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ZLand 
License Agreement and Limited Product Warranty 

 
You should carefully read the following terms and conditions. Your using the Program 
indicates your acceptance of the terms and conditions.  If you do not agree with them, 
you should promptly return the complete package and your money will be refunded. 
ZLand provides this Program and licenses its use to you. You are responsible for 
selecting the Program to achieve your intended results and for the installation, use and 
results obtained from the Program. 
 
This Program is a proprietary product of ZLand and is protected by copyright laws. Title 
to the Program, or any copy, modification, or merged portion of the Program, shall at all 
times remain with ZLand. 
 

LICENSE 
YOU MAY: 
 
a. Use the Program on a single machine. The Program may be transferred to and used on 
another machine, but shall under no circumstances be used on more that one machine at a 
time. If ZLand designates the Program as a network Program, it may be used on a 
network system approved by ZLand. 
 
b. Make one copy of the Program into any machine readable or printed form for backup 
or modification purposes in support of your use of the Program on a single machine. 
 
c. Modify or merge the Program into another Program for your use on a single machine. 
Any portion of the Program merged into another Program will continue to be subject to 
the terms and conditions of this License. You must reproduce and include the copyright 
notice on any copy, modification or merged portion of the Program. 
 
d. Transfer the Program together with this License to another party, but only if the other 
party agrees to accept the terms and conditions of this Agreement. If you transfer the 
Program and License, you must at the same time either transfer all copies, modifications 
or merged portion of the Program to the same party or destroy those not transferred. Any 
such transfer terminates your License. 
 
YOU MAY NOT: 
 
a. Transfer or rent the Program or use, copy, modify or merge the Program, in whole or in 
part, except as expressly permitted in this License. 
 
b. Decompile, reverse assemble or reverse engineer the Program. 
 
c. Reproduce, distribute or revise the Program documentation. 
 
IF YOU DO ANY OF THE FOREGOING, YOUR LICENSE AND THIS 
AGREEMENT ARE AUTOMATICALLY TERMINATED. SUCH TERMINATION 
SHALL BE IN ADDITION TO AND NOT IN LIEU OF ANY CRIMINAL, CIVIL, OR 
OTHER REMEDIES AVAILABLE TO ZLAND. 
 
TERM 
 
You may terminate your License and this Agreement at any time by destroying 
documentation together with all copies in any form. They will also terminate 
automatically if you fail to comply with  any terms or conditions of this Agreement, in 
which event you agree to destroy the Program together with all copies in any form, and to 
provide us upon our request with written certification of such destruction. 



 

LIMITED WARRANTY 
EXCEPT AS SPECIFICALLY STATED IN THIS AGREEMENT, THE PROGRAM IS 
PROVIDED AND LICENSED “AS IS” WITHOUT WARRANTY OF ANY KIND, 
EITHER EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE 
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A 
PARTICULAR PURPOSE. 
 
ZLand does not warrant that the functions contained in the Program will meet your 
requirements or that the operation of the Program will be either error free or appear 
precisely as described in the Program documentation. 
 
ZLand warrants that the diskettes on which the Program is furnished will be free from 
defects in material and workmanship under normal use for a period of six months from 
the date of delivery to you. 
 

LIMITATION OF REMEDIES AND LIABILITY 
The remedies described below are accepted by you as your only remedies, and shall be 
available to you only if you or your dealer returns the enclosed registration card to ZLand 
within ten days after delivery of the Program to you. 
 
ZLand' entire liability and your exclusive remedies shall be: 
 
a. If the Program does not substantially perform the functions or generally conform to the 
Program's specifications published by ZLand, you may within six months after delivery 
write to ZLand to report a significant defect. If ZLand is unable to correct that defect 
within 30 days after receiving your report, you may terminate your License and this 
Agreement by returning the Program with your original receipt and your money will be 
refunded. 
 
b. If the Program diskette is defective, you may return it with a copy of your receipt, and 
ZLand will  replace it.   If a replacement cannot soon be delivered, you may terminate 
your License and this Agreement by returning the rest of the Program and your money 
will be refunded. 
 
IN NO EVENT WILL ZLAND BE LIABLE TO YOU FOR ANY DAMAGES, 
INCLUDING LOST PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR 
CONSEQUENTIAL DAMAGES, ARISING OUT OF THE USE OR INABILITY TO 
USE THE PROGRAM, EVEN IF ZLAND OR A ZLAND DEALER HAS BEEN 
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. 
 

GENERAL 
If ZLand designates the Program as one for use on a network system, you agree that the 
particular type of network, number of machines involved, as well as the type of computer 
and its memory capacity, can all affect its performance. Therefore, ZLand cannot 
guarantee the performance of the Program other than on a network specifically approved 
by it. 
 
This Agreement will be governed by and construed in accordance with the laws of the 
State of California. 
 
Any question concerning this Agreement should be referred in writing to ZLand at 11988 
Challenger Court, Moorpark, CA 93021. 

YOU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEMENT, AND BY 
USING THIS PROGRAM INDICATE YOUR ACCEPTANCE OF ITS TERMS AND 
CONDITIONS. YOU ALSO AGREE THAT IT IS THE COMPLETE AGREEMENT 
BETWEEN US AND THAT IT SUPERSEDES ANY INFORMATION YOU 
RECEIVED RELATING TO THE SUBJECT MATTER OF THIS AGREEMENT. 





 

Accounting for Windows Contents  ••   i 

Contents 

IMPORTANT NOTE................................................................... 1 

Important Note ....................................................................... 1 

TECHNICAL SUPPORT ............................................................. 3 

ACCOUNTING BASICS ............................................................. 5 

Important Disclaimer ............................................................... 5 
The Need for Accounting .......................................................... 5 
Accounting and Business .......................................................... 6 
What Accountants Do .............................................................. 7 
Advantages of Computerized Accounting.................................... 9 
Types of Business Organizations...............................................10 

Sole Proprietorship ..............................................................10 
Partnerships .......................................................................11 
Corporations .......................................................................12 
Limited Liability Company.....................................................15 

The Business Entity Concept ....................................................15 
Types of Accounting ...............................................................15 

Cash Based Accounting ........................................................15 
Accrual Accounting ..............................................................16 
Cash versus Accrual Accounting ............................................17 

Accounts ...............................................................................18 
Account Types .......................................................................19 

Assets ................................................................................19 
Liabilities ............................................................................21 
Capital ...............................................................................22 

Key Accounting Concepts ........................................................22 
The Accounting Equation.........................................................23 
The Double Entry System ........................................................23 
Journals ................................................................................26 
Managing Your Business..........................................................27 



ii  ••   Contents Accounting for Windows 

Managing Cash.......................................................................27 
Bank Reconciliation..............................................................27 
Petty Cash..........................................................................29 

Managing Sales ......................................................................30 
Cash Sales..........................................................................30 
Sales on Account.................................................................31 

Managing Expenses ................................................................32 
Managing Inventory................................................................33 

Merchandise Inventory.........................................................33 
Calculating Inventory Value ..................................................34 
Break-Even Point.................................................................35 

Managing Payroll ....................................................................36 
Payroll Records ...................................................................36 

Financial Statements...............................................................37 
Income Statement...............................................................38 
Balance Sheet .....................................................................40 
Linking the Income and Balance Sheet...................................42 

INSTALLATION......................................................................43 

Overview ...............................................................................43 
System Requirements for the Program......................................43 
Before Installing the Program ..................................................44 
Installing the Single-User Version .............................................45 
Installing the Network Version .................................................46 

Assumptions for the Network Installation ...............................46 
Installation Steps.................................................................46 

Starting the Program...............................................................50 
Uninstalling the Program .........................................................50 

SETTING UP A NEW COMPANY .............................................51 

Overview ...............................................................................51 
System Flowchart ...................................................................51 
Creating a New Company ........................................................53 

Required List of Items..........................................................54 
System Checklist .................................................................59 
Inventory Checklist..............................................................62 
Purchases Checklist .............................................................64 
Vendors Checklist ................................................................66 
Payroll Checklist ..................................................................68 
POS Checklist......................................................................70 
P/M Checklist ......................................................................72 



 

Accounting for Windows Contents  ••   iii 

G/L Checklist.......................................................................74 

IMPORTING YOUR DATA.......................................................77 

Overview ...............................................................................77 
Importing Data from the DOS Version.......................................78 

Overview for Importing DOS Data .........................................78 
What DOS Data Will Be Imported? ........................................78 
Steps for Importing DOS Data...............................................88 
Items to Check after Importing Data .....................................90 

Importing Data from the Windows Version ................................92 
Overview for Importing Windows Data...................................92 
What Windows Data Will Be Imported?..................................93 
Steps for Importing Windows Data ........................................97 
Items to Check after Importing Data .....................................99 

INTRODUCTION TO TOOLS .................................................103 

Overview .............................................................................103 
Menu Items .........................................................................104 

What Is a Module? ............................................................104 
Description of the Menus....................................................104 

Using the Edit Menu..............................................................105 
Overview..........................................................................105 
Examples..........................................................................105 
Editing Tips and Tricks .......................................................106 

The Tools Menu ...................................................................107 
Smart Assistant .................................................................107 
Smart Setup Checklist ........................................................109 
Customize Toolbar.............................................................109 
Purge All Transactions........................................................111 
Windows Utilities/Tools ......................................................111 

Window Menu ......................................................................113 
Help Menu ...........................................................................114 

Contents ..........................................................................114 
Help on Topics ..................................................................114 
How to Use Help ...............................................................115 
About...............................................................................116 

Shortcut Keys (Hot Keys).......................................................116 
Overview..........................................................................116 
Function Keys ...................................................................117 
Function Keys (Continued)..................................................118 
Shortcut Keys ...................................................................119 



iv  ••   Contents Accounting for Windows 

A Special Note ..................................................................121 

QUICK START GUIDE ..........................................................123 

Overview .............................................................................123 
How Do I Obtain Technical Support?.......................................123 
What Is a Module?................................................................124 
How Do I Open/Close a Period? .............................................124 
How Do I Enter Starting Balances? .........................................125 
How Do I Set Up the Chart of Accounts? .................................125 
How Do I Set Up Departments in G/L? ....................................127 
How Do I Set Up Sales Tax Codes?.........................................127 
How Do I Set Up Customers?.................................................128 
How Do I Enter Starting Balances for Customers? ....................129 
How Do I Track Sales Commissions?.......................................129 
How Do I Set Up Vendors? ....................................................131 
How Do I Create Purchase Orders?.........................................131 
How Do I Receive a Purchase Order?......................................132 
How Do I Enter and Pay A/P Bills?..........................................133 
How Do I Set Up Inventory, Services, and Messages?...............134 
How Do I Set Up Manufactured Items? ...................................135 
How Do I Enter Beginning Balances for Inventory?...................136 
How Do I Set Up Departments in Payroll?................................137 
How Do I Set Up and Issue Payroll Checks?.............................137 
How Do I Set Up and Use Job Tracking? .................................139 
How Do I Enter Beginning Balances for Property Management? .140 
How Do I Set Up the TimeCard Module? .................................142 
How Do I Enter Beginning Balances for Checkbook? .................146 
How Do I Enter Beginning Balances for G/L Accounts?..............147 
How Do I Backup My Data Files? ............................................149 
How Do I Restore My Data Files? ...........................................149 
How Do I Set Up Preprinted Forms? .......................................150 
How Does Reindexing Work? .................................................150 
How Do I Print to the Correct Printer?.....................................151 
How Do I Send E-Mail?..........................................................151 

THE FILE MENU ...................................................................153 

Overview .............................................................................153 
New Company......................................................................153 
Open Company ....................................................................154 

How Do I Change the Data Directory? .................................155 
Company Settings.................................................................155 



 

Accounting for Windows Contents  ••   v 

Company Setup.................................................................155 
User and Password Setup...................................................165 

Data Utilities ........................................................................173 
Back Up Data Files.............................................................173 
Restore Data Files .............................................................174 
Reindex Data Files.............................................................175 
Recalculate Balances..........................................................176 
Import .............................................................................176 
Export..............................................................................176 

Smart Business Manager .......................................................179 
Printer Setup........................................................................182 
Send Mail ............................................................................182 
Log Out...............................................................................183 
Exit .....................................................................................184 

CUSTOMER RELATIONSHIP MANAGEMENT (CRM).............185 

Overview .............................................................................185 
CRM Flow Charts ..................................................................186 
Using the Customer Relationship Management Module..............187 
Using the Customer Relationship Management Module..............188 

How Would My Salespeople Use CRM?.................................188 
How Would My Customer Service Employees Use CRM?.........189 
How Would My Service Technicians or Engineers Use CRM? ...190 
How Can Owners, Managers, and Supervisors Use CRM? .......190 

CRM Setup...........................................................................191 
Access Rights for Contact Manager......................................191 

Smart Customer Manager ......................................................192 
New Customer Log ............................................................193 
New Product Log...............................................................195 

Customer/Product Logs .........................................................198 
Product Reference Guide .......................................................199 

Add/Edit Product Reference................................................200 
Smart Personal Contact Manager............................................201 

Contacts...........................................................................201 
Creating a New Contact .....................................................202 
Customizing the Smart Contact Manager Screen ...................202 
Personal To-Do's ...............................................................204 
Journals and Appointments.................................................207 
Phone Messages................................................................208 
Filters ..............................................................................209 

Smart Messenger..................................................................210 



vi  ••   Contents Accounting for Windows 

Reports ...............................................................................211 
Sample Report of Contact Detail..........................................212 
Customize Reports.............................................................213 
Report Designer ................................................................215 
Editing a Custom Report.....................................................219 
Deleting a Custom Report...................................................219 

PURCHASE ORDERS ............................................................221 

Overview .............................................................................221 
What are Purchase Orders? ................................................221 

The Purchase Order Flowchart ...............................................221 
Vendor Maintenance .............................................................222 
Sales Tax Maintenance..........................................................223 
Terms Code Maintenance ......................................................223 
Ship Via Maintenance............................................................223 
Customize Plain Paper P/O.....................................................223 
Customize Plain Paper P/O and Received P/O ..........................223 
Change Vendor ID ................................................................226 
P/O Setup............................................................................227 
Enter/Edit Purchase Orders....................................................229 
Print Purchase Orders ...........................................................230 

Form Styles ......................................................................230 
Enter/Edit Received Purchase Orders ......................................232 

Converting a P/O to a Received P/O ....................................232 
Creating a New Received Purchase Order.............................233 
Editing a Previously Saved Received P/O..............................233 
Received Purchase Order Fields ..........................................234 

How Is the Sales Tax Calculated on a P/O?..............................238 
How Is the GST/PST Tax Calculated? ......................................239 
Backordering of P/O’s............................................................239 

Backorder Example............................................................240 
Print Received Purchase Orders..............................................242 
Post Received Purchase Orders ..............................................243 

When Do I Select This Option?............................................243 
What Do I Do Prior to Selecting This Option?........................243 
What does this option do? ..................................................244 

Reports ...............................................................................246 
Purchase Journal Report.....................................................246 
Print P/O Backorder Report.................................................246 
Vendor Reports .................................................................246 



 

Accounting for Windows Contents  ••   vii 

INVENTORY MANAGEMENT ................................................247 

Overview .............................................................................247 
The Inventory Flowchart .......................................................247 
Quick Start for Inventory .......................................................248 
Inventory Maintenance..........................................................248 

Creating a New Inventory Item...........................................249 
Editing Information for an Inventory Item............................249 
Deleting an Inventory Item.................................................249 
Inventory Information........................................................250 
Additional Information .......................................................255 
Manufacturing/Raw Materials..............................................257 
Price Levels ......................................................................258 
P/O Trans.........................................................................260 
OE/POS Trans...................................................................261 
Inventory Notes ................................................................262 

Service Maintenance .............................................................262 
Message Maintenance ...........................................................267 
Globally Change Selling Price .................................................269 
Change Inventory/Service/Message ID....................................271 
Inventory Setup ...................................................................272 
Inventory Adjustments ..........................................................273 
Print Inventory Adjustments ..................................................279 
Manufacturing Inventory .......................................................280 

Bill of Materials Report .......................................................281 
Generate Manufactured Items.............................................282 

Reports ...............................................................................285 
Inventory Listing Report.....................................................285 
Service Listing Report ........................................................285 
Message Listing Report ......................................................285 
Inventory Notes Report......................................................286 
Inventory Sales Analysis Report ..........................................286 
Inventory Reorder Report...................................................287 
Inventory Value Report ......................................................287 
Profit Margin Report ..........................................................288 
Inventory Price Sheet Report ..............................................289 
Physical Inventory Report...................................................289 

Bar Code Labels Module ........................................................290 



viii  ••   Contents Accounting for Windows 

ORDER ENTRY.....................................................................301 

Overview .............................................................................301 
The Order Entry Flowchart.....................................................301 
Customer Maintenance..........................................................303 

Creating a New Customer...................................................303 
Editing a Customer ............................................................304 
Deleting a Customer ..........................................................304 
Customer Information........................................................304 
Customer Transactions.......................................................308 

Salesperson Maintenance ......................................................309 
Creating a New Salesperson ...............................................310 
Editing a Salesperson.........................................................310 
Deleting a Salesperson.......................................................311 
Salesperson Maintenance Fields ..........................................311 
Commission Tracking.........................................................313 

Sales Tax Maintenance..........................................................317 
Creating a New Sales Tax ID ..............................................317 
Editing Sales Tax Information .............................................317 
Deleting a Sales Tax ID......................................................318 
Sales Tax Maintenance Fields..............................................318 

Media Code Maintenance.......................................................319 
Creating a New Media Code................................................320 
Editing a Media Code .........................................................320 
Deleting a Media Code .......................................................321 
Media Code Fields .............................................................321 

Payment Method Maintenance ...............................................321 
Ship Via Maintenance............................................................323 
Terms Code Maintenance ......................................................324 
Credit Status Code Maintenance.............................................325 
Customize Sales Order Form..................................................326 
Customize Invoice Form ........................................................327 

Level 1 Customization ........................................................327 
Level 2 Customization ........................................................329 
Level 3 Customization ........................................................332 

Customize Packing Slip..........................................................334 
Change Customer ID.............................................................334 
Change Vendor ID ................................................................335 
Order Entry Setup.................................................................336 

Invoice/Order ...................................................................337 
Commissions.....................................................................339 
Invoice Defaults ................................................................340 



 

Accounting for Windows Contents  ••   ix 

Invoice Messages ..............................................................340 
Customer Validation...........................................................341 

Enter/Edit Sales Orders .........................................................341 
Backorder Tracking...............................................................342 

O/E Backorder Example 1...................................................343 
O/E Backorder Example 2...................................................345 

Print Sales Orders.................................................................347 
Form Styles ......................................................................347 
Ordering Forms.................................................................349 

Enter/Edit Invoices ...............................................................349 
Creating a New Invoice ......................................................350 
How Do I Convert a Sales Order to an Invoice ......................351 
Editing a Previously Saved Invoice.......................................351 
Deleting a Previously Saved Invoice.....................................352 
Invoice Fields....................................................................352 

How Is Sales Tax Calculated for Invoices? ...............................359 
How Is GST/PST Tax Calculated for Invoices? ..........................359 
Enter /Edit Invoice Returns....................................................360 
Convert Orders to Invoices ....................................................360 
Remove Invoice Hold Status ..................................................362 
Enter/Edit Recurring Invoices.................................................362 

Creating a New Recurring Invoice .......................................363 
Recurring Invoice Fields .....................................................363 
Editing a Recurring Invoice.................................................367 

Print List of Recurring Invoices...............................................368 
Generate Recurring Invoices ..................................................368 
Print Packing Slips ................................................................369 

Filter and Invoice Range ....................................................370 
Print Invoices .......................................................................371 
Post Invoices .......................................................................371 

When Do I Select This Option?............................................371 
What Do I Do Prior to Selecting This Option?........................371 
What Does This Option Do?................................................372 

Reports ...............................................................................375 
Customer Listing ...............................................................375 
Customer Mailing Labels.....................................................375 
Customer Notes ................................................................376 
Salesperson Listing............................................................376 
Customer History...............................................................377 
Backorder Report/Open Order Report ..................................377 
Invoice Journal Report .......................................................377 



x  ••   Contents Accounting for Windows 

Sales History Report ..........................................................378 
Sales Tax Report ...............................................................379 
Media Code Report ............................................................379 

ACCOUNTS RECEIVABLE .....................................................381 

Overview .............................................................................381 
The Accounts Receivable Flowchart ........................................381 
Customer Maintenance..........................................................382 
Salespeople Maintenance.......................................................383 
Payment Method Maintenance ...............................................383 
Customize Plain Paper Statements..........................................383 
Change Customer ID.............................................................384 
Change Salesperson ID .........................................................385 
A/R Setup............................................................................386 

A/R Settings Tab ...............................................................386 
Aging Defaults Tab ............................................................388 

Enter/Edit A/R Transactions and Payments ..............................389 
Creating a New A/R Transaction..........................................390 
Editing an A/R Transaction .................................................390 
Deleting an A/R Transaction ...............................................391 
A/R Transaction Fields .......................................................391 
Payments .........................................................................393 
Credit Adjustments ............................................................395 
Invoice.............................................................................397 

A/R Recurring Transactions....................................................398 
Enter/Edit A/R Recurring Entries .........................................398 
Print Recurring A/R Transactions.........................................400 
Generate Recurring A/R Entries...........................................400 

Post A/R Transactions ...........................................................401 
When Do I Select This Option?............................................401 
What Do I Do Prior to Selecting This Option?........................401 
What Does This Option Do?................................................402 

Deposit Payments to Checkbook.............................................404 
Process NSF/Bounced Check..................................................404 
Unapplied Credits .................................................................407 

List of Unapplied Credits.....................................................407 
Mass Apply Unapplied Credits .............................................408 

Generate Finance Charges.....................................................409 
Reports ...............................................................................411 

Customer Reports..............................................................411 
A/R Aging Report ..............................................................412 



 

Accounting for Windows Contents  ••   xi 

Customer Statements ........................................................413 
A/R Transaction Listed by Customer Report..........................415 
A/R Transaction Report ......................................................416 
A/R Adjustments Report.....................................................416 
Salesperson Listing............................................................417 
Salesperson Commission Report..........................................417 

POINT-OF-SALE...................................................................419 

Overview .............................................................................419 
The POS Flowchart ...............................................................420 
POS Hardware......................................................................421 
Setup ..................................................................................422 
POS Setup ...........................................................................424 

General Ledger Accounts....................................................425 
User and Password Setup ......................................................426 
Enter/Edit Invoices and Receipts ............................................427 

Creating a New Receipt......................................................428 
Editing a Previously Saved Receipt ......................................428 
Deleting a Previously Saved Receipt ....................................429 
Receipt Fields ...................................................................429 
Receipt Payments..............................................................433 

Enter/Edit Invoices ...............................................................434 
Enter/Edit Receipt Returns.....................................................434 
Enter/Edit Invoice Returns.....................................................435 
Receive A/R Payments ..........................................................435 

Creating a New Payment ....................................................436 
Editing a Payment .............................................................436 
Deleting a Payment ...........................................................437 
POS Payment Fields...........................................................437 

Log Out...............................................................................440 
Print Receipts.......................................................................441 
Print Invoices .......................................................................441 
Print Packing Slips ................................................................442 
Remove Invoice Hold Status ..................................................443 
Post Receipts and Invoices ....................................................443 

When Do I Select This Option?............................................443 
What Do I Do Prior to Selecting This Option?........................444 
What Does This Option Do?................................................445 

Reports ...............................................................................448 
Customer Reports..............................................................448 
Salesperson Listing............................................................448 



xii  ••   Contents Accounting for Windows 

Print Drawer Totals............................................................448 
Hourly Sales Analysis .........................................................449 
Transaction Audit Trail .......................................................450 
Sales Analysis by Product ...................................................451 
Sales Analysis by Customer ................................................452 
Product Sales by Customer .................................................453 
Product Sales by Salesperson..............................................454 
Check Listing ....................................................................454 
Credit Card Listing.............................................................455 
Register Summary Report...................................................456 
Backorder Report/Open Invoices Report...............................457 
Invoice Journal Report .......................................................457 
Sales History Report ..........................................................457 
Sales Tax Report/Media Code Report ...................................457 

ACCOUNTS PAYABLE...........................................................459 

Overview .............................................................................459 
The Accounts Payable Flowchart ............................................459 
Vendor Maintenance .............................................................461 

Creating a New Vendor ......................................................461 
Editing a Vendor................................................................462 
Deleting a Vendor..............................................................462 
Vendor Information ...........................................................462 
A/P Transactions ...............................................................466 
Purchase Orders................................................................467 

Bank Maintenance ................................................................468 
Creating a New Bank Account .............................................469 
Editing a Bank Account ......................................................470 
Deleting a Bank Account ....................................................470 
Bank Maintenance Fields ....................................................471 

MICR Setup .........................................................................471 
Change Vendor ID ................................................................475 
A/P Setup ............................................................................476 
Enter/Edit A/P Bills and Credits...............................................477 

Creating a New A/P Transaction..........................................478 
Editing an A/P Transaction .................................................479 
Deleting an A/P Transaction ...............................................479 
A/P Transaction Fields........................................................480 

How Do I Track Credit Cards and Loans?.................................485 
Enter/Edit A/P Recurring Transactions.....................................486 
Print Recurring A/P Transactions ............................................488 



 

Accounting for Windows Contents  ••   xiii 

Generate Recurring A/P Transactions......................................488 
AutoPay A/P Bills – All Vendors ..............................................489 
Pay A/P Bills – Single Vendor .................................................492 

Creating a New A/P Payment ..............................................492 
Editing an A/P Payment......................................................493 
Deleting an A/P Payment....................................................493 
A/P Payment Fields............................................................494 

Void AP Payments.................................................................498 
Form Styles ......................................................................500 

Post A/P Transactions ...........................................................501 
When do you select this option?..........................................501 
What should you do prior to selecting this option? ................501 

Reports ...............................................................................504 
Vendor Listing Report ........................................................504 
Vendor Notes Report .........................................................505 
Vendor Mailing Labels Report..............................................505 
Vendor Notes Report .........................................................509 
Vendor History Report........................................................509 
A/P Transactions Listed by Vendor ......................................510 
A/P Transaction Report ......................................................510 
Vendor Invoices with Balances Due .....................................511 
A/P Transactions Report.....................................................511 
A/P Payments Report.........................................................512 
A/P Aging Report...............................................................512 
A/P Outstanding Invoices Report.........................................513 

Print 1099 Forms..................................................................514 
Form Styles ......................................................................515 

Print 1096 Form ...................................................................517 

BANK MANAGER..................................................................519 

Overview .............................................................................519 
Flowchart ............................................................................520 
Quick Start for Bank Manager/Checkbook................................521 
Vendor Maintenance .............................................................521 
Bank Maintenance ................................................................521 
Change Vendor ID ................................................................522 
Bank Manager Setup.............................................................523 
Enter/Edit Checkbook............................................................523 

Creating a New Checkbook Transaction ...............................524 
Editing a Checkbook Transaction.........................................525 
Deleting a Checkbook Transaction.......................................525 



xiv  ••   Contents Accounting for Windows 

Checkbook Fields...............................................................526 
Checkbook Balance Calculation ...........................................530 

Frequently Asked Questions...................................................531 
How Do I Manually Enter Payroll Checks in the Checkbook? ...531 
How Do I Transfer Money from One Checkbook to Another? ..533 
How Do I Set Up the Beginning Balance for My Checkbook?...534 
How Do I Enter the Starting Balance for a New Checking 
Account? ..........................................................................535 
How Do I Fix Errors in the Checkbook Balance? ....................536 
How Do I Enter and Print a Check?......................................538 
How Do I Void a Check?.....................................................539 
How Do I Track and Pay a Loan with the Bank Manager?.......540 

Print Checks.........................................................................542 
Form Styles ......................................................................544 

Post Checkbook....................................................................545 
When Do I Select This Option?............................................545 
What Should I Do Prior to Selecting This Option? ..................545 
What Does This Option Do?................................................545 

Bank Deposits ......................................................................548 
Select Payments to Deposit ................................................548 
Deposit Transaction Report ................................................550 
Post Deposits to Checkbook................................................551 

Reconcile Checkbook ............................................................551 
What Is Checkbook Reconciliation?......................................551 
What Do You Need to Do Prior to Choosing This Option? .......552 
Performing a Checkbook Reconciliation ................................552 
What Should I Do If the Difference Is Not Zero? ...................554 

Reconciliation Reports...........................................................555 
Summary Reconciliation Report – Style 1 .............................556 
Summary Reconciliation Report – Style 2 .............................556 
Detail Reconciliation Report – Style 1...................................557 
Detailed Reconciliation Report – Style 2 ...............................558 

Reports ...............................................................................559 
Transaction Detail Report ...................................................559 
Check Register Report – Summary ......................................559 
Check Register Report – G/L Accounts .................................560 
Vendor Reports .................................................................560 



 

Accounting for Windows Contents  ••   xv 

TIMECARD...........................................................................561 

Overview .............................................................................561 
The TimeCard Flowchart........................................................562 
TimeCard Setup ...................................................................563 

Time Display Format..........................................................563 
Overtime Calculation..........................................................564 
Settings for TimeClock Screen.............................................566 

Employee Maintenance..........................................................567 
User & Password Setup .........................................................567 
Purge Timecard Entries .........................................................569 
TimeClock ClockIn/ClockOut ..................................................569 
Enter/Edit Timecard..............................................................570 
Post TimeCard to Payroll .......................................................572 
Reports ...............................................................................574 

Employee Listing ...............................................................574 
Employee Mailing Labels ....................................................574 
Timecard Listing................................................................575 

Sample Reports....................................................................576 
Employee Listing ...............................................................576 
Employee Mailing Labels ....................................................577 
Timecard List – Detailed.....................................................578 
Timecard List – Summary...................................................579 

PAYROLL .............................................................................581 

Overview .............................................................................581 
Workflow.............................................................................582 
Quick Start for Payroll ...........................................................583 
Payroll Setup........................................................................583 

Payroll Department Maintenance.........................................584 
Bank Maintenance .............................................................590 
Edit SUI/SDI/CA-ETT Rates ................................................590 
Workers’ Compensation Rates.............................................592 
Payroll Tax Table Version ...................................................594 
Deductions .......................................................................594 
Earnings...........................................................................597 
Accruals ...........................................................................597 
W2/W3 Form Setup ...........................................................600 
Miscellaneous....................................................................601 

Employee Maintenance..........................................................601 
Creating a New Employee...................................................601 
Editing an Employee ..........................................................601 



xvi  ••   Contents Accounting for Windows 

Deleting an Employee ........................................................602 
Employee Fields ................................................................602 

Personnel Maintenance .........................................................620 
Change Employee ID ............................................................621 
Processing Payroll Checks......................................................622 
Auto Process Payroll Checks...................................................623 

Screen Details...................................................................624 
Manually Process Payroll Checks.............................................626 

Enter/Edit Timecard...........................................................626 
Timecard List ....................................................................630 
Generate Payroll................................................................630 
Edit Payroll Checks ............................................................632 
Payroll Worksheet .............................................................635 
Child Support Report .........................................................636 
Payroll Deduction Report....................................................637 
Print Payroll Checks ...........................................................638 

How Do I Reimburse Employee Expenses? ..............................642 
Enter/Edit Past Payroll Checks................................................643 
Cancel Payroll ......................................................................644 
Post Payroll..........................................................................645 
How Do I Void a Posted Payroll Check? ...................................648 
Payroll Reports.....................................................................649 

Detailed Employee List.......................................................650 
Employee Summary List .....................................................651 
Employee Address List .......................................................652 
Employee Labels ...............................................................652 
Employee Worker’s Comp Codes .........................................653 
Employee Pay Rate Report .................................................654 
Personnel Management Report ...........................................655 
Employee Accrued Time Report...........................................656 
Employee Spreadsheet.......................................................656 
Employee Payroll Summary History Report ...........................657 
Employee Payroll Detail History Report ................................659 
Employee Payroll Check Register Report ..............................662 
Employee QTD/YTD Earnings Report ...................................663 
Employee Pay Data Report .................................................664 
Employee Payroll Deduction Report .....................................665 
Employer's Quarterly Federal Tax Return 941 Worksheet .......666 
Employer's Quarterly Federal Tax Return 941 Schedule B 
Worksheet........................................................................669 
FICA (Employee Detail) QTD Report ....................................670 



 

Accounting for Windows Contents  ••   xvii 

FUTA (940) Report ............................................................672 
FUTA (Employee Detail) Report...........................................673 
State Unemployment Insurance Report................................674 
State Unemployment Insurance Report................................676 
State Quarterly Wages Report.............................................676 
Worker’s Compensation Report ...........................................677 
Worker’s Compensation Detail Report ..................................677 
CA State Training Tax Report..............................................678 
DE-6 Quarterly Wage Report ..............................................679 
DE-7 Annual Reconciliation Report.......................................679 
W2 Forms.........................................................................679 
W3 Worksheet ..................................................................681 

Year End Processing .............................................................681 
Roll YTD Accruals ..............................................................681 
Purge History File ..............................................................682 
Electronic Filing.................................................................682 

PROPERTY MANAGEMENT...................................................683 

Overview .............................................................................683 
The Property Management Flowchart......................................684 
Quick Start for Property Management .....................................686 
Printing Income Statements By Building ..................................686 
How Do I Setup Homes Instead of Apartments?.......................688 
Building Maintenance ............................................................688 

Creating a New Building .....................................................689 
Editing a Building ..............................................................689 
Deleting a Building ............................................................689 
Building Maintenance Fields................................................690 

Unit Maintenance..................................................................694 
Creating a New Unit...........................................................694 
Editing a Unit....................................................................695 
Deleting a Unit ..................................................................695 
Unit Maintenance Fields .....................................................695 

Tenant Maintenance .............................................................700 
Creating a New Tenant ......................................................700 
Editing a Tenant................................................................700 
Deleting a Tenant..............................................................701 
Tenant Maintenance Fields .................................................701 

Payment Method Maintenance ...............................................706 
Customize P/M Statements ....................................................707 
Change Building ID...............................................................708 



xviii  ••   Contents Accounting for Windows 

Change Unit ID ....................................................................709 
Change Tenant ID ................................................................709 
P/M Setup............................................................................710 

P/M Settings .....................................................................710 
Text Messages ..................................................................712 
ID Sorting.........................................................................712 

Move Tenant In....................................................................712 
Overview..........................................................................713 
Steps to Move a Tenant In .................................................713 

Move Tenant Out..................................................................716 
Why Do You Need to Use This Option? ................................717 
Steps to Move a Tenant Out ...............................................717 

Raise or Lower Rents ............................................................718 
Steps to Raise or Lower Rents ............................................718 

Enter/Edit Tenant Transactions ..............................................720 
Creating a New Tenant Transaction.....................................720 
Editing a Tenant Transaction ..............................................721 
Deleting a Tenant Transaction ............................................721 
Tenant Transaction Fields...................................................722 

Enter/Edit Recurring Tenant Transactions................................728 
Creating a New Recurring Transaction .................................729 
Editing a Recurring Transaction...........................................729 
Deleting a Recurring Transaction.........................................730 
Fields for Recurring Transactions.........................................730 
Print Recurring Tenant Transactions ....................................732 
Generate Recurring Tenant Transactions..............................732 

Late Fees.............................................................................733 
Setup Late Fees ................................................................733 
Generate Late Fees............................................................735 

Print Refund Checks..............................................................736 
Form Styles ......................................................................737 

Post P/M Transactions...........................................................738 
When Do I Select This Option?............................................738 
What Should I Do Prior to Selecting This Option? ..................738 
What Does This Option Do?................................................739 

Deposit Payments to Checkbook.............................................742 
Select Payments to Deposit ................................................742 
Deposit Transaction Report ................................................744 
Post Deposits to Checkbook................................................744 

Process NSF/Bounced Check..................................................745 
Property Management Reports ...............................................747 



 

Accounting for Windows Contents  ••   xix 

Building Listing..................................................................747 
Unit Listing .......................................................................747 
Tenant Listing...................................................................748 
Tenant Listing (Balances Due) ............................................748 
Tenant Listing (Credit Balances)..........................................749 
Tenant Listing (Payment History) ........................................749 
Building Notes/Unit Notes/Tenant Notes ..............................750 
Unit Maintenance Report ....................................................751 
Mailing Labels ...................................................................752 
Tenant Activity Report .......................................................752 
Vacancy Listing .................................................................753 
Move in Report .................................................................754 
Move out Report ...............................................................754 
Tenant Aging Report..........................................................755 
Statements .......................................................................755 
Rent Roll Reports ..............................................................756 
Rent Roll Report (1)...........................................................757 
Rent Roll Report (2)...........................................................759 
User Defined Report ..........................................................761 

JOB TRACKING....................................................................763 

Overview .............................................................................763 
Quick Start for Job Tracking...................................................764 
Job Setup ............................................................................765 
Job Maintenance ..................................................................765 
Job Profitability Statement .....................................................769 
Job Listing Report.................................................................770 

GENERAL LEDGER ...............................................................771 

Overview .............................................................................771 
The General Ledger Flowchart ...............................................771 
Quick Start for General Ledger ...............................................773 
Chart of Accounts Maintenance ..............................................773 

Layout of Your Accounts ....................................................773 
Account Types ..................................................................775 

How Do I Set Up G/L Accounts? .............................................776 
Creating a New G/L Account ...............................................778 
Editing a G/L Account ........................................................778 
Deleting a G/L Account ......................................................778 
Chart of Accounts Maintenance Fields ..................................779 

How Do I Copy G/L Accounts to Another Company? .................782 



xx  ••   Contents Accounting for Windows 

Department Maintenance ......................................................782 
Overview..........................................................................782 
Department Tracking in Other Accounting Programs..............783 
Department Tracking in This Accounting Program .................785 
Creating a New Department ...............................................786 
Editing a Department.........................................................787 
Deleting a Department.......................................................787 
Department Maintenance Fields ..........................................788 

Customize Account Subgroups ...............................................788 
Change Account ID...............................................................790 
G/L Setup ............................................................................791 
Enter/Edit G/L Transactions ...................................................793 

Overview..........................................................................793 
What Is a Journal Entry? ....................................................793 
When Do You Make Journal Entries?....................................794 
Creating a New Journal Entry..............................................794 
Editing a Journal Entry .......................................................795 
Deleting a Journal Entry .....................................................795 
Voiding a Journal Entry ......................................................796 
Journal Entry Fields ...........................................................797 

G/L Recurring Transactions....................................................800 
Enter/Edit G/L Recurring Transactions .................................800 
Print Recurring G/L Transactions .........................................801 
Generate Recurring G/L Transactions...................................801 

Close G/L Period...................................................................802 
Overview..........................................................................802 
What Does This Option Do?................................................803 

Enter/Edit Budgets................................................................803 
What Is Budgeting? ...........................................................803 
Budgeting Example............................................................804 
How Do You Determine the Budget Amounts? ......................805 

Budget Comparison Report ....................................................806 
Budget Comparison Report – Page 1 ...................................807 
Budget Comparison Report – Page 2 ...................................808 

Entire Period’s Comparison Report..........................................809 
Entire Period’s Comparison Report  Actual Page 1................810 
Entire Period’s Comparison Report  Actual Page 2................811 

Budget Account Maintenance .................................................812 
Processing Budget Figures..................................................812 
Accounts to Include ...........................................................813 

General Ledger Reports.........................................................813 



 

Accounting for Windows Contents  ••   xxi 

Chart of Accounts Listing Report .........................................814 
Detailed Trial (Net Change) Balance Report..........................815 
Summarized Trial Balance with Account Groupings................816 
Summarized Trial Balance Report ........................................817 
Journal Register Report......................................................818 
Account Activity Report ......................................................819 
Expense Report.................................................................819 
Income Statement.............................................................820 
Income Statement.............................................................822 
Income Statement with Prior Year Comparison .....................823 
Income Statement – All Periods – Page 1 .............................824 
Income Statement – All Periods – Page 2 .............................825 
Detailed Balance Sheet ......................................................826 
Detailed Balance Sheet ......................................................826 
Summarized Balance Sheet with Account Groupings ..............827 
Summarized Balance Sheet.................................................828 
Balance Sheet with Prior Year Comparison ...........................829 
Department Listing ............................................................830 

APPENDIX A ........................................................................831 

Accessing Printers across a Network .......................................831 
Windows 95 or Higher .......................................................832 
Windows NT 4.0 or Higher..................................................835 

GLOSSARY OF TERMS..........................................................837 

INDEX..................................................................................839 

 



 

Accounting for Windows Glossary of Terms  ••   837 

Glossary of Terms 

A record in which changes for a certain balance sheet or 
income statement are recorded. For example, a cash 
account keeps track of your cash balance. 

The amount that a business owes to a supplier. It is a 
liability that usually results from purchasing goods or 
services on credit. An example of accounts payable are 
invoices that you have not paid. 

An unwritten promise by a client to pay at a later date 
for goods purchased or services used. 

The period of time over which an income statement 
summarizes the changes in owner’s equity. Usually the 
official period is one year, but income statements are 
also prepared for a shorter, or interim, period. 

Accounting for revenues in the period in which they are 
earned, and recording expenses in the period in which 
they are incurred. This is normal accounting practice.  

Physical objects and intangible rights that have 
commercial or exchange value for its owner. 

Account 

Account Payable 

Account Receivable 

Accounting Period 

Accrual Accounting 

Asset 
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A financial statement that reports the assets, liabilities, 
and capital of a company at a specified date. For a 
balance sheet to be correct, the sum of all the assets 
should be equal to the sum of all the liabilities and 
capital. It is also known as a statement of financial 
position. 

Funds that support a business and its tools (machinery, 
buildings, vehicles) to produce goods and services. A 
name used for owner’s equity, especially in a 
proprietorship or a partnership.  

The right-hand side of an account or an amount entered 
on the right-hand side of an account. It is also called the 
“Source of the money”. 

The left-hand side of an account or an amount entered on 
the left-hand side of an account. It is also called the 
“Application of the money”. 

Costs created in the process of generating revenues. 

Revenues that are generated from the sale of goods and 
services or from miscellaneous sources such as interest, 
rents, or royalties. 

Sometimes called Profit and Loss Statement shows 
how a business’s revenues/profits compare with its 
expenses for a given period of time, typically one year.  

A legal obligation of a business to pay a debt 

Balance Sheet 

Capital 

Credit 

Debit 

Expense 

Income 

Income Statement 

Liability 
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