MONTHLY  TRANSACTIONS

Instruction 1:
Enter Daily Transactions.  Be sure to be out of the setup mode.


Purchase of Balloons on Account - A/P

a.   Sept 1, 200X
Purchased balloons & accessories, P.O. 45678.  Conwin $900   2/10 Net 30, Inv 638.
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1.  Select invoices, Invoices, Enter

2. Select Vendor

3. Enter the vendor's, by pass reference if desired, enter Invoice #.

4.   Enter the date.

5.   Enter the amount.  

6.   Enter terms as NONE

7.   Enter Purchases as account number.

8.  Amount is automatic.

9.  Select POST.



Sale on Account - A/R

b.   Sept 3, 200X
Billed Lost Hills School District for 900 latex balloons @ $1.50 each  Terms: 2/10 Net 30 P.O. 4532  Delivered @$20.00, no sales tax.

Weekly Payments - A/P

c.   Sept 7, 200X
Pay Conwin invoice receiving a discount

Create Payments List

1.
Select Checks

2.
Select Invoice Selection

3.
Select  Manual to select the invoice to pay.

4.
Select vendor using the down arrow.

5.
Select invoice and accept it.  Note the discount amount.

6.
Notice the # and $ of the invoices at the lower portion of the screen.

7. To check your selections, Select Reports, Payment Selection Report.
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Print Checks

1.
Select Checks

2.
Select Print Checks

3.
Load Forms.

4.
Select Forms:  Check Bottom Stub

5.
Select OK?  Alignment? No

6
Print Check Register?  Yes

7.
Note:
The program will not allow the checks to be printed to the screen.  It has to be a hard copy.


Aug 1, 200X
SUSY'S BALLOON SERVICE-KEY


11:30 pm
Check Register


Check

Vendor/
Invoice
Amount


Net


Number
Date
Invoice #
Amount
Paid
Credits
Discounts
Amount


======
========
=========
==========
==========
==========
==========
===========


2000
09/07/0X
CONWIN
CONWIN CABONICS


638A
900.00
900.00
0.00
    18.00
882.00






----------
----------
----------
-----------


Check Total
900.00
0.00
18.00
882.00






==========
==========
==========
===========


Report Total
900.00
0.00
18.00
882.00
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Purchase on Account - A/P

d.   Sept 9, 200X
Purchased balloons and accessories from Ballooner's Supply.  Inv #639, $550, P.O. 12345.  Terms: 2/10 Net 30

Purchase for Cash with New Vendor and New Account - A/P  Instant Check

e.  Sept 9, 200X
Decided to go to a balloon conference.  Need an immediate check for $300 to be included in registration.  Artistic Supplies, 1731 Hot Air St., Glendale, CA 91208.  650-Conference Expense.  Inv#640, P.O. #64512


Select Checks--Instant Check
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Purchase Returns - A/P

[image: image5.wmf]f.   Sept 11, 200X
Returned Ballooner's Supply balloons and mylars that were defective. $150

Sale on Account - A/R

g. Sept 11, 200X
Sold  4000 Latex balloons @ 1.00 each to Marshall's to be





used at an open house at 502 Belmont, Anaheim, CA.





Terms 2/10 Net 30.  P.O. M51322.  Taxable 10%.  Delivered $50

Receipt of Bill for expenses - A/P  (record invoice)

h.  Sept 14, 200X
Received a telephone bill from pacific Bell, 1220 E. Colorado, Glendale, CA Invoice #642, $75, Net 10 days P.O. Box #0999

14th Payments on Accounts - A/P

i.  Sept 14, 200X
Pay Ballooner's Supply

Cash Receipts from Customer with Discount - A/R

j.  Sept 15, 200X
Received Ck 52812 from Marshall's. $4711 Inv # dated 8/17 and 9/11, $89 discount.

Purchase of Asset on Account with New Terms - A/P

k.  Sept 16, 200X
Purchased 5 helium tanks and regulators from Conwin, $2000. P.O. 12446. Inv. 643.  Add term 2/10 Net 60

24th Payments - A/P

l.  Sept 24, 200X
Pay Conwin $2000 for Invoice dated 9/16


Pay Telephone bill $75

Purchase Expenses on Account - A/P

m. Sept 27,200X
Purchased an ad in the Star News, 800 Marengo Blvd, Pasadena, CA  $110 for one week. Net 30 Inv 644.

Month Cash Sales - A/R

n. Sept 30, 200X
Record cash sales 3000 latex balloons at $1 each from the cash register.  Use CASH as an automatic customer.



EOM Payments - September 30, 200X- Use Instant Check

o. Paid Employee
Paid Karen Willis $1000 for her part time help Inv #9/30/0X

p. Owner Withdrawal Susy Withdrew $1500, Inv #646

Create a payments list and then the check

q. Pay Target

Pay 8/15 Target invoice 

Adjusting Entries - G/L  September 30 ,200X

r. Truck Depreciation   $100

s. Equipment Depreciation  $100

t. Supplies USED   $50

Instruction 2:  Print the General Journal to check for correctness.  If correct, print.

Instruction 3:
Print the following reports:



Sales Journal



Cash Receipts journal



Purchases Journal



Cash Disbursement journal

Month End Activities

Instruction 1:
Print the following reports:

 A/R Aged Invoice report

 A/R subsidiary ledger

Statements



A/ P Aging



A/P Subsidiary Ledger



Trial Balance



Income Statement



Balance Sheet



General Ledger

Instruction 2:
Make an archival disk

Instruction 3:
Close the month for all three modules. Be sure the General Ledger is the last to close.

Instruction 4:
Print Income statement to show the month is closed.

AUDIT   TEST - Chapter 5








SUSY

1.   How much cash was brought into the company?
_________

2.   How much cash did the company pay out?

_________

3.   What is the balance in A/R?



_________

4.   What is the balance in A/P?



_________

5.   What was the activity for the period?


_________

6.   Balance in Owner's Equity?



_________

7.   Total Income from Services or Sales?


_________

8.   Total Purchase?





_________

9.   Total Purchase Returns & Allowance?


_________

10.  Total  Purchase Discount?



_________

11.  Total Sales Discount?




_________

12.   What customers are represented  by the balance


        in A/R?






_________

13.  Total expenses for the month?



_________

14.  What is the aging of the open items in A/P?

_________

15.  What is the year-to-date income?


_________
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