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1.

WINFIN WELCOME
Welcome
Welcome to Winfin 99', the finance system designed specifically for labor unions. This version is designed for Windows
95, Windows 98, and Windows XP or higher.
System Requirements




Windows Operating System
500 mhz Processor or higher
32 MB RAM or higher

Technical Support
If you require technical support regarding Winfin 99', please contact us in any of the following ways:
E-MAIL: novfof@cox.net
PHONE:
(757) 874-4291
WEB:
www.unionez.net

1.1.

Installing Winfin 99
Installing Winfin 99'
The following instructions will guide you through installing Winfin 99' in any Windows operating system.

1.

Insert CD (if doesn't auto run follow steps 2-4)

2.

Click "Start" Button.

3.

Click "Run".

4.

At Open Type "d:\setup.exe"; Click "OK".
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The system should now begin the Installation process.
ISTALL DIRECTORY: C:\WINFIN99
IDAPI DIRECTORY: C:\IDAPI
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2.

Installing Winfin99 for the First Time
Using Winfin 99' for the First Time
Before you can use Winfin 99', there are a few things that needs to be done. This section was designed to help you get
started. If you are a new user you definitely need to pay attention to this section. The following steps will guide you
through the screens you need to visit in order to get started.

STEP 1 - (MASTER INFORMATION)
The Master File is used to store default and current information for such things as Payroll Tax percentages, Next
available check numbers, Type of check, etc. You need to go into this screen and make the appropriate changes.
1.
2.

Click "Maintenance"
Click "Master Information"

Click Here for More Info on Using Master Information
STEP 2 - (INPUT STARTING BALANCES)
You must enter the starting balance for all of your Bank accounts, Savings accounts, and CDs.
1.
2.

Click "File"
Click "Input Starting Balances"

Click Here for More Info on Inputting Starting Balances
STEP 3 - (PAYROLL RECORD TABLE)
The Payroll Record Table is used to store payroll information, such as tax rates, deductions rates, and Year-to-date
payroll information, on each member that receives a payroll check. Each member MUST HAVE a payroll record with the
appropriate tax and deduction information before a payroll check can be written for that member.
1.
2.

Click "Maintenance"
Click "Payroll Record Table"

Click Here for More Info on Using Payroll Record Table
STEP 4 - (INPUTTING PRIOR YEAR OUTSTANDING CHECKS)
If this is your first year using Winfin 99', that means that you do not have any prior year information in the system.
Therefore, any outstanding checks dated prior to the current year have to be entered into the system through this
module. Once you enter your prior year's outstanding checks, they will show up in your "Recon" list.
1.
2.

Click "Utilities".
Click "Input Prior Year Outstanding Checks".

Click Here for More Info on Inputting Prior Year Outstanding Checks
STEP 5 - (REVIEWING CHART OF ACCOUNTS)
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The Chart of Accounts is the backbone of your financial system. Understanding how your chart of accounts structure
works will help you in creating good financial information for your organization.
We have included with your system a basic set of account numbers that will work for most locals without any additional
changes. You should review the chart of accounts that is included with your system to ensure that they meet all of your
financial reporting requirements.
1.
2.

Click "Maintenance".
Click "Chart of Accounts".

Click Here for More Info on Using Chart of Accounts
Once you have completed these steps, you will be able to start entering your
transactions.
Entering Outstanding Check Amounts and Bank Balances
The next thing we will have to do is enter all of the Outstanding Check amounts and Bank Balances for the months prior
to the current month.
NOTE: If you skip this step, your reports will not Reconcile properly in previous
months

Page 4

1.

Click "Enter O/S Check Amts".

2.

Starting with January of the current year, enter the period # (Ex. January =
Period 1, February = Period 2, etc.), total outstanding check amount, and
the ending Bank balance as of the month you are working on (Ex. For January,
enter the outstanding amount and bank balance as of January 31st.).

3.

Click "Save Entry" to keep information.

4.

Repeat steps 2 and 3 until you get to the current month.
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3.

Using Master Information
The Master File is used to store default and current information for such things as
Payroll Tax percentages, Next available check numbers, Type of check, etc.
To RUN:
1.
2.

Click "Maintenance".
Click "Master Information".

Control Buttons
Edit
Allows you to make changes to the master file. After you click the 'Edit'
button, you must click 'Save' to keep your changes or 'Abandon Edit' to
cancel your changes.
QUIT
Returns you back to the main menu.
System Infor
Company Information
This section contains general information about the user and the company.
NOTE: The info in this section is also used for the report headings.
Company Name:
The name and local number of the Local Union (Ex. USWA Local 999)
Local Number:
The Union's Local number.
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** The rest of the fields in this section are address fields.
System Information
First Month of Fiscal Year:
The month that starts off YOUR fiscal year. This will generally be 'January',
but some user's year starts with a different month than 'January'. If this is
the case, then change the month to the appropriate month.
Fiscal Year Begin:
This should always contain the year it was when the current fiscal year
began.
Current Period:
The number of the period (or month) that was used during your last
transaction. You don't have to change this field, the computer automatically
updates this field when you make transactions in the system.
Prior Year:
The year that came before the current fiscal year.
Check Output (L,U, D, O):
Where you indicate which type of checks you are using and who you purchased them from
L - Laser Checks purchased from deluxe printing or checks designed to print on a Desk jet, Bubble jet,
Ink jet, or Laser printer.
U- Laser Checks purchased from the union shop or checks designed to
Print on a Desk jet, Bubble jet, Ink jet, or Laser printer.
D - Dot Matrix Checks or checks designed to print on a Dot Matrix
printer.
O - Old Checks, select this option if you are using the checks from
the old DOS Union-EZ Finance program.
** The remaining fields in this section are used by the system for
various reasons. You SHOULD NOT have to change any of these
fields.
Payroll Infor
Withholding and Deduction Rates
These rates are used to calculate the amount of each tax or deduction to be
taken out of payroll checks. The percentages need to be entered in decimal
format. (Ex. 6.8% would be entered .068; 100% would be 1.0)
NOTE: Any withholding tax rate that is entered in this screen will be used
as the default for all payroll members. For member's individual rates
see Using Payroll Record File
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Withholding and Deduction Accounts
Each tax or deduction has a corresponding Account to which it is charged.
The account can be found in the combobox (see Fig 1.0) to the right of the
Withholding rate. The account you select should correspond with the
Withholding that you are changing. (Ex. Federal Tax would be assigned
to the "Federal Tax" account)
.
Fig 1.0
Withholding Info
In this section you will find all payroll withholding percentages and the accounts
to which they are assigned.
FUTA Rate
This is the Federal Unemployment Tax field which at this time is (.008).
SUTA Rate
This is the State Unemployment Tax field. Refer to your State tax laws for
the proper percentage rate.
FUTA, SUTA, FICA, and Medicare Max
This is the maximum amount of income that can be taxed for the given
withholding.
Deductions
In this section you will find all payroll deductions which include: Dues and 401k
This section also displays the accounts to which they are assigned.
Extra/Hour
This field is used to add the extra 1 penny per hour for union dues. When
the rate goes up to 2 cents, then you just change the field to: .02
Other Deductions
These fields can be used to enter any miscellaneous deduction, such as: Child
Support, Insurance payment, etc. This will be deducted for ALL members.
NOTE: The first two deduction fields are to be used for any Misc. deduction
that requires a percentage. The last two deduction fields are to be used
for a Misc. deduction that requires a flat amount.
Defer Tax
Each deduction, excluding Union Dues, can be tax deferred. This means
that the deduction is deducted from the GROSS amount of the check
BEFORE taxes are taken. Each deduction has a box to the far right that
says 'Defer Tax'. To 'Defer Tax' for a deduction click in the corresponding
box for the deduction you are deferring. A check mark should appear in
the box. Click the box again to undo 'Defer Tax'.
403b/401k Deferral Infor
This is where you set up your 401k program to take State taxes and/or Federal
taxes out AFTER 401k is deducted. You do this by clicking in the box that says
'Reduce State Taxes' and/or 'Reduce Federal Taxes'.
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4.

Input Starting Balances
This feature allows you to enter the starting balance for your Cash Accounts, Liability Accounts, and Receipt Accounts.
NOTE: The first account you will see is "Checking Account 1-01-01-01". This account must be used as your Main
Checking Account.You must enter a starting balance for this Checking account (1-01-01-01) before you enter any
checks.
To RUN:
1.
2.

Click "File".
Click "Input Starting Balances".

Entering Starting Balances
1.

Select the account that you want to edit by using the navigation buttons at the bottom of the screen.

2. Click 'Edit Account'; Enter the starting balance where it says 'Starting Balance Amount' for the selected account.
Enter your balances as
of January 1 the current year.
NOTE: If you are starting in the middle of the year, you can enter your balance as of the first day of the month with
which you are starting.
But remember, you can not get accurate Year-end reports until the data is updated back to January 1 of the
current year.
3. When you are done, Click 'Save Account' to save the information you entered or Click 'Abandon Account' to clear the
information.
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5.

Input Prior Year Outstanding Checks
Input Prior Year Outstanding Checks
If this is your first year using Winfin 99', that means that you do not have any prior
year information in the system. Therefore, any outstanding checks dated prior to
the current year have to be entered into the system through this module. Once you
enter your prior year's outstanding checks, they will show up in your "Recon" list.
To RUN:
1.
2.

Click "Utilities".
Click "Input Prior Year Outstanding Checks".

Entering Prior Year Outstanding Checks
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1.

Click "New Entry".

2.

Fill in information requested.

3.

Click "Save" to keep entry, or "Cancel" to discard entry.
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6.

Chart of Accounts
The Chart of Accounts is the backbone of your financial system. Understanding how your chart of accounts structure
works will help you in creating good financial information for your organization.
We have included with your system a basic set of account numbers that will work for most locals without any additional
changes. You should review the chart of accounts that is included with your system to ensure that they meet all of your
financial reporting requirements.
To RUN:
1.
2.

Click "Maintenance".
Click "Chart of Accounts".

Control Buttons
Quit
Returns you to the main menu.
New Account
Allows you to add a new account. See Understanding Chart of Accounts
Below for details.
Edit Account
Allows you to modify an account.
Delete Account
Allows you to delete an account.
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NOTE: You can not delete an account once it has activity in the current year. You can delete accounts
after the year-end
closing.
Check Budget
View the budget amounts assigned for an account
Navigation Buttons
Navigation buttons can be used to move from account to account. You can move one record forward or back,
and you can also skip
to the first or last record.

.
Understanding Chart of Accounts and Account No. Structure
The Chart of Accounts was designed to interact with your financial cash book column numbers. The following will explain
to you exactly how this works.
The basic structure of an account number looks like this:
9-99-99-99 (the "9" are only used as examples)
This is called a four level account structure. The first digit is the First level. The second and third digits is the Second
Level. The forth and fifth digits is the Third level and the six and seventh digits is the Fourth level.
Level 1 Account Number Structure:
The level 1 account number describes the account type. These are the account type values for level 1:
Level 1 = 1-describes this account as being an Asset Account. These accounts all begin with the number 1 in level 1.
Asset accounts includes cash accounts (checking, saving, and investments
accounts), Land, Buildings, Furniture
and Fixtures and any other assets. The main account in this level is your primary checking account which is "1-01-01-01".
This account is always present in your chart of account and CAN NOT BE CHANGED OR ALTERED.
Here are the default assets accounts that are included with your system.
1-01-01-01 Primary checking account
1-01-01-99 Cash Transfer Clearing (Used by the system to clear cash transfers)
1-01-02-01 Your First Saving/CD/Investment Account
1-01-02-02 Your Next Savings/CD/Investment Account
Level 1 = 2-describes this account as being a Liability Account. These accounts All begin with the number 2 in level 1.
Liability accounts includes all of your payroll tax withholding and payroll deduction accounts. These account represent
Columns 11-15A of your cash book.
Here are the default liability accounts that are included with your system.
2-01-01-01 Federal FICA/MEDICARE withholding, Column 11/11A
2-01-01-02 Tax withholding, Column 12
2-01-01-03 State Tax withholding,Column 13
2-01-01-04 City Tax withholding, Column 14
2-01-01-05 Local Tax withholding, Column 15
2-01-02-01 Union Dues Deductions, Column 15A
2-01-02-02 401k Deductions, Column 15
2-01-02-03 Other Payroll Deductions, Column 15
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You should note the change in level 3 that shows the different between Tax Withholding Liabilities and Payroll Deduction
Liabilities.
To add a new tax deduction account you would use the next tax deduction account number. Since the last tax deduction
account is
2-01-02-03, the next account that you would add would be 2-01-03-04.
Level 1 = 3-describes this account as being a Fund Balance account. These accounts all begin with the number 3 in level
1. There are only two of these accounts in your system. You will not need to deal with these accounts. They are all
handled for you by the system.
Here are the default Fund accounts that are included with your system.
Current Year Fund Balance 3-01-01-01
To Date Fund Balance
3-01-02-01
Level 1 = 4-describes this account as being a Revenue/Income Account. These accounts all begin with the number 4 in
level 1. Revenue accounts includes all of your cash book columns 1-6. Column 6 was created for recording
income/revenue into to cash accounts other than your primary checking account (i.e. interest recorded into a savings or
credit union account).
Here are the default revenue accounts that are included with your system.
4-01-01-01 Fees and Dues Refund, Column 1 of the cash book
4-02-01-01 Sundry Receipts, Column 2 of the cash book
4-03-01-01 Interest,Rents Receipts, Column 3 of cash book
4-04-01-01 Fee-Dues Collected, Column 4 of cash book
4-05-01-01 Account transfers & Assets Sold, Column 5 of cash book
4-06-01-01 Deposit for Cash Account other than your primary checking account.
The Revenue/Income accounts are related to the cash book column by their Level 2 designation. Column 1 level 2
designation is "01".
Any revenue/income account that has the "01" designation in level 2 will be posted to column 1 of the cash book. The
same is true for the other level 2 designations as they relate to the cash book columns. For example if you needed
another Column 2 account then the new account number would be 4-02-01-02.
Level 1 = 5-describes this account as being an Expenditure/Disbursement Account. These accounts all begin with the
number 5 in level 1. Disbursement accounts includes all of your cashbook columns 16-32. Column 32 was created for
recording expense/disbursements into cash accounts other than your primary checking account (i.e. transfer of cash out
of your savings or credit union account).
These accounts are divided into two types of expenditures. Columns 16-20 are payroll or taxable expenditures and
columns 20A-32 are the non-taxable expenditures (Pay bills).
Here are the default revenue accounts that are included with your system.
5-01-01-01 Officers & Salaries and Lost time, Column 16 of cash book
5-01-02-01 Grievance Committees, Column 17 of cash book
5-01-03-01 Delegates, Column 18 of cash book
5-01-04-01 All Other Lost time, Column 19 of cash book
5-01-05-01 Taxable Expense, Column 20 of cash book
5-02-01-01 Reimburse Individual Expense, Column 20A of cash book
5-03-01-01 Education,Recreation,Conferences, Column 21 of
cash book
5-04-01-01 Per Capita Fees, Column 22 of cash book
5-05-01-01 Office Expenses & Supplies, Column 23 of cash book
5-06-01-01 Rents,Utilities & Repairs, Column 24 of cash book
5-07-01-01 Donations & Flowers, Column 25 of cash book
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5-08-01-01 Taxes Paid, Column 26 of cash book
5-09-01-01 Professional Fees, Column 27 of cash book
5-10-01-01 Sundry Expenses, Column 28 of cash book
5-11-01-01 Fees & Dues Remitted, Column 30 of cash book
5-12-01-01 Account Transfers & Assets Purchased, Column 31cash book
5-13-01-01 Expenditure out of cash accounts other than your primary checking account
You should note the Level 2 break in the account number structure between the Payroll and Lost Time accounts and the
Other disbursement accounts. All of the Lost Time/Payroll accounts (Column 16 Column 20) has "01" as the Level 2
designation. The other Disbursement accounts (Columns 20A Column 31) starts with "02" "12" in their level 2
designation.
Adding an Account
1.

Click "New Account".

2.

Fill in the necessary information.
Acct No:
The Account number. See Understanding Chart of Accounts and
Account No. Structure above for details.

Description:
The description of the current account.
Cashbook Column:
Enter the number of cashbook column for this account only if it has one. This only applies to the revenue and
disbursement
accounts.
LM Item No.:
You do not need to enter any information here, it is used by the
system only.
Budget Amount:
You can assign a budget to each account. Enter the amount you plan to budget for the current account. You
must then decide
whether you want that amount to spread out Annually or Monthly.
Click the radiobutton next to your choice.
3.
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Click "Save" to keep entry, or "Cancel" to discard entry.
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View Check Register/ Bank Reconciliation
This feature was designed to view all transactions made for a given month, including Payroll checks, Expense checks,
Memo entries, Deposits, etc. This feature also displays Reconciliation information, Bank balances, and Book balances
and allow you to reconcile your bank account for the current month.
To RUN:
1.
2.

Click "View".
Click "View Check Register / Bank Recon".

This screen is divided into three sections:
The top left section shows your book balances (information you input) for the current month.
The top right section is where you will input the bank information from your bank statement for the month.
The bottom section shows the check register for the current month.
Control Buttons
Find Check:
This feature will automatically move the check register's record pointer to the
specified check number. Type the check number in the entryfield to the right
of the 'Find Check' button, then click 'Find Check'.
Show Uncleared Checks only:
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Clicking on this button will change the check register so that only the records
that are not reconciled. Clicking this button again will display all transactions.
Change Bank Balance:
Clicking on this button will allow you to input your Ending BANK Balance for
the specified month. After you click on this button, you can type your Ending
BANK Balance at the top of the screen under the 'Bank Reconciliation'
section.
Viewing the Check Register
1.

Cash Acct - Select the bank account for which you are viewing activity.

2.

Month - Select the date range you want to view. You must select the
month before you can view any information on this screen. Once you select a
month, a few calculations are made and reflected in the following fields on the
screen:
Cash Beg Balance:
The beginning book balance for month selected.
Cash Receipts:
The total amount of deposits received for the month selected.
Cash Disbursements:
The total amount of cash withdrawn for the month selected.
Cash Ending Bal:
The ending book balance for month selected.

Check Register
After the month is selected, the check register browse displays all money
transactions starting with the first transaction of the month.
Reconciliation Information
This section displays all of your reconciled balances for the specified month. YOU WILL NOT GET A TRUE
CASHBOOK BALANCE FROM THIS SECTION UNTIL AFTER YOU RECONCILE FOR THE SPECIFIED MONTH.
Reconciling Checks
1. Enter the ending bank balance from your bank statement for the current month.
Click on the Change Bank Balance Buttion
Enter the Ending Bank Balance in the input at the top right side of the screen
2. Click 'Recon. Checks' under 'Reconciliation Information' section.
This will put you into the Check Recon screen.
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3. Click 'Show Uncleared Checks Only', this will list only the checks that have
not cleared.
4. To reconcile a check, select the check you want to reconcile from the list; move
to the 'Recon' field and change the 'N' to a 'Y'. The N indicates that the check or deposit has not cleared the bank
and the Y indicates that
the check or deposit has cleared the bank for the current month.
5. When you are done, Click 'Done' and that will take you back to the main Check
Register screen. When you return to the Main Check Register Screen the Cash Ending Balance on the left side of
the screen should
agree with the Ending book balance on the right side of the screen. If it does, then you will have
reconciled your books to the bank for the
month.
6. Next you should print an Outstanding Check List. Click on the Reports Menu item, then click on Outstanding Check
List. This list will
show the outstanding check for the current month. You can use this list to verifty the checks that are
still outstanding for the current month.
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8.

Using Payroll Record Table
Using Payroll Record Table
The Payroll Record Table is used to store payroll information, such as tax rates, deductions rates, and Year-to-date
payroll information, on each member that receives
a payroll check.
To RUN:
1.
2.

Click "Maintenance".
Click "Payroll Record Table".

Control Buttons
Quit
Returns you to main menu.
New
Allows you to add a new Payroll record.
Edit Record
Allows you to edit the displayed Payroll record.
Delete Record
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Allows you to delete the displayed record.
NOTE: A record can not be deleted once a payroll check has been posted
for that member within the current year.
Find Member
Allows you to search for a member by Soc. Sec.#, Clock#, or Last Name.
Recalc YTD
This recalculates the Year to date payroll information for all members.
Browse
Allows you to view several members at a time in list format. To exit browse
mode, Click 'Exit Browse' right below the browse screen.
Navigation Buttons
Navigation buttons can be used to move from payroll record to payroll record. You
can move one record forward or back, and you can also skip to the first or last record.

.
Adding a Payroll Record
1.

Click 'New'.

2.

Fill in the required information. The following text will explain each field in the
Payroll Record Table.

Member Info
Soc Sec#
Member's Social Security number.
NOTE: The Social Security number is required for all payroll records.
Clock#
Member's Clock or Badge No.
Hire Date
Day member was hired.
Phone No.
Member's phone number.
Unit No.
Member's unit number.
Last Name
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Member's Last Name
First Name
Member's First Name
Mi
Member's Middle Initial
Address
Member's Street address
City
Member's City
State
Member's State
Zip
Member's Zip
Tax City
The city to which the local taxes are paid. This is the field that prints out
on the 'Locality' section of the W2s.
Local Union Officer
Specifies whether this payroll member is a Local Union Officer or not. This
information is needed for LM2 purposes.
Check Explanation
Any explanation listed in this field will show up as the DEFAULT
explanation when you write a payroll check for that particular member.
Tax Information
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Withholding and Deduction Rates
These rates are used to calculate the amount of each tax or deduction to be
taken out of payroll checks. The percentages need to be entered in decimal
format. (Ex. 6.8% would be entered .068; 100% would be 1.0)
NOTE: Any withholding tax rate that is entered in this screen will override
the default in the Master File. For default rates see
Using Master File
Tax Status Info
Married/Single
Marital status for tax table purposes.
#Exemp
The number of tax exemptions.
Default Info
Deduct FICA/Med Only
When this is checked the member will ONLY have FICA and Medicare
deducted from any payroll check written for this member.
Hrly Rate
This will be the DEFAULT hourly rate.
Salary Amt
This will be the DEFAULT salary amount.
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Monthly Salary Run Info
Monthly Salary Amt
Amount received for monthly salary run check.
Monthly Salary Acct#
The cashbook account to which the Monthly salary will be charged.
Process Monthly
Tells the system to INCLUDE this member on the Monthly Salary Run.
More Info on MONTHLY SALARY RUN
Withholding Info
Fed %
Percentage used to calculate Federal tax.
NOTE: If this field is left BLANK, the system will default to the Federal
Tax Table.
State %
Percentage used to calculate State tax.
City %
Percentage used to calculate City tax.
Oth %
This field can used to enter any miscellaneous withholding percentage.
Additional Fed
Any amount entered in this field will be deducted as Federal Tax IN
ADDITION to the regular Federal Tax deduction.
Additional State
Any amount entered in this field will be deducted as State Tax IN
ADDITION to the regular State Tax deduction.
Other Deduction Info
Ded. 401k
Tells the system to deduct 401k for this member.
401k %
Percentage used to calculate 401k.
Flat 401k
Flat amount to be used as 401k deduction.
Dues Ded
Flat amount to be used as dues deduction.
Other Deduction Fields
These fields can be used to enter any miscellaneous deduction, such
as: Child Support, Insurance payment, etc.
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.
NOTE: The first two deduction fields are to be used for any Misc.
deduction that requires a percentage. The last two deduction
fields are to be used for an Misc. deduction that requires a flat
amount.
YTD Payroll Info
This shows the Year to date payroll totals. This total can be recalculated by Clicking
the 'Recalc YTD' button.
3.

When you are done with the Payroll Record, Click 'Save' to save the
information you entered, or Click 'Abandon Record' to clear the information.

Union Winfin2005 (1-01-2005)

Page 23

9.

Writing Lost Time/Payroll Checks
The Payroll/Lost Time module is designed to write your Salaried Payroll and Lost Time checks. This menu item also
includes a submenu to process Monthly/Quarterly salary checks. The tax information used in this module to calculate
taxes is dependent upon the accuracy of the information contained in the MASTER TABLE and MEMBER PAYROLL
INFORMATION TABLE. If you are using this module for the first time, you should review the Master Table and Member
Payroll Information Table before you begin entering Payroll check information.
To RUN:
1.
2.
3.

Click "Transactions".
Click "Process Payroll/Lost Time".
Click "Lost Time/Payroll".

Step 1 - The Payroll Entry Start Screen
Enter the Check Date you wish to appear on the payroll checks you will be processing in this session. This date will
always default to the current date. You can change this date by manually typing in the date or by using your UP/DOWN
Arrow keys. Once you have the correct date displayed, just click on the PROCESS Button to continue.
Step 2 - The Change Accounting Period Screen
The Change Accounting Period Screen pops up whenever you have selected a module that will post entries to your
Ledger or Cashbook. The Accounting periods are (1 - 12), which represent January through December. You must select
the period for which you want the entries you're processing to be posted. The default period will always be the last period
you selected.
If the period, which appears in the Change Accounting Period Popup Screen, is the period you want to post your entries,
then all you have to do is click the OK button. If you need to change the period, just click on the down arrow to the right
of the period description (01-January 2000). A drop down selection will appear. Just click on the period in the drop
down selection you want to use and then click the OK button. You will then be presented with a Confirmation Screen to
confirm your selection. Just make sure the period listed is the one you want, then click the OK button again.
Step 3 - The Find Member Record Form
This form is designed to select the members you want to process payroll/lost time checks for. The top of the form
contains three choices for your selection. These selections are clock number, social security number and last name.
The default selection is Last Name. If you prefer to select your member's record by any selection other than last name,
then you should click on the desire selection button.
To select a member to process, type in the last name, social security number or clock number of the member in the
INPUT box and then click the FIND button. Once the member's name is highlighted in the list box, click on the OK button
at the bottom of the form. You can also select the member from the list by clicking on the member's name to highlight it,
then click the OK button at the bottom of the form.
Step 4 - Processing the Payroll/Lost Time Input Screen
Note: Using the ENTER KEY, while in this entry screen, makes it easier to move from one entry field to another. The
CTRL and TAB key combination can be used to move backwards to an entry field.
CASH ACCOUNT
The Cash Account Combo Box has to be changed only if your payroll checks ARE NOT drawn against your primary
checking account. The default cash account will always be your primary checking account.
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TAX TABLE
The Tax Table List Box should be selected to determine the Federal Tax Table the system should use to calculate the
Federal tax withholdings.
Note: If you set up each member's payroll record to take a percentage for Federal taxes, then the Tax Table List Box
selection is not required to calculate Federal taxes.
To select the Federal Tax Table, just use your UP/DOWN Arrow keys until the correct Tax Table appears in the Tax Table
List Box. (The table is NOT selected until the Selection Box turns Yellow.)
MEMBER'S SOCIAL SECURITY NUMBER (SSN)
The member's social security number is automatically defaulted into this field. You should verify if this number is correct.
JOURNAL NUMBER
The Journal number is automatically assigned, by the system, to each entry that you record in this system. You do not
have to do anything with this entry field as it is controlled by the system.
CHECK DATE
The Spin Box entry will always default to the current date. You can change the date, which appears here, by manually
entering the new date or by using your UP/DOWN arrow keys to change the date. This is the date that will appear on
your check.
PAY TYPE
The Spin Box entry has three selections; the Hourly, the Wage Only and the Taxable Expense. The HOURLY selection
determines if you want to input hours and hourly rates when you enter the payroll detail information. This selection
activates the calculation of the Gross Pay when you enter hours and an hourly rate. The other two selections, WAGE
ONLY and TAXABLE EXPENSE, should be selected only when you want to enter Gross Pay Only.
You can change the selections by using the UP/DOWN Arrow keys.
GROSS PAYROLL
This is an Accumulator field only; no input is required. This field will accumulate the gross pay amount as you enter the
Field Payroll Detail information.
MEMBER'S NAME
This field is automatically generated; no input is required. If an incorrect name appears here, then you should correct it in
the Payroll Record Table under the Maintenance Menu.
CHECK EXPLANATION
Enter the general explanation for this payroll check. This field allows you to enter 30 characters of information.
TOTAL HOURS
This is an Accumulator field only; no input is required for this field. This field will accumulate the total hours for this
payroll check as you enter the payroll detail information.
Check Detail
This section of the Payroll/Lost Time Entry Screen is designed to enter the payroll detail(s) for this check. The
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information you enter into this section will make up the detail(s) for this Payroll/Lost Time Check. You can enter multiple
entries into this section if you have to split the payroll expense for this check into multiple accounts or multiple days.
Each time you enter information into this section and click on the SAVE DETAILS Button, you will have created a detail
entry for this check. You can enter an unlimited number of detail entries in this section.
DATE
Enter the date of the payroll detail entry or date the lost time occurred. This date is automatically defaulted from the
current computer date. To change the date, just use your UP/DOWN Arrow keys or manually type in the date desired.
NUMBER OF HOURS
Enter the number of hours for this detailed payroll entry. The hours entered here will be calculated times the rate you
enter in the next field to produce the Gross Pay amount for this detailed payroll entry.
PAY RATE
Enter the member's pay rate for this detailed payroll entry. If you set up a pay rate in the member's payroll record, this
entry will automatically default from the member's payroll record information.
GROSS AMOUNT
This entry will be automatically calculated if you selected "HOURLY" in the Pay Type Spin Box Entry. If you selected
WAGE ONLY or TAXABLE EXPENSE in the Pay Type Spin Box Entry, then you must "manually" input the gross pay
amount here for this detailed payroll entry. You can manually overwrite any amount entered in this field.
ACCOUNT NUMBER
Use this Combo Box to select the account number for this detailed payroll entry. You can use the UP/DOWN Arrow keys
to move through the Drop Down Selection list.
REASON
Enter the reason for this detailed payroll entry. You are allowed up to 30 characters for this entry field.
SAVING THIS DETAIL PAYROLL ENTRY
To save this detailed payroll entry, you must use your mouse. Click on the SAVE DETAIL Button in the upper right side
of the form. This action will move the detailed payroll information into the Gross Pay Information box at the bottom of
the form. Once you "save" the detailed payroll entry, then you can enter the next payroll detail for this check in the
Check Detail section.
IF YOU MAKE A MISTAKE!
If you notice that the detailed entry you saved is not correct, use the following procedure to make your corrections:
Click on the Detailed Entry in the Gross Pay Information box at the bottom of the screen. Click on this entry to Highlight
it. Once the entry is highlighted, Double Right Click your mouse on the entry. This action will move the Detailed Entry
from the Gross Pay Information Box back into the Check Detail section of the form. At this time, you can change the
Date, Number of Hours, Pay Rate, Gross Amount, Account Number and/or Reason in this section and Re-Save the
detailed entry.
WHAT TO DO WHEN YOU ARE DONE ENTERING THE
PAYROLL DETAIL.
After you have finished entering the detail payroll information for this check, use your mouse to click on the DONE Button
in the upper right side of the form. This action will enable you to move into the next section of the Payroll processing
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screen.
RECORDING REIMBURSED EXPENSES ON PAYROLL
CHECKS.
Once you have clicked on the DONE button, you will be presented with a pop-up prompt. This pop-up prompt will ask you
the question. "Input Reimburse Expense on this check?" You must click on the "YES" or "NO" selection buttons on
the pop-up prompt. Select "YES" if you want to record a non-taxable expense reimbursement to the member on this
check.
If you click on YES, you will be presented with a Reimburse Expense input screen. You must enter the following
information in the Expense Detail section:
ACCOUNT
Use this Combo Box to select the account number for this reimbursed expense entry. You can use the UP/DOWN Arrow
keys to move through the Drop Down Selection list. The account number you select MUST be a NON-PAYROLL
account.
EXPENSE AMOUNT
Enter the amount of the expense reimbursement for this detail item.
EXPLANATION
Enter an explanation for this expense reimbursement detail item. You are allowed up to 20 characters for the explanation.
Once you have entered the Account, Expense Amount and Explanation, you must click the SAVE DETAIL button at the
bottom of the form. Saving this Expense Detail entry will put the entry in the Reimburse Expense Detail Box at the
bottom of the screen. You can now enter another Expense Detail entry by entering another Account, Expense Amount
and Explanation. You must click the SAVE DETAIL on each entry.
When you have completed entering the Expense reimbursements, click the DONE button. You will be prompted to
confirm if you are really finished with this entry.
401K SELECTION
If this member was set up in the Payroll Record Information table for 401k deductions, then you will be prompted to
"Deduction 401k For This Member". You can click on the YES or NO buttons on this prompt. This prompt determines
whether you want this member's check to show the 401k deduction that was setup in his Payroll Record table.
ARE YOU DONE WITH THIS CHECK
You will be prompted with, "Are You Done With This Check". Select YES, if you have completed your input or NO if
you would like to go back to the Detail Entry Screens.
REVIEW THE PAYROLL CHECK STUB SCREEN
If you selected YES to the "Are You Done With This Check" prompt, then you will be sent to the Payroll Check Stub
screen. Use this screen to review all of the deduction information for this payroll check. All deduction amounts on this
screen can be changed except the Fica and Medicare deductions. Use the ENTER key to move to each deduction field.
You can overwrite the amount in each deduction field by simply typing in the new amount.
Your options for this screen are POST, CANCEL or REVISE. These option buttons are located on the left side of this
form. Here are the explanations for these buttons.
Use the POST button if you are satisfied with input and want to move on to inputting your next check. This button will
save your payroll information to the Post/Print check writing register to be printed or updated.
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Use the REVISE button if you need to go back to revise any of your input.
Use the CANCEL button to delete this payroll entry.
To enter your next check, just repeat the input steps, starting at the beginning again.
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10.

Processing Monthly Salary Run
Processing Monthly Salary Run
The Monthly Salary Run module is designed to process monthly/quarterly officers'
salary or expense checks. With this module you can setup each officer's monthly/quarterly salary information once and
then process all of the checks
without having to manually enter each check each time.
Use this module to run salary (taxable checks) or expense checks that are for the
same amount each time that you have to process them. This procedure simply
requires that you review the information each time you need to run these checks
and process them all at the same time.
You should review the MAINTAIN PAYROLL RECORD INFO instruction to learn
how to set up each of your members for this procedure.
To RUN:
1.
2.
3.

Click "Transactions".
Click "Process Payroll/Lost Time".
Click "Monthly Salary Run".

The MONTHLY SALARY RUN MAINTENANCE Screen
This screen contains a list of all of the members who have been setup in the
PAYROLL RECORD TABLE to be included on this list. The list is shown at the
top of this screen. The information contained in this list is:
Member's Soc. Sec. No.
Member's Last Name
Member's First Name
Member's Salary Amount
Account Number Assigned
Print - Contains a "Y" or "N" to determine if this member's check should be
processed.
Taxable - Contains a "Y" or "N" to determine if this is a Taxable check or not
Explanation.
HOW TO CHANGE A MEMBER'S INFO IN THE LIST.
To change a member's name or social security number, you must go to the "Maintenance" menu and select Payroll
Record Table to make the change.
This information Cannot be changed in the Monthly Salary Run Screen.
To change the member's salary, account number, print designation, taxable
designation or explanation do the following:
The middle part of the screen is an input screen for making your changes. There
are three option buttons on this part of the screen. These buttons are Change,
Save Change and Abandon Change.
To change a member's info, click on the member's record located in the list at the
top of the screen. (This should highlight the member's record.) Next, just click
on the Change button in the middle of the screen. This will allow you input
changes in this part of the screen. These are the fields you can change.
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MONTHLY SALARY AMOUNT
Input or change the member's salary amount.
SALARY ACCOUNT
Click on the Drop Down Box and select the account number for this member.
PRINT CHECK
This is a Check Box. Clicking on the Check Box will toggle a check mark in this
box. A check mark designates that you want this member's check to be
processed. A blank check box designates that you DO NOT want this member's
check to be processed.
TAXABLE CHECK
This is a Check Box. Clicking on the Check Box will toggle a check mark in this
box. A check mark designates that you want this member's check to be Taxable (withhold taxes). A blank check box
designates that you want this member's check to be Non-Taxable (expense check).
CHECK EXPLANATION
Input or change the member's explanation for this check.
Follow this procedure for each member's record that you need to change until the
list at the top of the screen contains the information you desire.
MAIN PROCESSING BUTTONS
These are the option buttons at the bottom of the screen. These buttons are used
to perform different task within the Monthly Salary Run module. Here are the explanations on how to use these buttons.
SET CHECK INFO DEFAULT BUTTON
Use this option to set defaults for the entire list at one time. When you click on
this button you will be taken to the "Set Monthly Salary Check Run Default"
screen. You can use this screen to set the default for the following fields for all members in the list:
Set Default Taxable (CHECK BOX)
If you click on this Check Box, all the values in the "Taxable" column of the salary run list will be changed to the value
you select to the right of this Check Box. If you check the Taxable Radio Button to the right of this box, everyone on the
list will
change to Taxable checks. If you check the Non-Taxable Radio Button to the
right of this box, everyone on the list will change to Non-taxable checks.
Set Default Check Amount (CHECK BOX)
If you click on this Check Box, all the check amount values in the Sal Amt column
of the salary run list will change to the amount you enter into the entry field to the
right of this check box.
Set Default Check Indicator (CHECK BOX)
If you click on this Check Box, all the values in the "Print?" column of the salary
run list will change to the value you select to the right of this Check Box. If you
check the Print Check button to the right of this box, then everyone on the list
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will print on the next salary run. If you check the Do Not Print button to the right
of this box, then everyone on the list will NOT print on the next salary run.
Set Default Account Number (CHECK BOX)
If you click on this Check Box, all of the account numbers in the Account column
of the salary run list will change to the account number you select to the right of
this Check Box.
Set Default Check Explanation (CHECK BOX)
If you click on this Check Box, all the check explanations in the Explanation
column of the salary run list will change to the account number that you select to
the right of this Check Box.
Once you have made your selections on this screen, just click on the Process
These Defaults button at the bottom of this screen. Clicking on this button will
process the changes that you select for everyone on the Salary List.
To Exit this screen, just click on the Return To Main Screen button.
SEARCH BUTTON
Select this button to find a member on the salary list. After you click this button,
you will be presented with "Find Member" form. To find a member's record, click
on one of the selection options at the top of this form. These are Clock Number,
Last Name and Social Security Number. The default option is Last Name.
Enter the member's Last name in the input entry field and click the Find button
to find the member's record, then click the OK button at the bottom of the form.
When you return to the main form, the member's record should be highlighted.
PROCESS CHECKS
This is the main processing option by which you run the salary checks. You
should always review the Salary List to ensure that all of the information is correct.
This procedure will actually produce all of the check information and post these
checks to the check register to be printed. THIS PROCEDURE WILL NOT PRINT
THE CHECK, ONLY PROCESS THEM.
After you click on this button you will be see a pop prompt "Process Monthly
Checks Now". Click the Yes Button. Next, the Salary checks processing
screen will appear. The first field that will be highlighted is the "Enter Monthly
Salary Check Date". This entry field will always default to the current computer
date. This is the date that will appear on the check that you process. You should change this date if the date that
appears is not thedate you want to show on the check.
Also, there will be two information fields on this form. These fields are:
No. Checks to Process
This field will show you the total number of checks that will be processed.
Total Amount of Checks to Process
This field will show you the total amount of checks that will be processed.
This form also includes three options boxes:
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Calculate Union Dues Check Box
Use your mouse to click on this Check Box, if you have taxable checks included
with this run and you want to deduct union dues from those checks.
Calculate 401k
Use your mouse to click on this Check Box, if you have taxable checks included
with this run and you want to deduct 401k for those members whom you have set
up to deduct 401k.
Select Tax Table
Use your mouse to click on the Drop Down Combo Box, if you have taxable checks included with this run and you use
the Federal Tax Tables to calculate Federal taxes. In most cases, you should select the Monthly Tax Table.
After you have made your selection, you will be ready to process these checks.
To process these checks, just click on the Process Now button and select the
Account Period you want these checks posted to from the pop-up, "Change
Account Period Screen". The system will then process the checks and post
them to the temporary check register. This will complete the process. Just click
on the Back to Main button to return to the Salary Check main screen.
Your next step will be to go to the Print/Post Checks menu in the Transaction
menu to print your checks. Read the Print/Post Checks procedure to learn how
to print your checks.
PRINT LISTING BUTTON
Use this button to print a listing of the Salary Check Run. You can use this listing
to review the settings prior to processing these checks.
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11.

Paying your Bills
Paying your Bills
The Pay Bills module should be used to write checks for your non-taxable vouchers. Use this module to write checks to
your vendors and record non-check entries from your checking account using the MEMO options.
To RUN:
1.
2.

Click "Transactions".
Click "Pay Bills".

Step 1 - The Change Accounting Period Screen
The Change Accounting Period Screen pops up whenever you have selected a module that will post entries to your
Ledger or Cashbook. The Accounting periods are (1 - 12) which represent January through December. You must select
the accounting period for the entries you wish to process for posting. The default period will always be the last period
you selected.
If the period, which appears in the Change Accounting Period Popup Screen is the period you want to use to post your
entries, then all you have to do is click the OK button. If you need to change the period, just click on the down arrow to
the right of the period description (01-January 2000) and a drop down selection will appear. Just click on the period in
the drop down selection you want to use and then click the OK button. You will then be presented with a Confirmation
Screen to confirm your selection. Make sure the period listed is the one that you want, then click the OK button again.
Step 2 - The Pay Bills Input Screen
Note: Using the ENTER KEY, while in this entry screen, makes it easier to
move from one entry field to another. The CTRL and TAB key combination can
be used to move backwards into an entry field.
CASH ACCOUNT
This selection will determine the cash account from which a particular entry will be deducted. In most cases, you will be
using the default account, which is your
primary Checking Account. All you have to do is hit the Enter Key to move to the
next selection.
Since you can select the Cash Account you wish a particular entry to be deducted
from, you can use this module to record disbursements from other cash accounts,
(i.e. your Savings/Investment Accounts), by selecting those accounts from this
selection box before entering the data.
MEMO CHECK BOX
Use your mouse to click-in this box only if you are recording a NON-CHECK entry.
(An example of a Non-Check entry would be a Bank Charge that was deducted
from your checking account.) Memo entries are posted directly to your ledger and
will not show up in the Print Check Processing Screen. (example - EFTPS
(Electronic Federal Tax Payment System) tax deposit withdrawals from your
checking account.)
REMEMBER CHECK BOX
Use your mouse to click-in this box for entries that are the SAME every month.
This feature is designed to record the input and save it for the next time you select
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the vendor for this bill. Only use this feature for bills you process for the same
amount each month for a specific vendor. Before using this feature, please read
the note below under SAVE DETAIL.
VENDOR
You must click on this Combo Box to select the vendor or payee for this entry.
Once this selection is active, you will see a Drop Down Selection list of all of the vendors that you have already written
checks or entries for. You can use your UP/DOWN Arrow keys to navigate through the list.
Note: Once the Drop Down Selection list has appeared, you can type the first letter
of the vendor you are looking for and all other vendors, which contain that same
letter, will appear in the list.
If the vendor or payee you are looking for does not appear in the list, just type the Vendor Name directly into the Combo
Box and it will automatically be added to
the Vendor list in the system. You will be prompted to save the New Vendor when
you save this entry.
JOURNAL NUMBER
The Journal number is automatically assigned by the system to each entry you
record into this system. You do not have to do anything to this entry field, as it is controlled by the system.
CHECK AMOUNT
Just enter the amount of the Check or Memo entry in this input selection box.
CHECK DATE
This Spin Box Entry Box will always default to the current date. You can change
the date that appears here by manually entering the new date or by using your UP/DOWN arrow keys to change the date.
This is the date that will appear on
your check.
COMMENT
Enter the explanation/comment for this entry in this entry field. This entry field
will allow up to 25 characters.
Check Detail Information
This section of the Pay Bills Entry Screen contains four input boxes. The
information you enter in this section will make up the detail for this Check/Memo.
You can enter multiple entries into this section, if you have to split the expense for
this Check/Memo into multiple accounts. Each time you enter information into
this section and click on the SAVE CHECK Button, you have created a detail entry
for this Check/Memo. You can process multiple detail entries for each
Check/Memo until the Total Detail equals the total amount of the Check Amount
you entered in the Check Amount entry box at the top part of this entry screen.
ACCOUNT NUMBER
Use this Combo Box to select the account number for this Check/Memo detailed
Item. You can use the UP/DOWN Arrow keys to move through the Drop Down Selection list.
ITEM AMOUNT
Enter the amount for this detailed item. If this Check/Memo only has one (1)
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detailed entry, then the Item amount would be the same as the Check Amount
that you entered at the top of this form. If this Check/Memo has multiple detail
items, then enter the amount of this particular detailed item.
MEMBER SOCIAL SECURITY NUMBER (SSN #)
This entry is only required if you want this item amount to be included with the member's earnings (as non-taxable
earnings) for the year. If you select the "REIMBURSED INDIVIDUAL EXPENSE" account number in the Account Number
Combo Box, then the system will REQUIRE that you enter a Social Security Number in this field.
SAVING THIS ENTRY
Once you have hit the ENTER key on the Social Security Number Field, the SAVE CHECK button will be Highlighted. All
you have to do to save this entry is to hit the ENTER Key again. Once this entry is saved, it will appear in the bottom part
of the screen in the Expense Check Detail Information Box. If you don't see an entry there after you have selected the
SAVE CHECK Button, hen you should click it again.
If you have another detail item to include with this entry, then just click on the
Account Number Combo Box again and input the next detailed item.
Note: Remembered entries are automatically saved once you select the Vendor.
You do not have to click on the SAVE CHECK Button with Remembered entries.
If you have to change any of the information for a Remembered entry, use the
method below entitled, "IF YOU MAKE A MISTAKE".
IF YOU MAKE A MISTAKE
If you notice that the detailed entry you saved is not correct, then here is the
procedure you will use to make your corrections.
Click on the Detailed Entry in the Expense Check Detail Information box at the bottom of the screen. Clicking on this
entry will highlight it. Once the entry is highlighted, Double Right click your mouse on the entry. This action will move
the Detailed Entry from the Expense Check Detail Information Box back into
the Check Detail section of the form. Once these actions have been completed,
you may then change the Account Number, Item Amount and Social Security
Number in this section and Re-Save the detailed entry.
POSTING THIS ENTRY
If you have finished entering the information for the Check/Memo, then the last step
will be to Post this check to the Check Register to be printed or if this is a MEMO
entry, post the MEMO entry to the ledger. To complete this entry just click on the POST CHECK Button. To enter the
next Check/Memo, just click on the NEW
CHECK Button in the top left portion of the screen.
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12.

Processing Your Deposits
Processing Cash Deposits
The Cash Deposits module should be used to input cash deposits into your cash accounts. This includes your checking
account as well as your savings and
investments cash accounts. Also, you should use this module to record Cash Transfers between accounts or to add
interest to your Saving/Investment
accounts.
To RUN:
1.
2.

Click "Transactions".
Click "Cash Deposits".

Step 1 - The Change Accounting Period Screen
The Change Accounting Period Screen pops up whenever you have selected a module that will post entries to your
Ledger or Cashbook. The Accounting periods are (1 - 12), which represents January through December.You must select
the accounting period for the entries you wish to process for posting. The default period will always be the last period that
you selected.
If the period, which appears in the Change Accounting Period Popup Screen is the period that you want to use to post
your entries, then all you have to do is click the OK button. If you need to change the period, just click on the down arrow
to the right of the period description (01-January 2000) and a drop down selection will appear. Just click on the period in
the drop down selection you want to use and then click the OK button. You will then be presented with a Confirmation
Screen to confirm your selection. Make sure the period listed is the one you want, then click the OK button again.
Step 2 - The Cash Deposits Input Screen
Note: Using the ENTER KEY, while in this entry screen, makes it easier to
move from one entry field to another. The CTRL and TAB key combination can
be used to move backwards into an entry field.
CASH ACCOUNT
This selection will determine the cash account to which the deposit/transfer will
be added. In most cases, you will be using the default account, which is your
primary Checking Account. However, if you need to add interest, cash transferred
or any other type of cash addition to one of your other cash account, then you
must change this selection to the appropriate cash account.
DEPOSIT DATE
Enter the date this deposit was entered in this cash account. This date will always default to the current computer date.
You can change this date by either manually typing in the desired date or using your UP/DOWN Arrow keys to change
the date.
JOURNAL NUMBER
The Journal number is automatically assigned by the system to each entry you
record in this system. You do not have to do anything with this entry field, as it is controlled by the system.
TOTAL DEPOSIT
This is an accumulator field and NO INPUT is required. This field will show the
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Total Deposit amount as you enter each deposit item.
Deposit Detail Items
Use this section to enter each deposit item for the date that you input information. Enter the following information on
each deposit item in this section:
Received From
Enter source (person/location, etc.) from which you received this deposit in this
input entry. You are allowed up to 25 characters.
Receipt #
Use this field if you use handwritten receipts for your deposit of this detail deposit
item.
Acct. No.
Use this Combo Box to select the account number for this deposit item. You
can use the UP/DOWN Arrow keys to move through the Drop down Select list.
Item Amount
Enter the amount of this deposit item here.
Comments
Enter any comment that will appear in your deposit reports for this item. You are allowed up to 25 characters.
AFTER YOU HAVE ENTERED THE INFORMATION FOR EACH DEPOSIT ITEM.
Click on the SAVE DEPOSIT button in the upper right side of the form to save the deposit item. You can enter multiple
deposit items for each deposit.
WHAT TO DO IF YOU MAKE A MISTAKE AFTER TO SAVE THE DEPOSIT.
If you notice that you've made a mistake on the input of a deposit item after you
click the SAVE DEPOSIT button, just click on the deposit item at the bottom of
the screen to highlight it. Next, Double Right click your mouse on the deposit
item. This action will remove the item from the bottom portion of the screen and
move it back into the Deposit Detail section so you can make your corrections.
After you have made your corrections, click the SAVE DEPOSIT button again.
When you have completed and saved all of the deposit items, just click the POST DEPOSIT button to post the deposit to
the ledger.
To enter the next deposit, just click on the NEW DEPOSIT button to start another deposit.
YOUR CASH BALANCE
This field will show the cash balance for the cash account you selected at the top
of this form. This cash balance shows the cash balance prior to your deposit input. This balance will not change until
you have posted your deposits.
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13.

Print/Post Checks
This module is designed to enable you to print and/or post checks that were processed through the Pay Bills or
Payroll/Lost Time Modules. You should also use this module to post handwritten checks or posted checks you had to
Delete and Re-enter.
To RUN:
1.
2.

Click "Transactions".
Click "Print/Post Checks".

When you enter this module, you will be presented with the "Unposted Check Register" at the top of the screen. These
are the entries you processed through the Pay Bills and Payroll/Lost Time Module. You should notice that these entries
have not been assigned check numbers at this point. The check numbers will be assigned when you either print or
manually post these checks.
The most important information you should notice with these entries is the Date and Journal number. In most cases,
these entries will be posted in the same sequence as they appear in the Unposted Check Register in this screen. All you
have to do is assign the first check number and the check numbers will be assigned to each entry in sequence.
You will also have the ability to select a set of entries from the list to print based on either the entry date or the journal
numbers that are assigned to each entry.
NOTE: You must ensure that the Check Output selection in the system's Master File is correct for the type of check that
you will be using to print your checks. See "Using the Master File" in the help module from the main menu for details.

Here's How To Print Checks.
Click on the PRINT CHECK Button at the bottom of the form. Next, you must assign the starting check number at the
Enter Starting Check No. prompt. You will notice that the system will automatically assign a check number based on the
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last check number that was posted in the system posted check register. YOU SHOULD ALWAYS VERIFY THE
STARTING CHECK NUMBER BEFORE YOU PROCEED. If the starting check number that appears is not correct, just
enter the correct number.
Next, you must use your mouse to click on one of the Select Check By buttons. Your chooses are Date Range Button or
Journal No Button.
Date Range Button
Click on this button if you prefer to select the check entries to print by date range. Selecting this option will only print the
check entries that fit within the date range that you input.
Once you click this button, you will be prompted to enter a date range in the date entry fields that appear. You must enter
dates in both date fields. (Example: If you want to print checks for all the entries that are dated "01/01/2000", you must
enter this date in both entry fields.) Use either the ENTER key or TAB key after you enter the date in each field.
Journal No. Button
Click on this button if you prefer to select the check entries to print by journal number range. Selecting this option will
only print the check entries you input that fit within the journal number range.
Once you click this button, you will be prompted to enter a journal number range in the journal number entry fields that
appear. You must enter a journal number in both journal number fields. You can use this option to pick out one check
from the group of check entries to print by selecting the journal number for that particular check entry. Use either the
ENTER key or TAB key after you enter the journal number in each field.

Once you have selected the Date or Journal number range to print, you should click on the OK Button at the bottom of
the form.
Next, you will be presented with an Info box which will display the Number of the checks you selected to print and the
Check number range of those checks. You should check this information to verify that it is correct then click on the OK
Button on this box.
Next, you will see a Pop-Up Prompt Screen "Print These Checks Now". You have the option of Yes or No. Click on the
Yes prompt to proceed or No prompt to go back to the processing screen.
Next, you will see the Report Destination Prompt. You must click on one of the three options on this screen. These
options are Screen, Printer and File. Click on the Screen option only if you want to review the printed check(s) on your
Screen or click on the Printer option only if you want to print the check(s) to your printer. Once you have performed the
desired option, click on the OK button on this screen to complete..
Next, you will see a Printer Selection Pop-up Screen. You must click on the printer you want to use to print your check
(s), then click on the OK button.
After completing these prompts, your checks should print out on your printer.
While your checks are printing, you will be presented with a "Post These Checks Now" Pop-up box. We highly
recommend that you wait until all of your checks print before you select the YES or NO options on this Pop-Up Screen.
Selecting the YES option on this screen will post the check entries you selected to your ledger and remove them from the
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Unposted Check Register. Once your checks are posted you cannot print them.
How to Manually Post Your Checks
Use the MANUAL POST Button to post your check entries without printing a physical check. Use this procedure to enter
checks that have already been written by hand or to re-enter a check that has been deleted and needs to be re-posted.
The Manual Post procedure is the same as the Print Checks procedure. Just follow the step-by-step procedure to
manually post your checks.
How to DELETE CHECK from the Unposted Check Register
Use the DELETE CHECK button to delete checks that appear in the Unposted Check Register Screen at the top of the
form. At this point, these checks HAVE NOT been posted to the Ledger, therefore, deleting these checks will not affect
your account balances. This procedure will allow you to delete multiple checks at one time.
To Delete Checks follow this procedure.
Click on the DELETE CHECKS Button at the bottom of the form.
You will be prompted to select a range for selecting the checks to delete. You can delete by Date or Journal Number.
Select the Date Button if all of the checks you wish to delete have the same date. If you only want to delete a single
check or a specific range of checks, then the Journal Number Button would be your best choice.
Once you have clicked on either the Date button or Journal Number button, you will be presented with an Enter Range
selection. Enter the Date or Journal Number range in the two input boxes on the screen. You must enter a value in both
input boxes. Use either the ENTER key or TAB key after you enter each value.
Next, you should click on the OK button at the bottom of the screen. At this point, you will see Pop-up Info box which will
display the number of checks that you selected to delete. If this information is correct, just click on the OK button on the
Pop-up Box.
Next, you will be presented with a Confirmation Pop-up Box (Delete These Checks) with a YES and NO confirmation.
Select YES to delete the checks or NO to cancel the operation.
Click on the Cancel Button at the bottom of the screen to restore the Print Checks Screen.
To Exit the Print/Post Checks Module, just click on the EXIT button at the bottom of the screen.
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14.

Voiding Posted Checks
The module is designed to enable you to VOID a check that has already been printed and posted to your ledgers. If a
check HAS NOT been printed and posted to your ledgers, then you only need to delete that check using the Print/Post
Check procedure. If you have a check that needs to be re-entered because it have been on your outstanding check list
for several months, then you should review the Re-Entered check procedure.
To RUN:
1.
2.

Click "Transactions".
Click "Void Posted Checks".

Note: You should never void a check from a prior month unless you have not reconciled that month. When you void a
check, that check amount is set to zero. Voiding a check from a prior month will affect the financial reports that you had
reported for that month.
The Change Accounting Period Screen will appear. Select the period in which you want to void the check. This period
should be the same as that of when the check was posted.
The Void Check Screen will appear. You must next input the check numbers that you want to void. You must enter a
check number in both input boxes. If you only want to void one check, then put the same check number in both input
boxes. Use either the ENTER KEY or TAB BUTTON after each input.
Once you have entered the second check number to void , a Pop-Up Confirmation Box will appear prompting you to "Do
You Want To Void These Checks Now?".
You should respond to this prompt by selecting either the YES or NO confirmation button on this box.
Select the EXIT Button at the bottom of the form to exit from this form.
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15.

Deleting Posted Transactions
The module is designed to enable you to delete a posted entry from your system. This entry could be a Check, Deposit
or Memo entry. This utility is designed to help you correct entries that were posted incorrectly. In most cases, you
should re-enter the transaction that was deleted with this utility. Use this utility to delete posted entries that have
incorrect information (i.e. wrong date, wrong account number, wrong period number, etc.). After you delete the entry, you
should re-enter the data with the correct information. Please use caution when using this utility.
To RUN:
1.
2.

Click "Transactions".
Click "Delete Posted Checks".

Click your mouse on the "Proceed to Deletion Utility" button at the bottom of the screen.
Next, you will be prompted to select the Account Period for this deletion. You should always select the same Accounting
Period that the original entry was posted in. After you select the Accounting Period, the Deletion selection screen will
appear. Here are your selections:
Cash Account Drop Down Combo Box
In most cases, you will not have to change the cash account default in the combo box. The default will be your primary
checking account. The only time you will need to change the cash account is when the entry you need to delete was
posted to one of your cash accounts other than your checking account. An example would be, if you wanted to delete an
Interest Received entry that was posted to one of your Savings or Investment accounts.
Process Check/Journal Number
You must select either the Check Number button or the Journal Number button in this section of the form. If the entry you
want to delete has a check number, then you should click on the Check Number button. If the entry you want to delete
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does not have a check number, then you must click on the Journal Number button. The Check numbers and Journal
numbers are printed on most of the system reports. You should be able to get the check/journal number(s) from one of
your system reports.
Enter Entry to Delete
You must enter the Check number or Journal number you want to delete in this input field. Use the ENTER key or TAB
key after you input the value in this field.
After you input the Check/Journal number to delete in the input field, click on the Process Deletion button at the bottom of
the screen.
After you click on the Process Deletion button, you will be presented with a deletion confirmation pop-up box ("Are You
Sure You Want To Delete This Entry"). Click on the YES prompt to continue with the deletion or the NO prompt to
cancel the deletion.
If you selected the YES prompt, then after a few seconds the Deletion Process Complete pop-up box will appear. Click
on the OK prompt on this pop-up box.
Next you will be presented with the Recalculate Period Pop-up box. You should always click on the YES prompt on this
Pop-up box. The next Pop-up box will confirm that the period recalculation has been completed. Just click on the OK
prompt on this box.
The Deletion procedure will be complete at this point. Just click on the Quit button at the bottom of the screen to exit the
deletion utility.
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16.

View Account Balances
This feature can be used to view the period activity and balance of any account in
your Chart of Accounts within a specified period.
To RUN:
1.
2.

Click "View".
Click "View Account Balances".

To View an Account
1.

Select the account whose balance you want to view. This list of accounts
comes right from your Chart of Accounts.

2.

Select the period (month) you want to view.
Period Begin
Displays the beginning balance for the selected account
Period Activity
Displays the +/- gain for the selected account
Period Ending
Displays the ending balance for the selected account

Show Detail
Click this button to view the account's individual transactions for the selected period. Click 'Exit Detail' to close the Detail.
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17.

Process W2 Procedure
Processing W2 Procedure
Use this procedure to print the W2's for the year. This procedure will allow you to check the W2 totals, make adjustments
if necessary and print data to a standard set of W2 forms.
The system prints standard 2-UP laser W2 forms. You can purchase these forms at any office supply store. You can also
call us if you need additional information on the forms.
To Run:
Click on the Year-End Menu Item
Click on the Process W2 Menu Item
Clicking on the Process W2 Menu Item with show three choices:
Process W2 Info
Print 2-Up W2 Forms
Print 4-Up W2 Forms
Use the Process W2 Info menu item to collect the W2 information and check the total prior to printing the forms.
Use the Print 2-Up W2 Forms menu item to print the Laser 2-UP W2 form set to your printer.
Use the Print 4-UP W2 Forms menu item to print the Laser 4-UP W2 form set to your printer. Please note that the 4-UP
Form does not seem to line up correctly on all printers. We higher recommend using the 2-UP Laser W2 form set. Call us
for more information on 4-UP W2 form.
Processing W2 Info:
Clicking on this menu item will bring up the screen below:
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To collect the current year's W2 information, Click on the Process W2 Infor For Current Year button. You will see a
Warning Message "W2 Table Already Contains Infor, Overwrite", just click on the "Yes" button.
Next Click on the Review W2 Info button.
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This will bring up the Review W2 Table. This table will show the W2 info for each member that you processed a payroll
check for during the current year. You can browse though this table by using the slide bars at the right side of the table
and at the bottom of the table.
The information in this table can be changed by clicking your mouse on the cell that you want to modify then typing in the
change. You must use the Up/Down arrow key to move to the next members record to save the change that you made.
You should not make changes to this information unless you have special circumstances that warrant the change.
Next Click on the Show Totals button.
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This will bring up the W2 Total Display Screen. The screen will show the Total for the W2 processed. These totals should
agree with the four quarterly 941 forms that you filed with the IRS during the year. You should check to make sure that
they do before printing your W2's.
If the totals do not agree, then you should Print an Earning Report for all members by quarter and review the totals with
the 941's that you filed during the year.
Click on the Return To Processing Screen button to go back to the Review W2 Screen.
The Print Listing button will print a list of the information that is displayed on the Review W2 Screen if you need a hard
copy to review.
If the Totals agree with the 941 information that you filed with the IRS during the year, then you can proceed to printing
the forms.
Print 2-UP W2 Forms:
Clicking on this menu item with bring up the screen for Print the standard 2-UP Laser W2 Form set. The W2 forms come
in sets. The sets are determined by the requirements for your locality. For example the state of Virginia require a six part
set:
1 Set for the Social Security Administration (Copy A)
1 Set For the State of Virginia (Copy 1)
1 Set For the Employers record (Copy D)
1 Set For the Employees Federal (Copy B)
1 Set For the Employees State (Copy 2)
1 Set For the Employees record (Copy C)
In this case you will have to print the W2 forms six times. You just load the first set, then print the forms, then load and
print the next set.
To Print the W2 Sets just click on the Print Complete 2-UP W2 Set Button on the screen. Load the first set of forms and
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click on the Start Now and Print buttons to print the forms. Repeat this procedure to print each set of forms.
We highly recommend that you test print the first set of forms to plain paper and then review the information on
each printed sheet to ensure that the information (i.e. fed & state Id, employer and employee addresses etc.) is
correct before printing to the forms.
To correct Employer information, see Maintaining Master Information.
To correct Employee information, see Maintaining Payroll Record information.
If you have to correct information, make the corrections as stated above and then start with Process W2 info to reprocess
the W2's again to make sure the new information is reprocessed.
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18.

Year End Processing Procedure
Year End Processing Procedure
The information provided below should help you to successfully close out your Winfin99 Finance system for the current
year. Make sure that you have the current update version before you start the year-end processing procedures.
Step 1 - Create The New Year
You must create a new year before being able to process checks and deposit for the next year. Creating the new-year
will allow you to finalize the processing of data in the current and also allow you to process checks and deposits in the
new-year. You should create the year after you have processed your last check in December of the current year.
When you create a new-year the system will create a new data directory to hold the transactions for the new year's
processing. The process will also transfer over to the new-year the current years chart of accounts, payroll records and
vendor information. This procedure does not transfer your ending balances. Your ending balances will be transferred
during Process Year-End Closing (see below).
To create the New Year, click on the FILE menu item and select the SET PRIOR YEAR/SET NEW YEAR menu item. To
create the new year just click on the START A NEW YEAR button and then click on the CREATE YEAR button.
Once you have created the new-year, the system default year will be new-year. Each time that you enter the system from
this point on, you will be in new-year. You will have to set the year back to the prior-year to process this any prior year's
data.
You can also revise your payroll record table and your chart of accounts table for the new-year at this time. This will be
the best time to "clean-up" your payroll and chart of accounts records prior to processing for the new-year.
You will not be able to finish balancing your system for the prior-year until sometimes in January of the new-year. This
procedure will allow you to keep the prior-year open until you are satisfied that everything is in-balance.
Step 2 - Finalize And Close The Current Year
Here are the basic procedures that you should follow to close out the current year.
1. Reconcile your checks and deposits to your December bank statement.
2. Make any adjustments or corrections that are required to balance your books for December.
3. Print out all of your monthly reports for December.
4. Print out an annual Earnings Report for all members. Make sure that the totals agree with the deposits that you made
to the IRS.
5. Process your W2 information and ensure the total are correct for each member.
6. Print out your Copy A and Copy B&C W2's
7. Print out the Annual Report for the year.
8. Print out the Account Detail report for the all account for the year.
9. Go to the UTILITY menu and select PROCESS YEAR-END. This procedure will transfer your ending cash balances
and outstanding checks to the New Year.
10. Run your new LM module to produce the LM reporting information.
11. Backup Your Data.
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19.

Process Year End Closing
Process Year End Closing
The Year-end closing procedure is the last process that you should do for the current year. This procedure should be
done after you have reconciled and balanced all of your accounts for the current year. Make sure that you have created
the New Year before processing the year-end closing procedure.
Click here to review the Create New Year procedure.
The Year-end closing procedure will perform the following actions:
1.
2.

Transfer the outstanding checks as of December of the current year over to the new-year.
Transfer your cash, assets and liability balances over to the new-year.

Therefore you should make sure that the outstanding checks and your cash account balances are correct before
performing this procedure. This procedure can be run only once.
In most cases you will be running this procedure sometimes during the new-year after you have completed balancing all
of your accounts for the prior year.
To Run:
Click on the Utilities Menu Item
Click on Process Year-end Closing

When the processing screen appears read the notes and following the instructions on the screen.
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20.

Processing The LM Report
Processing The LM Reports and Forms
This procedure will extract the information from your current year data files to create the data
necessary to complete the Labor Department LM forms and schedules. You should run this
procedure after you have balanced your books for the current year.
See Year-End Processing Procedure
The LM module contains complete instructions on how to process the system to generate the forms
and schedules. You should printout the help information in the LM module and use it to help you
though the process.
To Run:
Click on the Year-End menu item
Click on Process LM/990
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From the LM/990 Processing Menu Screen, click on the Step 1- LM/990 Help button to bring up the
help instructions. Print out the instructions and following the steps to help you complete the LM
processing.
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21.

Transferring Cash Between Accounts
Transferring Cash Between Accounts
Use the following procedure to transfer cash between your bank accounts. Transferring cash between accounts requires
you to process two transactions. The first transaction requires a disbursement from one cash account and the second
transaction requires a deposit to another account. The following examples will explain how to do this.
Example 1:
You need to transfer $1000 from your primary checking account to a savings account.
Step 1 - Write a check for $1000. You can process the check the same way that you pay a bill in the system. Go to the
Transactions menu item, then click on Pay bills and process and print the check (see Paying Bills). This transaction will
create a disbursement from your primary checking account.
Step 2 - Make a deposit into the savings account. Go to the Transactions menu item, then click on Cash Deposit and
process a deposit of $1000 into the savings cash account (see Cash Deposits). This transaction will create a deposit into
your savings account.
** You can use the above procedure to purchase a CD and open a new CD cash account. If the CD cash account does
not already exist in your chart of accounts, then you need to add the account to the Chart of Accounts table before you
can make the deposit into the new CD cash account (see Chart of Accounts).
Example 2:
You need to transfer $1000 from your saving account to your primary checking account.
Step 1 - Process a Pay Bills memo transaction to make the disbursement from the savings account. Go to the
Transactions menu item, then click on Pay bills and process a memo transaction (see Paying Bills).
Step 2 - Make deposit into the primary checking account. Go to the Transactions menu item, then click on Cash Deposits
and process a deposit of $1000 into the checking account (see Cash Deposits). This transaction will create a deposit into
your savings account.
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22.

Entering Stale Dated Checks
Use this procedure to add-back or re-enter outstanding checks. This procedure will add the check amount
back to your cash account, credit the account that was charged and clear the check on your outstanding
check list.
To Run:
1. Click "Transaction"
2. Click "Re-enter Stale Dated Checks"

You will be presented with the "Change Account Period" popup screen. Just selected the period that you want
the transaction to be posted then click on the OK button.
Next enter the check number that you want to Re-enter.
Then click on the Process Now button.
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23.

Maintaining Vendor List
The system vendor list is used by the system to store the vendor information that is used by the system to process the
Pay Bills check writer. The vendor list is also used to process annual 1099-misc forms if they are required by your
organization.
When you process a Pay bills check the payee that you enter for the check is automatically added to the vendor list and
a unique vendor number is assigned. In most cases you will not have to maintain the vendor list unless:
1.
2.
3.
4.
5.

You need to add the vendors address to print on a check for mailing
You need to tag a vendor to process an IRS 1099-misc form at year-end
You need to make changes to the Vendor Name or Address
You need a print-out check information for a specific vendor
You need to delete old vendors from the list

To Run:
Click on the "Maintenance" Menu item
Click on "Vendor List"

Processing Buttons:
On the right side of the screen are the processing buttons:
Add Button:
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Use this button to add a new vendor to the list. The new vendor will also be added to the payee list when you process a
Pay bills check. When you add a new vendor to the list the system will automatically assigned a vendor number for the
new vendor.
Edit Button:
Use this button to allow you to change information on the vendor screen.
Save Button:
Use this button to save information that was added or changed on the vendor screen
Delete Button:
Use this button to delete a vendor from the list. Please note that the system will not allow you to delete a vendor from the
list if a check has been processed for that vendor during the current year.
You can however delete vendors from the list at the beginning of a year prior to processing any checks for that year. This
is the best time to get rid of old vendors.
Find Vendor Button:
Use this button to find a vendor in the list. A popup list will allow you to enter the vendor name to find the vendor in the
list.
Print Details Button:
Use this button to print a list of all the checks that were written to a specific vendor. The list will show the check
information for the vendor that is currently displayed. You must use the Find Vendor Button to find the vendor that you
want to print detail information.
Recalc YTD Button:
Use this button to recalculate the YTD payments made to all vendors for the current year.
How To Tag A Vendor For 1099 Processing
The system will allow you to tag vendors for tracking payments to file at year-end on the IRS form 1099-misc. These
tagged vendors can be processed to print a 1099-misc form at year-end.
See Processing 1099-Misc Forms for instruction on printing the forms.
To do this:
Find the vendor that you want to Track.
Next Click on the Check Box Print 1099 Form (This will tag the vendor for tracking)
Next Enter the Vendors Id Number in the Vendor ID NO: input box (usually a federal id or social security number).
Next Select the 1099 Type using the Drop Down box. The choices are:
Non-employee Compensation
Other Income
Gross Proceeds Paid To Attorney
Medical and Health Payments
The 1099 type will determine where the payment will print on the 1099-Misc form.
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Show 1099 Vendors check box:
Click on this check box if you want to only view the vendor in the list that you have tagged for 1099 tracking.
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24.

Processing 1009-Misc Forms
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