish to print other reports
such as a Business Analysis Report, Cash Receipts Report and an Invoice
Report of cash paid out invoices by date of transaction. (The cash paid
out invoice report printed by account may be particularly useful ke your
accountant.) [Fyou are using the Checking Accounts, print a list of checks,
deposits and adjustments in the system along with a disbursement report,
IFyou are using the Accounts Receivables, print an Aging report. IFyou are
using the Payroli function, print a Payroll report. (See the chedklist for €nd-
of-month reports in Appendix €, starting on page 227.)

After printing all the desired reports, you will need to make an archive
backup. You wilt need a blank formatted diskette.

On a Windows 95/98 system, exit to the Windows Desktop. At the
Windows Desktop, dlick on the Archive icon.

On an M5-Dos system, exit the system to the (" prompt {C:\PDS>). At
the "C" prompt (C\PDS>) make your end of month archive backup by

typing:

After your boackup is complete, lobel the diskette "Archive  MONTH
VERR". Wite protect the diskette and store the diskette for future use.

C.A.R.S. users note: It is necessary to make archive disks
only For the Manager's Assistant™.

To dose the books for the month, at the Utilities menu press [ShiFt]-.

If the books for the current day hove not been dosed, you will see the
message "This function not allowed until books for current day are cosed."
Pressing [Enter] will retum you to The Manager's Assistant™ main menu.
You must process another shift and close the books for the current day.

If thers are un-posted invoices in the system, you will see the message
"There are un-posted invoices in the system. Select invoice posting ot The
Managers Assistont™ main menu." You cannot close the month until alt
invoices have been posted. Pressing [entar] will couse the system to retum
to The Manager's Assistont™ main menu, At The Manager's Assistant™
main menu, select the Post Invoices function. Afterthe invoices are posted,
exit the system, make archive badkups, then attempt the end-of-month
processing again.
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Backup Warning

THe MANAGER'S ASSISTANT™

SECTION 3.7
UTILITIES

After a few moments, the system will ask:

Ready for end of month processing.

Is this your FISCAL YEAR END TOO ? (Yes/No) |

If you wish to end the current year as well as the current month, press [£5),
then type MEE. (see page 168, for additional information about
€nding the Year.)

After a few moments you will see the following warning:

Your Company Name
Manager's Assistant (tm) End of Month Processing - Warning
Friday, Apeil 21, 2¢990

Before proceeding you NUST have a ¢urrent ARCHIVE backup
And a current HDBACKUP backup.

Go you have these backups 7 (Yes/Ho) i

IF you have not made a set of backup disks, type MNE). The system will
return to The Manager's Assistant™ main menu. This wilt aflow you to
make the necessary backup copies.
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Messoge printed on statements

Statement range

Reduce account range warming

THE MANAGER'S ASSISTANT™

SECTION 3.7
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Answering will cause the following to appear:

Your Company Name
UYanager’'s Azsistant (tw) End of Month Processing - Statemant printing
Saturday, April 21, 2499

Accounts receivable statement printing

System date : ¢3/¢1/2900
Nonth endfag :
Uessage {Line 1) :
(Line 2} :

Print statements from account 19 to account 9999,

{ Type CANCEL to cancel end of period process )

The system will print o two line message on the bottom of the charge
account statements. Enter that message as you wish it to appear. Use
proper capitalization and punctuation.

Precision tip: If you have added o Message line 1 on the
customer's account information, that message will appearon
the stotement.

If you would like to limit the printing of statements to certain account
numbers, enter the starting account number, then press [Enter]. €nterthe
ending account number, then press {Enter].

Precision tip: The built-in answer for the account range is
from account 10 to account 9999, Account 10 is the lowest

account number permitted inthe Accounts receivable system.

IF you do not want to limit the printing, press [€nter] through both account
numbers. This wilt print statements for all accounts with a cumrent balance.

IF you have limited the statement printing by account number the following
message will oppear:

WARNING!  You have reduced the account range.
This may prevent some statements from printing.

>>> fAre all entries correct ? (%
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Load statement forms

Statement alignment test

Aligning the statement forms

Approve statements

Completing end-of-month processing

Using Archive copies

THE MANAGER'S ASSISTANT™

SECTION 3.7
UTILITIES

Pressing (41, wilt take you badk to the Message (Une 1). You may then
change the message and the account range.

IFyou have pressed L] to "Are all entries corredt?" the system will show the
following:

>>> load statements in printer << <

Print statement alignment test (

A statement alignment test will print a test pattern which you will use to
adjust the position of the statements in the printer. To run a printer

alignment test, press .

The "> <" mark should print directly over the vertical perforation on the
right hand side of the form and the phrase "Previous Balance Ling ->"
must point to the space on the statements for the previous balance.
Repeat the printer alignment test as necessany until the statements are

aligned in the printer. After the statement alignment is correct, press .
The system will say "Press <ENTER> to start printing”. Press [Enter] and
the statements will print.

After the statements are printed, the system will ask "Do you approve of
statements os printed 7 ( ). If you wish to reprint the statements,

press . Pressing Y wilt cause the end-of-month processing to continue.

The balance of the end-of-month processing is automatic. When the
processing is complete, the system will return to The Manager's Assistant™
main menu,

C.A.RS. users note: After the processing is complete, the
system will proceed with C.A.R.S. end-of-month processing.
See the C.A.AR.S. manual, Section 3,10 for additional
information.

If you ever need information from a past month, you will use the archive
disks to print the information. Neveruse the archives for any purpose other
than printing reports. To restore the Archive information to the hard disk
follow the instructions below.

ON A WINDOWS 95/98 SYSTEM

1. At the Windows Lesktop, do an HdBackup by dicking on the
“HdBackup” icon.

9. Using the next set of disks in rotation, at the Windows Desktop,
do a Backup1 by dlicking on the "Backup1” icon.

3. Insert the Archive disk in to drive "A”,
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4. At the Windows Desktop, click on the "Restore Archive" icon to
restore the dota.

5. Dothisstep ONLY IF the Rrchive information just restored contains
an old company nome:

A) Insert the Newname disk.

B) Click on the icon forthe "Ms-Dos prompt”. If you do not have
an "Ms-Dos prompt” icon on the Windows Desktop, dick on
the “Start” button. Next, dick on Programs, then dick Ms-Dos
prompt. Make sure you are in the PDS Directony by typing:
[Enter].

O At the MS-DOS prompt (CAPDS>) type
AJCNIE IR A MITE].

D) The computer will ask for the Maindata disk. Insert the disk
& press [ENTER].

€) The computer will ask for the Pl Program disk. DO NOT
insert it; press [€5C].

F) Return to Windows by typing EX0E, then press [ENTER].
Return to the Windows Desktop and return to the PDS
system.

6. Ukhen the restore is done, at the Windows Desktop dick on the

"PDS Menu” icon to retum to the system. Go into onoget‘s
Assistant™ and print the reports you need.

Note: If your frchive disk contains data that must be
converted to be read by the current versian of the programs,
you will get a message showing the name of the conversion
program that needs to be run. You must go to the MS-DOS
prompt to run the conversion program. Click on the icon for
the “MS-DOS prompt”. if you do not have an "M5-DOS
prompt” icon on the desk top, dick on the "Start” button.
Next, click on Programs, then click MS-DOS prompt. Moke
sure you are in the PDS Directory by typing:
[Enter]. At the “C* prompt (CA\PDS>) type the
name of the conversion program and press {€nter]. After
the conversion program is done, type EIXIDIE, then press
[Enter] to return to Windows. At the Windows Desktop
return to the PDS system.

7. ¥ you need information from another Archive disk, go badk to
step 3.

& When you have finished with your old information, click on the
"HdReverse” icon. This will restore the current informaticn.
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ON AN MS-DOS SYSTEM

1. Atthe "C" prompt (C:\PDS>) do an HIBJEAICIKIEIFE.
9. Using the next set of disks in the rotation do o EIAIEIEKILIEIG].

3. Insett the Archive disk in to drive "A"

4. At the "C" prompt (C\PDS>), type EEEIHERIRIEIR, then
press [ENTER] .

5. ONLY If the Archive information just restored contains an old
company name, do the following:

A) lnsert the Newname disk.

B) Type BIEIMEMMAIMIE, press [nter].

() The computer wilt osk for the Maindata disk. Insert the disk
& press [ENTER).

D) The computer will ask for the PI Progrom disk. DO NOT
insert it; press [€5C].

6. Type [Enter], to retumn to the system. Gointo onoger‘s
Assistant™ and print the reports you need.

Note: IF your Archive disk contains data that must be
converted to be read by the current version of the programs,
you will get a message showing the name of the conversion
program that needs to be run. €xit to the “C* prompt
(C:PD5>) and type in the name of the conversion program
aond press {€nter]. Rfter the conversion program is done
return to the system.

7. IF you need information from another Archive disk, go badk to
step 3.

8. When you have finished with your old information, type
HEFEMERIE. This wil restore the current information.

If you have any questions or are unsure of anything, please call
Predsion Data Systems, Inc. for help.

ENDING THE Y€AR

€nding the year The end-of-year procedure is similar to the end-of-month procedure with
only minor differences, During the end-of-year processing, the system will
erase all information for the current year as well as the crent month.
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€nding the year

Systern &xpansion

How to expand

THE MANAGER'S ASSISTANT™
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You may end the year after any calendar month. This will allow you to use
a fiscal year rather than a calendar year.

Follow the procedure outlined above in €nding the Month, Uhen the

sustem asks "Fiscal year end closeout also?"  Answer to this
question. Then proceed as outlined in €nding the month explained eatlier
in this section.

SYSTEM €XPANSION

You may expand the system at any time. An expanded system will allow
up to 999,999 transactions (invoices) per month, 9990 house charge
accounts, 1900 disbursement accounts, 5@ vendors (payees), 999,999
check entries and 999,999 payobles invoices. Once the system is
expanded, it CANNOT be made smaller.

To expand the system, press 18] at the Utilities menu. The following will
QppPear:

Your Company Hame
Manager's Assistant {(tm) System expansion - Henu
Friday, April 21, 2699

Expand which area :

<I> Invoices

<A> Accounts receivable
<D> Disbursement accounts
<V¥> Vendors (Payees)

<C> Check entries

<p> Payables inveices
<*> Exit System expansion

»>> Your selectien : i

Press the letter for the section you would like to expand. The system will
show the current capadty and the maximum capadty. You will be asked
"How many to expand by? " Type in the amount you would like ko
expand by, then press [€nter], the system expansion program will run.
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When the expansion has completed the system will display:
>>> Cxpansion Complete << <
>>> Press <€NTER> to continue < <<

Press [€nter] and you will be taken back to the System expansion menu.
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Description

Badckups

Post involces

Commission report

Reset current sales

Reset sales while writing pay chedk

SeCTION 3.8
ENDING THE PAY PERIOD

If you are using the system to calculate sales commissions to be paid to
employees and salesmen, or if you are using the system to monitor
employee ond salesmen sales, you must have the system print an
€mployee Commission Report. This report must be printed immediately
after processing the last shift for the pay period.

The €mployee Commission Report is obtained from the Post lnvoices
funciion. YOU MUST MAKE BACKUPS PRIOR TO SELECTING THE POST
INVOICES FUNCTION. NEVER selectinvoice posting without o CURRENT AND
COMPLETE set of backups.

Precision tip: You can do an HDBACKUP,

After making backups, re-enter the system and select the Post Invoices
function by pressing [Shift]- at The Manager's Rssistant™ main menu.
All un-posted invoices in the system will be posted. (See Section 3.2,
Invoice Posting, starting on page 113, for additional instructions.)

After the posting process is complete, the system will ask if you want a
commission report. This report MUST be printed to end the pay period,

After the report is complete, the system will ask, "Reset current sales?".

If you pay commissions to your employees using the payroll function in the
Checking Accounts, DO NOT have the system reset the current sales. This
will prevent the system from erasing the sales for the pay period and the
commissions earned on these sales. If you process an additional shift
before printing pay checks, you MUST NOT SELECT THE POST INVOICES
FUNCTION UNTIL PARYROLL CHECKS HAVE BEEN PRINTED.

If you do not pay commissions, or if you pay commissions but are not using
the Checking Accounts payroll function, you MUST hove the system reset
the current sales. This will erose the current pay pericd soles from the
system so that sales made in the next pay period do not get added to
sales made in the previous poy periods.

Thus, commissions calculated for one pay pericd will be separated from
commissions calculated for the next pay period.

Precision tip: Resetting current sales will not erase
month-to-date or year-to-date sales figures.

Once pay chedis have been written using the Checking Accounts to
caleulate commissions, you must reset the current sales. After the pay
check is written the system will ask:

Do you want to reset the current pay period sales
for this employees ? (Yes/No )
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Reset sales using Post invoices

Reset ofter entering additional shifts

THE MANAGER'S ASSISTANT™

SECTION 3.8
ENDING THE PAY PERIOD

Answer DITEE], to reset the current pay period sales. Answer (M, i
you do not wish to reset current sales at this time.

If you have not entered additional shifts into the system since printing the
last Employee Commission Report, you may reset current sales by selecting
the Post Invoices function from The Manager's Assistant™ main menu, print
the commission report, then reset current sales. Optionally, you may use
the method described in the next paragraph.

If you have entered additional shifts into the system since printing the last
employee Commission Report, you MUST NOT reset current sales by
posting invoices. You MUST reset current sales by using the reset wwrent
sales function within Employee Information. At the Employee Information
menu, select the Company Payrolf Information function. At the Company
Payroll Information menu, select the Reset Current Sales function. The

system will display a warning message. Pressing Y will reset cument

sales. Pressing tN or [€sc] will prevent the system from resetting current
sales.
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Proper exit on MS-Dos system

Proper exit on Windows 95/98

Make backup copies

SECTION 3.9
€XIT THE SYSTEM

You must exit the system properly, NEVER press [RESET] or tur off the
computer unless the DOS prompt (C:\PDS>) is displayed.

To exit the system, press [ at The Manager's Assistant™ main menu,

Press [ at the Precision Main Menu the computer will exit to the DOS
prompt.

To exit the system, press 1) at The Manager's Assistant™ main menu.
Press L1 at the Predsion Main Menu the computer will exit to the Windows
Desktop. At the Windows Desktop, dick on the “Start” button. Next, click
on “Shut down”, dick “OK",

Before turning off the computer for the day, make a backup copy using
Backupt. (See the Predsion Main Menu manual, Appendix A - Making
Backups, for more information.)
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