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This manual has been provided to assist in setting up and processing Accounts Receivable
in Full Contact Accounting System (FCAS) or Professional Business Manager (PBM).
FCAS or PBM can be used for processing balance forward accounts receivable clients.
There is no Open Item option in the program. Before creating the company file, follow the
instructions in Appendix A to optimize set up and processing time.

Monthly Processing Overview

Verify client file is in correct period. Close if necessary.

Enter miscellaneous payments received.

. Enter non-repetitive billing. (There may be new customers that didn’t get set up.
Entering non-repetitive billing first will point out any omissions to the repetitive billing
maintenance. If repetitive billing is generated prior to new customers being set up,
first month’s billing will have to be entered as non-repetitive.)

Add new customers or Sync Contacts. (See Chapter 8)

Edit repetitive billing items and/or amounts as necessary. (Chapter 8)

Generate repetitive billing.

Print statements and reports.

Close period.

Generate credit card, draft and/or ACH payments.
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Chapter 1-- Create a New Company File

Chapter 1 - Create a New Company File

To create a new company file:

1. Select File/New/Company to create a new company file.

2. The Database name entered here is what will appear in the Company List.

3. Select Month from the drop-down list in the Period Type field if accounts receivable
will be processed on a monthly basis.

4. Enter the Fiscal Year End.

5. The Current Period End Date should be the same as the period end for opening
balance entries.

6. Enter through the Year field to accept the value suggested by the program.
7. Select the desired Group(s).
8. Click OK to create the company file.
Mew Company Information
DatabasE nanme
I Accounts Receivable Company
Petiod Tvpe Fiscal Y¥ear End Current Period End
[morth =] f12i31re014 | 01/31/2014
Period Year
|1 j | 2014
Include in additional client groups
Select |I3r|:|up
i Bookkeeper 1
2 |E Bookkesper 2
ER L b anager 1
b b anager 2
Cancel |
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Chapter 1-- Create a New Company File
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Chapter 2- Import Accounts and Settings from Existing Company File

Chapter 2 - Import Accounts and Settings from Existing

Company File

Accounts and Settings can be imported from an existing PBM or FCAS client. When
Settings is selected, the screen options and column configuration information is copied
from the source company.
To import from another file:
1.
2.
3.

4.

Select File/Imports/Full Contact Accounting or File/lmports/Professional
Business Manager.
Check Account and Settings. Leave the Select action to take when duplicate

record is found at None for all contact types.
Select a company with an appropriate Chart of Accounts from the Source Company

list.

Click OK to begin import.

PEM Properiges

]|

—Select record types ko import
v aAccount [¥ Settings

[ Payroll Departments [~ Pavroll Items [T Tax Maps

—Select conkack bypes ta import
[~ customer [ Wendor

[~ Employes

[ other Contacts [ Undesignated [ all

Select action to take when duplicate record is Found

Source Company

— Cuskanmer
' Mone  Update

" Replace

—Wendor
' Mone { Update

" Replace

—Employee
* pone ¢ Update

" Replace

—Other
' Mone { Update

" Replace

— Undesignated
* pone ¢ Update

" Replace

345 Template -
487 Template

Accounts Receivable Client

Accounts Receivable Company

Buko Wreckers with tasks

Liktle Church

My Company

Payroll Tax Compliance (Morth Caroling 013 —
Payroll Tax Compliance (Morth Carolina 02)

PR Company IL Live

Sample 1099 Clienk

Sample AR {Accounting COfFice) ;I

[N A g RO | B e AT o O T & I =] | = S LY

Zancel |
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Chapter 2- Import Accounts and Settings from Existing Company File

The following dialog box will appear when the import is complete.

Full Contact Accounting h

b3

! . Import of data files is complete

5. Click OK to close the dialog box.

Note: If information is in a file in Advantage, QuickBooks, Check Writer, BusinessWorks,
Peachtree or Creative Solutions CBS (DOS), GL accounts (except for CBS (DOS)),
Customers, Vendors, Employees, etc. can be imported using the File/lmports menu
instead of importing accounts from PBM or FCAS. See Help for specific instructions.

© Dillner’'s Accounting Tools, Inc.
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Chapter 3— Set Up Company Information

Chapter 3 — Set Up Company Information

The company name and address must be entered to print on statements.
To enter company information:

1. Select Setup/Company Information.
2. Enter the desired Company information in the appropriate fields.

T 1

Taxlds | ComparwDefaltPaths |  ProftCentes | Wiorker Compensation
Compary |  Accouing |  Macha |  ComparyParolDefsuts | PawolFoms

| |Promgt [wahs
| Mame Accourkng Office
{2_[DBA
|3_iﬁ.d:h::z 1 ZB8E Green 5t
|4 Addeess 2

{5 |ciy \Westrirster

6 [state HD

{7 |Postal 157

|8 |Cortact Joe i Accountant

3 [Frome 1 0551111

10 |Fhone 2

11 |Fax 443 2410211

112 |E-Mal joe@accourtngallica com
13 (Wb Sie v acoulingoffice. com
14 |EFTFS Fin

115 |EFTPS Pastiwand

116 [UseaD

17 [Cuore

18 |Dipazson

19 |Superviso

|20 |Bockheeger

Vi Chent 1D
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Chapter 3— Set Up Company Information

3. Select the Accounting tab.
4. Change Office AR Client to Yes.

Texids | ComparyDefautPaths | PoftCenters | ‘Wwotkers' Compensation

Company Accourkng | Macha |  CompanyPaolDefsks |  Pawoll Foms

Fromgd [Wae
1 |Cunerd Petiod 1
2 |Peiind Tye Harth
'3 |Business Type [Tan) S-Cop
4 |Legal Entiy
5 |Peiiod EndDale /312004
& [vew EndDabe 12i32ma
7 |Ofice AR Clhant Yes
8 [Syncwith AR Chent Ho
'@ Fiest ear Slael Period 1]

Open Chent File with Motez

5. Select the Nacha tab if creating a Nacha file for the deposit.
6. Enter the appropriate Values. The image below shows where each Value will
appear in the Nacha file.

_ | | | : |

Tax s * Company Diefault Paths Profk Wiatkers' Compensation
Compary | Accounting Macha | ComparyPaolDefsuks | Pawoll Foms
Frompd [\iabe
1 |Imeneciste Destination Record 1 Posilion 5
2 |Immediste Dastination Descr  Rlecord 1 Pasilion 41
'3 |lmmedsste Orgn Fiecord 1 Postion 16
4 |Diserstionay Datla Recod & Posilion 21
6 |Compary Id Fied 5 Posiion 42 & Flec 8 Postion 46
6 |Compary Hame Flecond 5 Position 4
Oragerval DF1 Rec 5 Postan 81 & Recsid B Positian 81
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Chapter 3— Set Up Company Information

7. Select the Company Default Paths tab.

8. Enter desired default Backup Path (Line 1).

9. Enter the desired default path for file from which invoices are imported in
Activities/Import AR Invoices (Line 25).

10. Enter desired default path for pdf files uploaded to the Virtual Office for
Activities/Print to Virtual Office (Line 26).

Company Information

Compary |  Accouring | Macha | Cowpany ParolDefsate | Pawol Foime
Tax = Compary Defaull Paths ] Profi Centerz | Wotkers' Compensation

Prompd [Wahm

1 |Backup Path cvbackup
3 |File/Exports/FCA Wrbe p
Fie/Expoits/Emplopees to V0 Pay Foims

Aeinalies Ampoit AR Irvoeces e VAR Irnvoaces
Actpvilies/ Prin to Viresl Ofice AR Stalemerts

11.Click OK.
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Chapter 3— Set Up Company Information
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Chapter 4- General Ledger Account Maintenance

Chapter 4 - General Ledger Account Maintenance

The company file must have an account with a Type of Accounts Receivable. A clearing
account may also be desired for payments posted. Some of the accounts that were
imported from the source company file may need modification. Additional accounts may
also need to be set up for some clients.

1. Select Setup/Accounts.

2. Click on the List icon & or press Ctrl + | and verify all necessary income and
purchase accounts are set up.

3. Verify that the Accounts Receivable account has a Type of Accounts Receivable.

4. Set up any additional necessary accounts.

B Account
M4 » M+ > - gy
Lookup | 106 ! MName | Accounts Receivable

Account | Bank -Sigr@_tgr_ﬁif_

Lookup
106
M ame

[Accounts Receivable |

D ezcription

[Accounts Recelvable |

Classzification

|_|:_urr_e_nt Azzets w |
Type

I.-'l'-.cc-:uunts Receivable o i
Status

|.-'1'-.n::ti'-.fe :,_| [ Track Gty

[ Mew ” Cancel ]
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Chapter 4- General Ledger Account Maintenance

If client payments will be made via ACH:

5. Select the checking account deposits will be posted to.
6. Click on the Bank tab.
7. Enter information for Company Checking Account as necessary.

B Account Z E'E'
M4 » M b > &8-Hge.
| Lookup !'IEIE J Hame iEa_s_h_In Bank |
'_?-‘-.I:-:Dunt - . Sigriature |
Account Info Bank Irnfo
Type I arne
| Checking W | IY':'L" Bank |
Acoount # Address
1110111 11 | | |
Foutnan Address
123456789 | Lity |
Fhed : i.ﬁ.n_lrltl:uwn |
| 14420 | State/Province
[] Combine Fouting # and Account i iLIS |
Fosztal Code
112345 |

[ e ][ Cancel ]

© Dillner’s Accounting Tools, Inc.
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Chapter 5 - Set Up Sales Tax Tables

Chapter 5 - Set Up Sales Tax Tables

To set up Sales Tax:

Select Setup/Sales Tax.

Enter a name to define the combined tax for the Area.
Enter the Account that sales tax is posted to.

Enter the Effective Date for this rate.

Entity is not used at this time.

Enter the rate as a decimal in the Taxable field.

1.
2.
3.
4.
5.
6.

B Sales Tax

| \Aea  |Account |EffectiveDate  [Entiy | Tawable
Ciyl 1236 7172008 00625

2 _;Eit_lrl'l 236 141/2006 0.0&00

3 [cw2 23 1/1/2008 0.0700

4 [County 236 1/1/2008 0.0550

=il

Note: Enter an additional line for a new rate with a new Effective Date when notification is
received.

© Dillner’s Accounting Tools, Inc. 5-1
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Chapter 5 - Set Up Sales Tax Tables
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Chapter 6- Set Up Invoice ltems

Chapter 6 - Set Up Invoice ltems

Service Business with Repetitive Billing (Accounting Office)

Invoice Items are used to identify the type of entry which is posting to a customer’s account
and also to control general ledger posting. There is no limit to the number of Invoice Items
which can be set up. The Lookup of an Invoice Item can be any alphanumeric value. It
can also be changed at any time. If a numeric value is used for the Lookup and a numeric
value is used for the Customer Lookup, invoices can be entered using only the 10-key
pad on the keyboard.

To set up Invoice Items:

1. Select Setup/Iinvoice Items.
2. Select the appropriate Type from the drop-down list.

Type
Charge W

Charge
Labar
Merchandise
Park
Paryrnent
Return
Service

© Dillner’s Accounting Tools, Inc. 6-1
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Chapter 6- Set Up Invoice ltems

3.
4.
5.
6.
7.
8.

Enter a Lookup.

Enter a Description.

Enter a Price if this item has a per unit price.

Select the appropriate Tax Table from the drop-down list.

Select the appropriate Sales Account from the drop-down list.
Select the appropriate Purchase Account from the drop-down list.

B [nvoice ltem

M4 » M » x E-HageE.

ipe
ek
[ 1 MONTHLY |

Description

lMONTHLV FEES |

Price -
| 0.00 |
Tax Table

|E>c:em|:|t Gl |
Sales Account

EDI MOMTHLY FEES Gt
Purchase Account

|1|:|1 Cash On Hand ~

© Dillner’'s Accounting Tools, Inc.
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Chapter 6- Set Up Invoice ltems

An item with a Type of Payment MUST be set up for posting payments.

B Invoice ltem E [ﬁ”s__( |
M4 » M X &-HgeE,

Tvpe

|?P'MT |

Descripkion

| Payment |

Price

Tax Table

Sales Account
128 Undeposited Funds L

Purchase Account
101 Cash On Hand w

The following is an example of the Invoice Items that would typically be set up for an
accounting office.

B Invoice Item List

1 MONTHLY MOMTHLY FEES

2 EW BACKMWORK

21 INST INSTALLATION

3 OTHER OTHER. INCOME

4 CK DUPLICATE CHECKS
SYE YE&R, EMD FEES

& ELS TaAx BUISIMESS Téx RETURM
61 PERS Tax PERSOMAL TAX RETLRM
7 PMT Pavment

71 Credit Credit

BFR PAYROLL

SRET RETURMED CHECKS

[ Ik ][ Cancel ]

© Dillner’s Accounting Tools, Inc.
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Chapter 6- Set Up Invoice ltems
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Chapter 7- Set Up Automatic Descriptions

Chapter 7 - Set Up Automatic Descriptions

Frequently used invoice descriptions can be memorized. Invoice descriptions for payments
received or non-repetitive billing such as payroll services or tax returns are just a few
examples of frequently used descriptions. A numeric value may be entered in the Memo
field of the Accounts Receivable Invoice and the system will enter the memorized
description which will print on the statement. There is no limit to the number of automatic
descriptions that can be set up.

To set up automatic descriptions:

1. Select Setup/Descriptions.

2. Enter the desired number in the Lookup field.
3. Enter the desired Description.

4. Click OK.

B Descriptions E| Iﬁl E|

|Lookup  Description

M MONTHLY BILLING

Iz [10 RERLUM PaYROLL

EHE BACKWORK

4 3 INSTALLATION

5 |5 YEAR END FEES

& |7 PaMENT R'CVD - THANEK YOU
7 |8 PaYROLL BILLING

g g PaYROLL DELIVERY FEES

]
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Chapter 7- Set Up Automatic Descriptions
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Chapter 8- Set Up Customers

Chapter 8 - Set Up Customers

Customer contact information may be set up and maintained manually or may be

synchronized with information which exists on the Company Tab in a Write Up or Payroll

file in FCAS or PBM. The Sync With AR Client option on the Accounting Tab in
Setup/Company Information in the Write Up and/or Payroll file must be set to yes for
the information to be imported. Imported information will overwrite existing contact

information. All updates to customer information for synchronized contacts should be done
in the client write up or payroll file.

To synchronize customer contact information:

1.

H 4 F M

Select Activities/Sync Contacts.

Bl Accounts Receivahle Sync Contacts

> & - W g e

|Path

[ b |C:AFull Contact AccountingsD ata

_| Contact |nfarmation !Map To

1 Mame

2 DBA

-3_ | Address 1
Address 2
City

State
Postal
Contact
Phore 1
10 Phone 2
-1-1 Fax

12 E-Mai

13 web Site
14_ Supervisor
15 Bookkeeper
16 |Legal Enfity

Dizplay Mame
[gnore

Addrezs 1
Address 2

City

State

Fostal Code
Primary Contact
FPhore 1

FPhore 2

Crganization

Lookup equals client id only

© Dillner’s Accounting Tools, Inc.

Revision Date: 1/31/2022

8-1



Chapter 8- Set Up Customers

2.

Click the Browse button to browse to the desired Data folder.

If Write Up and Payroll files are in separate installations of the program, you may import

5.
6.
7.

from each installation. The imports will be completed in the order listed in the Path
grid. If a client exists in more than one installation and is set to sync from all
installations, the information from the last import is what will be saved.

Select the appropriate fields from the drop-down list in the Map To column. Select
Ignore or leave the Map To field blank for any fields which are not to be imported.

The Contact Information field names refer to fields on the Company Tab in
Setup/Options. The Map To field name choices refer to the Contact Tab and
Customer Tab in Setup/Contacts.

Check Lookup equals client id only, if desired.

If this box is NOT checked, the Lookup for the contact will be the same as the client
file name. If this box IS checked, the Lookup for the contact will be the first
string of characters to the left of the first space.

Click the Sync button to import customer contact information.
Click OK on the Import of Accounts Receivable contacts is complete dialog.
Edit contacts as necessary after the first Sync.

To set up customers manually:

Select Setup/Contacts/Company Contacts.

Contact Tab - enter general contact information.

1.

wn

Enter a Lookup. This can be any desired alpha-numeric value. If a client number is
used, it is recommended that at least a portion of the name be entered as well. The
only value that will appear on some data entry screens is the Lookup.

Enter the Primary Contact, if desired.

Enter desired information in the Organization field, or select an existing

Organization from the drop-down list.

Note: Organization provides the ability to associate contacts in any group that is
defined. To create an organization item, just type it in the Organization field of
any record and it will be available in the drop-down list for all contact records.

Enter desired information in the Status field, or select an existing Status from the

drop-down list.

Note: Status - provides the ability to further identify contacts in groups. To create a
status item, just type it in the Status field of any record and it will be available in

© Dillner’s Accounting Tools, Inc. 8-2
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Chapter 8- Set Up Customers

the drop-down list for all contact records. Examples of Status are Active,
Inactive, and Prospect.
5. Edit Display Name, if necessary.

Note: The information that is entered in the Lookup field will drop down to the
Display Name field when a new contact is set up. The Display Name is what
will print on the A/R Statements. If a client number is included in the Lookup, it
should be deleted from the Display Name to make the statement presentation
more professional.

6. Enter the Business Name, Address, City, State and Postal Code.
7. Enter Phone Number(s), the Fax Number and Email address(es), as desired.
8. Check the Customer box. If the Customer box is not checked, an A/R statement
will not print.
© Dillner’'s Accounting Tools, Inc. 8-3
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Chapter 8- Set Up Customers

Example of completed Contact tab:

B Contact Manager

M4 > M b &g,
| Lookup |1001 ABC In | Display Name \ABC Inc |
I I:_'2'_ﬂ;'3t_| Yendor | Customer || Employee iI-Eanking|

Lookup | 1001 ABC Inc | Frimary Cantact | Mr. Al Fiitz

Orgatization ‘Vl Statuz |-‘5"-'3ti'~"E hd

Title First iddle Last Suffis Gender

fs | | | I

Dizplap Mame  |ABC Inc Phaone 1 $05EER1212

Buginess Mama Phone 2 4106561212

Address 18280 M. Bluebird Rd. Phone 3

Address Phone 4

City Anutomn

: Fax | |

State / Province |MD

Fostal Code 12345 Ernail 1 | |
| Country Ermnail 2 | |
[ M e J[ Eircal ] [#] Custamer [ ]Emplovee [ |Wendar [ ] Other

© Dillner’s Accounting Tools, Inc.
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Chapter 8- Set Up Customers

Banking Tab

Set up a Customer’s Bank or Credit Card information only if the customer has authorized
automatic payment by ACH, draft or credit card. This information must be entered before
the Customer tab can be completed.

1. Select the Banking tab.

B Contact Manager |Z||E||z|
M4 » M X 8- g
Lookup | 1001 ABC Inc

-

Digplay M ame |.-’-'-.BI: Iz |

!Eu:untau:t i|.‘.¢'enu:h:ur | Custorner ||Emplnyee|[ Banking |

Lookup Bark ' Type

Click the Mew button to set up a
news bank account or credit card.

| MNew || Edt || Delete |

[ Mew H Cancel ] [¥] Customer [ |Employee [ |Wendor [ ] Other

Click New.

Enter Ck in the Lookup field for customers who are paying by draft or ACH debit.
Enter CC in the Lookup field for customers who are paying by credit card.

4. Select the appropriate account type from the drop-down list in the Type field.

Bank Account

Account Info
Lmh_llp
Type Cancel
Account £ Checking
; Credit Card
Routing # Savings
© Dillner’s Accounting Tools, Inc. 8-5
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Chapter 8- Set Up Customers

If the customer is paying by Draft or ACH:

5. Enter the Bank Account #, Bank Routing # and Bank ABA # in the appropriate
fields in the Account Info section.

6. Enter the Bank Name, Address, City, State and Zip Code in the appropriate fields
in the Bank Info section.

7. Click Ok.
|
[~ Ruwoount Infio
=
Type [ichecking 7] | _ceme |
Accourt # | F334444
Routing # | 122458789
BED # 77770777
I Couribine Routing & and Account &

Bank Info
Hame | Bane oF amERECA
Fuddress |
Address i
iy [ Anytown
StatejProvince | US
Fastal Code | 12345
-

The following is an example of the Banking tab after bank or credit card information has
been entered.

[N Contact Manager [_ O] =] i

M4 p X &-Bge.

Lookup | 1001 ABC Inc Diipley Name [ 48C Inc

| Lok [Bank Tupe
| ¥k BAME OF AMERICA Chiscking

tew | Cancel | Aditociial | Customer I Employes [ Vendor I ther
I~ Sy vk e

—

© Dillner’s Accounting Tools, Inc. 8-6
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Chapter 8- Set Up Customers

If the customer is paying by credit card:

5. Select the appropriate Credit Card Type from the drop-down list.

Bank Account

Credit Card Info

Lockup ol
Type Credit Card w Cancel
Credit Card Type || =]

arnerican Express

Discover

Master Card

Visa

6. Enter the Credit Card Account Number in the Credit Card Num field. Do NOT
use spaces or dashes.

7. Enter the Credit Card Expiration Date in the Exp. Date field. Type the /I's.

8. Enter the 3 or 4 digit Security Number from the back of the card in the Verification
Num field, if available.

9. Enter the Cardholder and Billing Information in the appropriate fields.

10.Click Ok.

Bank Account

Credit Card Info : :
Lookup cC E
Type Credit Card | Cancel
Credit Card Type | visa I |

Credit Card Mum | 1111000011110000

Exp. Date 12/31/2010

Yerification Murm 123

Cardholder Mame | John Smith |

Billing Address _ES_-ﬂ_r_r'-_ﬂﬂin Street |

Billing Address |

Ciky Arrybown |

State/Province s

Postal Code -_15345

Phaone Murm 410 555-1111

© Dillner’'s Accounting Tools, Inc.
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Chapter 8- Set Up Customers

Customer Tab

Automatic payment information and repetitive billing information is entered on the
Customer tab.

1. Select the Customer tab.

Lookup (10071 ABC Ihe Digplay M arme ABC Ino

Cortact | Wendor | Customer | Employes | Banking

Draft Bank/Credit Card Group Max Draft WO Client Id
Ck w | | 10th w S000,00 TA35AT744

2. Select the Draft Bank/Credit Card from the drop-down list created by accounts on
the Banking tab.

3. Select the desired Group from the drop-down list or type a new group name in this
field.

Group — This is the payment group. Different groups may be defined for different
payment dates.

To create a payment group:

A. Type the desired group name in the Group field.

B. Press Enter.

C. The following dialog box will appear. Click Yes only if it is correct. A group
cannot be edited or deleted once it’s been created.

Add Mew Billing Group?

4. Enter the amount to be printed on the bank draft as the maximum allowable amount
in the Max Draft field.

© Dillner’'s Accounting Tools, Inc. 8-8
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Chapter 8- Set Up Customers

5. Enter the VO Client Id ONLY if invoices and/or statements are to be printed directly
to the Virtual Office for this customer. Type None if invoices and/or statements are
NOT to be printed directly to the Virtual Office for this customer AND this customer
has a write up or payroll file in FCAS or PBM.

Note: The VO Client Id appears on the Clients page in the Virtual Office. See
Appendix C to add client to the Virtual Office. When using the Sync Contacts
utility to update customer contact information, the VO Client Id will be updated if the
VO Client Id is entered on the Company Tab in the client write up or payroll file.

EQDIT: Click on Company to edit

FREVIEW: click an Name to log in as Client

(#)is the number of times the client has logged in since we stated keep count 202003

Company Marne Fhone Email =etial Client 1D

Ahbott Technologies, . .

. Bud Abhot 410 555 1212 arclient@dillners.com TE0EATTA4

ABC Inc Al Friz 410 555112 arclient@@dillners.con 203 AT 744

Access Company Ed Smith 410 555 1212 arclient@dillners.com TTARATT A4

Air Cleaners & . . . .

Purifiers, Inc. Cenize Schmitt 410 555 112 arclient@dillners.com T7REATT A4

All State Auto Glass, —_— . .

LLe Mewt Gingrich 410 555 1212 arclient@dillners.com T3 0ATT44
© Dillner’'s Accounting Tools, Inc. 8-9
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Chapter 8- Set Up Customers

Messages

When statements are printed, messages may be printed. There are two marketing
message lines available and a draft message is also available. Default marketing and draft
messages may be entered on the Report Options screen. The default messages may be
overwritten by custom messages.

To set up Custom Messages:

Click on the Screen Options icon in the toolbar.
Click on the Marketing Messages tab.

Enter a meaningful Lookup.

Type the desired message in the Description field.
Click OK to save the messages.

moow>»

X

Options

.l:lznntact Manager-l Marketing Meszage's |

Lookup .Descriptiun

;'I.'Hi.s-am.c.-ﬁﬁt will be deducted from vour Checking Account on the 10th

2 15 Thiz amount will be deducted from your Checking Account on the 15th ...
3 20 Thiz amount will be deducted from vour Checking Account on the 20th
|4 25 Thiz amaount will be deducted from vour Checking Account o the 25th
5 .. :E1 1] Your credit card will be charged on the 10th of the month.
B
7
a

C15 Y'our credit card will be charged on the 15tk of the month.
|C20 Your credit card will be charged on the 20th of the maonth.
[ C25 Your credit card will be charged on the 25th of the month.
EI FEM Remember to send your PEM file by the Bth of the manth
‘IEI FT Femember to send your PeachTree file by the Sth of the month.
|11 :DB Femember ta zend your QuickBooks file by the Bth of the month.

[ ] l [ Cancel Apply

To select Custom Message(s):

1. Enter to the desired Message field.
2. Select the desired Message from the drop-down list.
3. Repeat as necessary.

Marketing Message 1 Marketing Message 2 Draft Message
‘Default v | | pem v| |10 v |

© Dillner’'s Accounting Tools, Inc. 8-10
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To set up Repetitive Billing:

1.

Group ltem Twpe |Account |Description | O Price| AmourtTax
fMEINTHLY MOMTHLY  Service 301 MOMTHLY FEES 1.00 30300 30300 Exemnpt
EWE 142 YE Service 305 YEAR EMD FEES 1.00  13.00  137.00 Exempt

|PR FR Service 308 PayROLL 1.00 5700  57.00 Exempt

Select the desired Group from the drop-down list or type a new group name in this
field.

The Group here is the repetitive billing group. Select the desired Group from the
drop-down list or type a new group name in this field.

To create a Repetitive Billing Group:

A. Type the desired group name in the Group field.

B. Press Enter.

C. The following dialog box will appear. Click Yes only if it is correct. A
Repetitive Billing Group cannot be edited or deleted once it's been created.

Add Mew Repetitve Biling Group?

| Yes | [ Mo ]

Enter the desired Item Lookup or select the desired Item from the drop-down list.
These items are created in Setup/invoice Items (See Chapter 5). The program will
populate the Type, Account, Description and Tax fields with values from the
Invoice Item.

Leave 1.00 in the Qty field.

Enter repetitive billing amount in the Price or Amount field.

Select the appropriate Area from the drop-down list in the Tax field, if this item is

taxable.

There is no limit to the number of repetitive billing items or groups that may be entered for a
customer.

© Dillner's Accounting Tools, Inc. 8-11
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Chapter 8- Set Up Customers

Example of completed Customer tab:

B Contact Manager

M 4 > M+ x| 8- g |,
| Lookup 1001 4BC Inc | Display Name \ABC Inc |

| Contact | Vendﬂ Custarmer | Employves I| Banking |

Draft Bank)Credit Card Group Max Drafk Y1 Client Id

ck v | 10th v| | 5000.00 | | 7933ATT44 |

Marketing Message 1 Marketing Message 2 Drraft Message

| Default « | |Pem v| |10 v|
Group Item Tvpe | Account | Description | Amount

r Mnnthl_l,llﬁ MOMTHLY  Service 302 MOMTHLY FEES 30300

2 | Comparative 11 COMF Service 308 Comparative Statement Zh.00

3 [1A12Y/EFee 511/12YEF.. Service 308 1412 vear End Fee 118.00

4

[ e H Eancel] [#] Custamer [ ]Emplovee [ |Wendar [ ] Other
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Chapter 9 - Enter Opening Balances

To enter Opening Balances:

Select Activities/Enter Receivable Invoices.

Enter an invoice number in the Number field.

Enter the date of the last A/R Statement in the Date field.

Enter the Contact Lookup or select a contact from the drop-down list in the
Contact field.

Type a description in the Memo field.

Enter the desired Item Lookup or select the desired Item from the drop-down list.
These items are created in Setup/invoice Items (See Chapter 5). The program will
populate the Type, Account, Description and Tax fields with values from the
Invoice Item.

7. Leave 1.00 in the Qty field.

8. Enter the opening balance amount in the Amount field.

9. Click New or enter through the Tax and A/R Account fields to start a new invoice.

POOnN =

oo

EBX

M 4 » M > E-HBge.

Murnber Date Contact
i w | |DB/30/2006 | 1091 ACE SERVICES v
Eill To Ship Ta

123 MalM STREET
ANYTOWM, US 12345
|

bl emo | Opening Balance |

&CE SERWICES
123 MalM STREET
AMNYTOWHN, LS 12345

_ lltem Type |Account |Description. Oyl Picel  Amount/Tax

B MONTHLY  Service a0 MONTHLY FEES 1.00 491.00 491.00 Exempt =
Tax |E:.:3mpt vi T ax Amount i D_EET|
AR Account i'IEIE Accounts Receivable _V_| Amaunt Due: | 4_9_1_El|:|_|
[ M e H Cancel J

Review the Aging Summary report to verify totals.
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Chapter 10- Post Payments Received

Chapter 10 - Post Payments Received

Entries for payments made by credit card, ACH and/or draft can be automatically posted as
the payment file is generated or drafts are printed. Other payments received must be
entered manually.

The system will post an entry for the total amount of the deposit as a debit to the Bank
Account and credit to the Net Offset Account. Each individual line item will be posted as a
credit to the account entered on that line and a debit to the Net Offset Account.

To enter payments received:

Select Activities/Deposit.

Select the appropriate Bank Account.

Select the appropriate Net Offset Account.

Enter the deposit Date.

Enter a description to be associated with the deposit transaction in the Memo field.

Enter the Contact Lookup or select a Contact from the drop-down list in the

Received From field.

Select the appropriate AR Payment Type from the drop-down list.

Enter a description in the Memo field. This description will print on the statement.

. Enter the client’s check Number, if desired.

0.Enter the Payment Method.

Note: The system will print the total of all entries with a Payment Method of Cash
on the Cash line of the deposit slip. All entries with a Payment Method of
Check will be itemized on the deposit slip.

11.Click Save o

OnhsWN =

SOoN

B Deposit
M4 r M x8-HBag@.
Bank Accourt Balance
102  CashinBark w HZN05|
Mot Difzet Accou
m [reposit Clearing w
Dt Mem
05072007 Deposit
Flecaned Fiom AF Pagrent Type  Account | Descripton Armaunt Mema Humbes | Paument Method
1 |[1080 Camelot Caz... 7 Papmert 106 Accounts A ecanabls 500,00 Payment Recerved Th, 22174 Check
2 [1139 Desigrers P 7 Paimer 106 Aecounts Aacanable 438.00 Paymenl Recaved Th. 1538 Cazh
3 [1243 Giart Babe... 7 Pagmert 106 Accounts Aeceivable TA0.00 Payment Recetved-Th.. 5711 Chack
4 |[6044 Brand Comm... 7 Paymert 106 Accounts Recervable 5E8.00 Payment Recerved The., 35872  Check
5 [B144 Denver Medi ., 7 Papment 10 Accounts Recenabls 602 00 Payment Recerved-Th, 95781 Chmck
B T Paymeri 106 Aecounts R ecaivable 370,00 Paymenl Recerved Th., 227588 Check

BEAE Quad Resew..

[ New ] [Conce |

Depost
88,00
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Chapter 10- Post Payments Received

12.Select Edit/Commands/Print or £ to print a deposit slip for the bank.

DEPOSITTICKET CAEH 432,00
FAccountingOffice -1 400.00 — —
100 Greey Seet
Westnheer, MD21157 4 T10.00 4 4
a55.00
g0z2.00
Dak : DSOTIET aF0.0c 318800
Sgrekre EEIIEXIIEEEINIEINE | . EEINIEIEIETILIEIIET
o 318800
s hEILSE7HSE bbb bbb
Becourti mg Office ST 2007
Checks Received From Brnoont Check Mo Methiod Merno
Camelot Castle Co. 500 00 22174 Chie ck Pavment Feczived-Thank You
Giant Barbecue Company, LLC Fiooo 5711 Chie ik Payment Feceived-Thank You
Brand Commercial Builders, Inc A58 00 36872 Chech Payment Receiwed-Thank You
Cenver hedical Center, LLE G0 00 asra Chiz g Payment Feczived-Thank You
Quail Resoue Resources Frooo 22758 Chie ik Payment Feceived-Thank You
Cazh Received From Arnoont Check Mo Methiod Merno
Designer's Paintbrush 433.00 1503 Cash Payment Feczived-Thank You

Note: The deposit ticket is limited to 78 checks. When depositing more than 78 checks,
split the deposit into separate transactions.
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Chapter 11 - Enter Non-Repetitive Billing

To enter non-repetitive billing:

Select Activities/Enter Receivable Invoices.
Enter an invoice number in the Number field.
Enter the invoice date in the Date field.

BN =

field.

oo

field.

7. The program will populate the Type, Account, Description, Qty and Tax fields

based on the setup for the Invoice Item.
8. Leave 1.00 in the Qty field.
9. Enter the amount in the Price or Amount field.

10. Select the appropriate tax area from the drop-down list, if applicable or leave

Exempt in the Tax field.
11.Change the A/IR Account if necessary.

12.Enter through or click New to save this entry and start a new invoice.

Enter the Contact Lookup or select a Contact from the drop-down list in the Contact

Enter a description in the Memo field. This description will print on the statement.
Enter the Lookup for the desired item or select it from the drop-down list in the Item

M Invoice M=1E3
M 4 » M ¢ x| &g,

|
Mumber Date Contact
1 vi |07 /06/2006 ||22|35 DOGGIE D&Y CARE v|
Bil To Ship To
DOGGIE DAY CARE DOGGIE D&Y CARE
549 16TH AVE 549 16TH AVE

AMNYTOWM, IS 12345

AMYTOWM, 15 12345

bemo  [IMSTALLATION AMD BACKMWORE |
| |ltem T_I,Ipe .-'lu:u:u:uunt Descrlptmn E!t_I,I _Eriu:_e_e_: .-'l'-.mcuunt Taw

| B AINST - | Service 303 INSTALLATION 1.00 27500 275.00

2 2 B Gervice a0z BACKWORE 1.00 1050.00 1050.00

|3

Tax | E wempt

v I T ax Amatint

0 ndJ

ASR Account

106 Accounts Feceivable

—
l
w | Amount Due | 1325 oo

[ Mew ][ Caticel ]
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Chapter 11- Enter Non-Repetitive Billing

The invoice in the example will print on the A/R statement as one single line item with the
description of Installation and Backwork with an amount of 1325.00. To show charges for
Installation and Backwork as separate items on the statement, enter them as separate
invoices.

If the value for the option Auto new entry is set to Yes, the program will save the existing
invoice and start a new one after the A/R Account field is entered through.

If an Invoice Item is taxable, the system will use the invoice date to calculate the sales tax
based on the effective rate from Setup/Sales Tax.
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Chapter 12 - Generate Repetitive Billing

To generate repetitive billing invoices:

1. Select Activities/Generate Invoices.
2. Check the box in the Generate column for any billing group to be used this period.
More than one group may be checked.
3. Enter the Date that will be used for the invoices.
4. Enter a Memo, if desired. This Memo will appear at the top of each Invoice and as
a description on the A/R Statement.
5. Select the AIR Account that the invoices will be posted to. Only GL accounts with a
Type of Accounts Receivable will be available in the list.
6. Select the Tax area that will be used on the invoices. If there are multiple taxing
areas, a unique Repetitive Billing Group must be set up for each tax area.
7. Click Generate to generate invoices.
B Generate Invoices |__||E|[g|
Generate | Group | Date kemao AfR Account [ Tax
1 | MOMTHLY — 08/01/2006  MOMTHLY BILLING 106 Exempt
2 [T 0IvE 106 Exempt
3 | 02 /E 106 E=empt
4 |3 03Y/E 106 Ewempt
5 |3 04 /E 106 Evempt
B |E 05 ' /E 106 E wernpt
7 |E 05 ¥ /E 106 Exempt
s B 07 Y/E YEAR END FEES 108 Exempt
3 08'/E 08/01/2006  YEARENDFEES 106 Exempt
10 |2 09'/E 106 Exempt LU
11 | 3 10'/E 106 Erempt f| | |
12 | 11 %E 108 Exempt
13 |2 12%/E 106 EHemEt
14 | PR 08/01/2006  PAYROLLBILLING 108 Exempt
15 ¥ Y/E1M2  08/01/2006 YEARENDFEES 108 Exempt
wil Y/E 173 105 Exempt
The following dialog box will appear when invoices have been generated.
Full Contact Accounting @
_5 Finishied generating invoices
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Chapter 12- Generate Repetitive Billing

Additional notes:

The Description(s) entered in the Memo field(s) and the A/R Account selection(s) will be
remembered and do not have to be entered when processing future months.

Batch Name
A batch name is assigned to repetitive billing invoices. Each repetitive billing group is
assigned a unique Batch Name. The Billing Group, Effective Year and Effective
Period are identified in the Batch Name. For example, GMONTHLY 2006-08 identifies
an invoice as follows: G — Generate Invoices screen, MONTHLY - Billing Group, 2006
— Effective Year, 8 — Effective period. If invoices were generated for a billing group
more than once, a hyphen and number will be added for each additional iteration. For
example: GMONTHLY 2006-08-1, GMONTHLY 2006-08-2, etc.

Missed Billing Groups
If it is discovered that a billing group was inadvertently left unchecked, return to
Utilities/Generate Invoices. Check the skipped groups and click Generate.

Duplicate Billing
If a billing group is selected a second time in a period, the following dialog will appear
identifying the groups which have already been used. Click NO, uncheck the boxes for
the duplicated groups, then click Generate.

Full Contact Accounting |

Invnoices have already been generated For the Following groups: MOMTHLY, PR, YJE 1)12,
[ Would wau like to continue?
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Delete Generated Invoices

If a billing group was selected in error and invoices were generated, the entire group may
be deleted at one time. It may also be necessary to delete a group of invoices if they were
generated before customer maintenance was completed.

To delete invoice by batch:

1. Select Activities/Generate Invoices.

2. Select the batch that needs to be deleted from the drop-down list in the Undo by
batch field.

3. Click Undo.

B Generate Invoices |;|@

_ Generate |Group  |Date Memo AR Account|Tax
y I MONTHLY MONTHLY BILLING 108 E xempt
> B 01 v/E 106 Exempt
3 |3 02 /E 106 E vermpt
1 B 03 /E 106 E sermpt
5 | 04 /E 106 E wermpt
E | 05 ' /E 106 E wenmpt
7 B 06 /E 105 E sermpt
8 |E 07 Y/E YEAR EMD FEES 108 E vernpt
g | 08 /E YEAR EMD FEES 106 E sempt
10 |2 09 /E 105 E vempt
11 | B 10 /E 106 Exempt
iz | 11/E 106 Exempt |
13 | B 124 /E 106 E vermpt gg"ﬂ‘gg‘;_"ng']”ﬁ'”
14 |- PR PavROLL BILLING 106 E xempt GYJE 1/12 2006-08
15 |2 YIE 1412 YEAR END FEES 106 E wempt
16 | YIE 143 106 E sempt

The following dialog box will appear when the batch has been deleted.

Full Contact Accounting @

L) "_., 1 transactions were deleted
L

Note: The effective year and period for an invoice is determined by the invoice date. If
invoices are dated for a future period, select Utilities/Process Future Period. Select the
period that matches the invoice date to Undo invoices.
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Chapter 13 - Print Reports and Statements

See Appendix B for instructions to set up a client specific report group.

All reports that are printed on white paper may be selected and printed together. When

printing a report on special paper, such as statement paper or drafts, load paper in printer

and print reports individually.

To print reports and statements:

1. Select Reports/Reports List.

2. Select the desired Report Group from the drop-down list.

av P @,

| Azcounts Receivable
fics o it e

j [ Presiew Current ]

[ Aging Surmmary
[]4/R Jaumals
[JAR Statements
[]AR Drafts

Period & 2008 | |08/31/2006 |

Print Current

E wport Current

Preview Selected

Frint Selected

Ewpart Selected

3. Select the desired reports.

4. Click Print Selected.
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Chapter 13- Print Reports and Statements

The following dialog box will appear for the Aging Summary, A/R Statements and A/R
Statements Lines reports.

Aging Summary
Cuskormer
i.ﬁ.LL v
From Date To Date
| 05/01/2008 || o8/31)z008

Cancel

5. Leave All in the Customer field or select a specific Contact from the drop-down list.

Only Contacts with the Customer box checked will be available for selection.
Enter the first date of the statement period in the From Date field.
Enter the last date of the statement period in the To Date field.

© N

Click

OK.
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Sample Aging Summary report

PROFESSIONAL BUSINESS SERVICES
Aging Summary
For The Months Ended August 31, 2006

Statement Period: 812006 to 873172006

Lookup Name Contact Telephone
Crver 90 61 to S 1 to 30 Current Total

1041 ACE SERVICES ACE SERVICES TIM 410 565-1212

000 0.00 0.0 91.00 491.00
1135 A PLUS APLUS 410 565-1234

0.00 0.00 000 200,00 200.0
1778 BEAR SKIN RUGS BEAR SKIN RUGS DALE

000 0.00 0.00 0.0 B00.00 B00.00
2205 DOGGIE DAY CARE DOGGIE DAY CARE

000 0.00 0.00 10,00 1, 100,00 1,710.00
5821 MAGIC MAGIC 410-555-2345

0.00 0.00 000 430,00 430.00
B442 TEAM SPORTS TEAM SFORTS

0.00 0.00 000 195,00 196.00

Total Accounts Recievable
0.00 0.oo &10.00 3,016.00 3,825.00
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Sample Accounts Receivable Journal

PROFESSIONAL BUSINESS SERVICES
fAccounts Receivable Journal
For The Month Ended Auwgust 31, 2006
Printing for A/R Account Filter: 106
Date Invoice # Customer Account Amount Description Imvoice Total
106 fAccounts Receivable
BrODE 2 DOGGIE DAY CARE 308 B25.00 TAX RETURMS 825.00
Total 82500
106 fAccounts Receivable ACHD 08/05/2006-1
BADE  ACHD 08 BEAR SKIN RUGS 128 (B00.00) Payment [600.00)
B/EDE  ACHD 08 TEAM SPORTS 128 (195.00) Payment [195.00)
Total ACHD 0BNS200E-1 [785.00)
106 Accounts Recaivable CCAR 08/05/2006-1
BADE  CCAR 08 APLUS 128 (200.00) Payment [200.00)
BRIDE  CCAR 08 MAGIC 128 (430.00) Payment [430.00)
Total CCAR DBNS200E-1 [5§30.00)
106 fAccounts Receivable GMONTHLY 2006-08
BIA1M0E 20 ACE SERVICES 30 303.00 MONTHLY FEES 20300
BrA1DE 21 APLUS 30 200,00 MONTHLY FEES 200.00
BrA10E 22 BEAR SKIN RUGS 301 G00.00 MONTHLY FEES B00.00
BIA1MDE 23 DOGGIE DAY CARE 301 27500 MONTHLY FEES 275.00
BIA10E 24 MAGIC 301 32200 MONTHLY FEES 322,00
Total GMONTHLY 2006-08 1,700.00
106 fAccounts Receivable GPR 2006-08
BIA1MDE 25 ACE SERVICES 308 57.00 PAYROLL 57.00
BIA1NDE 26 MAGIC 308 108.00 PAYROLL 108,00
BiANDE 27 TEAM SPORTS 308 195.00 PAYROLL 185,00
Total GPR 200608 380.00
106 fAccounts Receivable GYIE 112 200608
BIA1MDE 2B ACE SERVICES 305 131.00 YEAR END FEES 131.00
Total GYIE 1/12 2006-08 131.00
106 Accounts Recaivable PMT
BIONDE 3 ACE BERVICES 128 (491.00) Payment [451.00)
BMENDE D1 DOGGIE DAY CARE 128 (315.00) Payment [315.00)
Total PMT [B06.00)
Total 106 Accounts Receivable TB5.00
Total Accounts Receivable Invoices TBS.00

Accounts Receivable entries are grouped and subtotaled by Batch Name.
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Sample Statement

Statement of Account
1081 ACE SERVICES 8312006
Diate Reference Description Arnount
Pravious Balance 451.00
08 05 2008 |ADJ-ACHD DB/DS20C (481.00)
D8 31 2008 |AR-20.8 MONTHLY BILLING 303.00
08 31 2008 |AR-25.8 PAYROLL BILLING 57.00
D83 31 2008 |AR-2B.8 YEAR EMD FEES 131.00
Flease Pay This Amount 451.00
"""""""""""""""""""""""""""""""" Defach And Reflm With Payment ~ 7 I e
PROFESSIONAL BUSINESS SERVICES 1081 ACE SERVICES
BEEE W B5TH 5T .
: £ 83172008
ANYTOWMN, US 12345
x Amount Due 421.00
Amount Enclosed
PROFESSIONAL BUSINESS SERVICES ACE SERVICES
BEEE W B5TH 5T 123 MAIMN STREET
ANYTOWM, US 12345 ANYTOWRN, US 12345
"""""""""""""""""""""""""""" Detach And Retain For Reamds” T mmnnnannnannnanns
1081 ACE SERVICES B31/2008 ACE SERVICES
Diate Reference Description Amaount
Previous Balance 481.00
D8 05 20068 |ADJ-ACHD DB/DE20C (481.00)
08 31 2008 |AR-20.B MONTHLY BILLING 203.00
D8 31 2008 |AR-25.8 PAYROLL BILLIMNG 57.00
08 31 2008 |AR-28.8 YEAR END FEES 131.00
Flease Pay This Amount 481.00
Owver 80 &1 to 80 21to080 1to30 Current Total
0.00 0.00 0.00 D.00 4291.00 401,00
Telephons Contact 1081 ACE SERVICES
410 555-1212 TIM
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Chapter 14 - Print Invoices and/or Statements to VO

Invoices and/or statements may be uploaded directly to client(s) through the Virtual Office
and attached to the email notification that is sent, if desired. Statements and/or invoices

will be generated ONLY for customers with activity and/or a balance due AND a valid VO

Client Id on the Customer tab. The selected reports will be automatically printed to your
system and uploaded to each customer’s respective file cabinet.

To print invoices/statements directly to the Virtual Office:

1. Select Activities/Print to Virtual Office.

2. Select or verify Path. A PDF file will be created for each statement and stored in the
selected directory.

3. Select Validate Client Id’s to verify accuracy of all VO Client Id’s which have been
entered or select Val Client Id’s w/Bal or Act to verify accuracy of VO Client Id’s
for customers with activity or a balance.

Note: A browser window will open and show a list of all customers with valid Client
Id numbers. Any invalid Id numbers will be noted. To correct errors, go to
Utilities/Search Contacts. Enter the invalid client Id in the Search for text field
and click Search. Double click the client in the search screen to return to the
contact. Edit the VO Client Id on the Customer tab to correct.

A Accounting Dffice - Microsoft Internet Explorer. E@g|
7]
]

File Edit ‘Wiew Fawaorites  Tools  Help

P > \ﬂ \ELI _I\J P ) search i". Favarites ﬁ-‘:' . b 'i'i
Address | @] https:ffvoffice. dilners.comjusers WO alidateld, asp?xss=0980000980LMGIKMPT % | £ Go  Lirks
Google G v Goo ) ey B+~ % Bockmarksw 581 blocked () Settings

Fal

Accounting

Office

FA35A77 44 ABC Inc Al Fritz

TTABATT 44 Access Company Ed Smith

0001 A7744 Client record

not found

FTE0ATT 44 Anton's Heating and Coaling Anton McGuire

FTABATT 44 Backdoor Security Inc. Michael Boward

FT49ATT 44 Capital Engravers Keith Richards

Fra0ATT 44 Cartoon Classics Kathy Apfal b
:E;‘Ll Done é ﬂ Internet
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To select reports to print to VO.

4. Click Insert to insert a report.
5. Select the desired report(s).
6. Click OK.

Note: Only reports which start with ARVO will print to the Virtual Office.

M Report List

3

AR Skatements Lines

AR Summaré

ARVO Inwvaice F

ARYO Statements - L

ARVO Statements Lines
Asset-Liab-Equity PC

Balance Shest 9

Bank Account Cleared Report
Zash Flow Stakement

A 1]

[

Load Package
Ilpdate Report

Rename Report

Delete Repaort

Edit Report

L Ok ][ Cancel J

i)

Create Package

7. Select the desired report(s).

8. Enter desired From Date and To Date.

9. Select the desired Organization.
10. Enter desired Prefix.
11.Click Send to VO.

Print to Virtual Office

et Send to YO
| Cskatements |
[. Maove Up _] [Mwe Davin ] [ Insert ] [ Remaove ]
= |‘S l'alE!Ct i iz FrDDSmD?EZtED? TI;IJSD:;EZDD?
b v ARYD Statements | o1} | | 24 |
ARYD Irvoice Organization
Ll v

Prefix

| ARO70531

| validate Cliert Id's |
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Note: This process may take several minutes. A dialog box will appear when it is
complete.

A browser window will open. Files may be added or deleted. Follow the instructions on the
screen to add or delete files.

To upload file(s) to customer(s):

12.Enter desired Title.

13.Select desired Category from the drop-down list.

14.Type desired email message to customer(s) in the Description field.
15.Click Upload.

¥ Accounting Office - Microsoft Internet Explorer g@|g]
%
L

File Edit ‘iew Favorites Tools  Help

o Dol =2, |ﬂ \ELI _;\J /- ! Search ‘ii?Favorites @? v J_;'_ - :‘l‘i

Address | ] https:j fvoffice. dilners comjusers/VOARFilECabinets, asp7»ss=098000098DLMG KMPTHEOLMKKOUIMOTMS: | Bd Go  Links >

Files (59) | Size (1,354KE A
E c:\statements) 793847744 AROT0S31 ARMO Statements, pdf 25,800 byte
E r:\statements\ 774647744 ARDT0S31 ARMO Statements, pdf 74,396 byke
E c:\statements\0001 A7744 ARD70531 ARMO Staternents. pdf 24,813 bwte
E ci\skatements) 77E3A47744 AR070531 ARYO Statements, pdf 19,920 byte
E ci\skatements) 774847744 AR070531 ARYO Statements, pdf 25,400 byte
E cilskatements) 774947744 AR070531 ARYO Statements, pdf 24,439 byte
E cilskatements) 775047744 ARO70531 ARYO Statements, pdf 24,444 byte
T c\skatements)\ 775147744 AROT0S31 ARMO Statements, pdf 25,185 byte
E C:\statements\ 775247744 AROT0S31 ARMO Statements, pdf 24,435 byte =
-, | I, mma a sy B, - ' " s
& #

The following client records were not found:

Your system must have Java running to use this service. If you see a box labeled Files immediately above
this, your system is ok. If you do not, then click here to test your system and download Java if necessary.

Title: I|~¢1EL},.rStEnement . Categary: :Generél-b-l-:lcumerﬁs V

Description: |voyur statement has been uploaded to your file cabinet in
our wehsite. Plea=ze login to our webhsite to view your
monthly statement.

The Title and Description entered here will appear
on the email sent to your client as well as in their
file cabinet on the virtual office.

[Uplu:uad] ’ Select new file ]

b
£ b
@’] é ﬂ Inkernet
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Chapter 14- Print Invoices and/or Statements to VO

Note: The following dialog box will appear the first time files are uploaded. If the Do
not ask me again when uploading to this URL box is checked, this message will
not appear again. (hopefully, but this is up to Microsoft) Click OK to proceed with
upload.

XUpload X

& “'ou are about ko upload 53 files from your computer. Do you want ko continue?

IIRL: hitpz: A fvoffice. dilners. comAuzers ¥ 0ARFileC abinet_proc_supload. azp

[T Donot ask me again when uploading to this URL.

k. | Caticel

16.Close the browser window when the process is complete.

2 https:/ivoffice. dillners.com/users/jFinishUpload.asp - M... |:lrﬁ]

File Edit ‘Wiew Fawvorites Tools  Help

K o — n .
@Back - \ﬂ \ELI ._!“*J f_ﬁSearch ki‘\f Favorites @

Address |ﬁj https: ffvoffice. dilners, comjusers fiFinishpload, asp V| Go  Links *®
Google (G~ v oo ey B~ % Bookmarksw ¥ () Settings~

&
'I';r

>

Files hawe been uploaded successfiully.

Click here to close this Window.

@ Start downloading From site: hikps é & Internet
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Chapter 15 - Process Preauthorized Payments

Electronic files can be generated to upload for preauthorized payments. The program will
create a NACHA file for payments from customers who have authorized automatic
withdrawals from their checking accounts. A file can also be created to upload credit card
payments to companies such as Authorize.net. Paper drafts can be printed, if desired.

The program will also generate the entries to post these payments automatically to reduce
the amount of data entry that needs to be done, if desired. If this option is chosen, the
company file must be closed to the next period before generating the payments.

Close Period
To close the period:

Select Write Up/Close Period or Activities/Close Period.

Click Yes at Would You Like To Close The Current Accounting Period?.
Click Yes at Would You Like To Backup Before Closing Period?.

Click Save on the Extract Data dialog window.

Verify the Period and End Date are correct.

Click OK.

Click OK on the Successfully Closed Period window.

Noobkwh =

© Dillner's Accounting Tools, Inc. 15-1
Revision Date: 1/31/2022



Chapter 15- Process Preauthorized Payments

ACH File

To create a NACHA file for ACH upload:

1.
2.

3.

® N

9.

Select Activities/ACH Nacha File.

Enter the Statement Date. The program will generate payments for all outstanding
balances through this date.

Enter the deposit date in the Effective Date field.

Enter the description that will appear on the customer’s bank statement in the
Company Entry Desc field. This field is limited to ten characters.

Enter a description for the payment in the Memo field. This description will print on
the customer’s A/R Statement.

Entry the Company Desc Date, if necessary. (required by some banks)

Select the Checking Account the deposit should post to.

Select the appropriate Billing Group from the drop-down list. Payments will be
generated for customers who have the selected draft group on the Customer tab in
Setup/Contacts.

Select the appropriate Invoice Payment Item from the drop-down list. The system
will use this item to post payment entries.

10. Enter the desired Output Filename or click on the Browse E button to browse to

the desired folder. The file must be a .txt file.

11.Check the Summarize Net Deposit option, if desired.

Note: Select this if the Checking Account is to be debited with one total
amount for all payments made at this time. In this case, each payment
transaction will be created with a Credit to the appropriate A/R account and
Debit to the Net Deposit Offset Account entered below. An additional
transaction will be created with a Debit to the Checking Account and a Credit
to the A/R account for the total amount of the ACH. If this option is not selected,
individual transactions will be created for each customer with a Debit to the
Checking Account and a Credit to the appropriate A/IR account.

12.Select the appropriate Net Deposit Offset Account from the drop-down list. This

field is only visible if Summarize Net Deposit is Checked.

13.Check the Suppress bank entry box if required.
14.Check the Print origin ACH company name if required.
15.Click OK.

© Dillner's Accounting Tools, Inc. 15-2
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ACH/Accounts Receivable Dialog Screen

Accounts Receivable [z]
Statement Date Effective Date Canmpary FI'I'I_r‘ﬁ_"DEII
| 0831 /2006 | | 09/05/2006 : |_F'.CCTG OFFICE |
Mermo Company Desc Date

| ACH PMT R'CYD - THAMK YL |

hecking Accounk ﬁﬂng EroLup
10z Cash In Bank w ;Default w

Invaice Payment Ikem

!? Fayment b |

Qutput Filename
| DEPQSIT 20060905 | 55

Surnmarize Met Deposit
Net Deposit OFFset Account

111 Deposit Clearing w

[ ]5uppress bank entry (req. by some private banks)

LPrint arigin &CH company name
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A list of the balances as of the entered statement date for all customers in the selected
Payment Group with Checking or Savings accounts set up on the Banking tab and
selected in the Draft Bank/Credit Card field on the Customer tab in Setup/Contacts will
appear.

Accounts Receivable Drafts E|
_j-N-ame -E-I.:.J_rafﬁng.i Bark '.ﬂ'-.r_.-’-'-.cmunt .%iqu:l_ggt.j.l._f!._r_a.ft" I _OK
: : #1091 ACE SERYICES iCk 106 49100 ¥

2 [1779BEAR SKINRUGS  Ck 106 50000 W
3 |8442TEAMSPORTS Gk 105 195.00 W
i Save

Tu:utal_

12_E=E.._|:|E—|

To generate the payment file:
1. Right Click on the list and click Select All to select all items in the list.

Note: If the full balance due is not the amount to be paid, override the suggested
amount by typing the desired number in the Amount field.

2. Click Save if amounts have been edited but the ACH transaction is not ready to be
processed yet.

Click Cancel to close screen without processing the ACH transaction. (Any editing
that has been saved will be remembered the next time the screen is opened.)

Click OK to create file for ACH.

Note: When OK is selected, the following dialog will appear.

Full Contact Accounting
L] E Was File created successfully?
L

3. Click Yes to generate the posting of the payments. Click NO if payment information
is incorrect and file needs to be recreated.
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Paper Drafts

Paper drafts may be printed for open balances as of a specific date for all customers in a
payment group, or for individual customers.

To print drafts for a group of customers:

Select Reports/Reports List.

Select the report AR Drafts, Right Click and select Report Options.

Set the value for the option Use Billing Groups to Yes.

Click OK.

Click Print Selected.

Select the appropriate Billing Group from the drop-down list. Payments will be

generated for customers which have the selected draft group on the Customer tab

in Setup/Contacts.

7. Enter the Statement Date. The program will generate payments for all outstanding
balances through this date.

8. Enter the Draft Date.

9. Select Create Automatic Payment Transactions, if desired. If this option is
selected, entries will be created to post the customers’ payments, eliminating extra
data entry. If this option is NOT Selected, skip to Step 13.

10. Select the appropriate Checking Account from the drop-down list.

11.Select the appropriate Invoice Payment Item from the drop-down list. The system
will use this item to post payment entries.

12.Enter a description for the payment in the Memo field. This description will print on
the customer’s A/IR Statement.

13.Check the Summarize Net Deposit option, if desired.

Sk wN =

Note: Select this if the Checking Account is to be debited with one total
amount for all payments made at this time. In this case, each payment
transaction will be created with a Credit to the appropriate A/R account and
Debit to the Net Deposit Offset Account entered below. An additional
transaction will be created with a Debit to the Checking Account and a Credit
to the A/IR account for the total amount of the ACH. If this option is not selected,
individual transactions will be created for each customer with a Debit to the
Checking Account and a Credit to the appropriate A/IR account.

14.Select the appropriate Net Deposit Offset Account from the drop-down list. This
field is only visible if Summarize Net Deposit is Checked.

© Dillner's Accounting Tools, Inc. 15-5
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AR Draft Dialog Screen

AR Drafts X
Group
Default b
Skatement Dakte Draft Dake
| 03312006 | 09052006

Create Automatic Payment Transackions
Checking Account
102 Checking Account #1 W

Inwvaice Payment Ikem
PMT v

Memo
PAYMENT R'CVD - THANE YO

Surmatize Met Deposit
Met Deposit OFFset Account
125 Undeposited Funds w

Cancel

15.Click OK.
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Report AR Drafts

MName Drafting ... Aree... | Amount Draft

1 1192 Emes... Ck 106 79300 ¥

2 125G lslan.. Ok 106 50300

- Cancel

'3 1519 Musk... Ck 106 73000 ¥

14 [1912Woo... Ck 106 451.00 ¥ [ save |

§ | 2770Ken.. Ck 106 284.00 ¥

6 2875 Valks... Ck 106 227.00 ¥

vE02ddppi. Ok 105 s

'8 6143 Dimm... Ck 106 36200 ¥

|9 7084 CAT .. Ck 106 47300 ¥

110 7092CTE... Ck 106 130,00

111 |7521 Naba... Ck 106 200 ¥

112 8493 Timot.. Ck 106 24000 ¥
T-:u_tal
510,00
[ |

16.Right click in the select drafts and Select All or select drafts individually by clicking
in the Draft column for desired drafts.

NOTE: The Amount may NOT be edited for paper drafts. If it is necessary to draft a
customer for an amount other than the balance due, select the Drafts report in the
report list and enter the desired customer lookup and draft amount on the dialog screen.

17.Select OK to print the drafts.

The following dialog will appear after drafts have been sent to printer. Verify that drafts
have printed correctly and click OK to generate payment transactions.

Full Contact Accounting

L] ': Did The Ar Drafts Print Correcth
[ ]
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Revision Date: 1/31/2022



Chapter 15- Process Preauthorized Payments

Credit Card Payment File

To create a text file for upload:

1. Select Activities/Credit Card Upload File.

Credit Card AR

CC PAYMENT R'CYD THANK YOU
Checking Account _ Billing Group

{10z Checking Acoount #1 v ;Default

Invoice Payment Item
{

PMT v

Cutput Filenarne

Summarize Met Deposit
et Deposit Offset Accaunt .
|128 IUndeposited Funds bt

Statement Date Charge Date
0831/2006 09)05/2008
Memo

: pment'l,manuai.s'l,.ﬁ.R Training CCPMT bxk E

Cancel

2. Enter the Statement Date. The program will generate payments for all outstanding

balances through this date.

3. Enter the processing date for the credit card payments in the Charge Date field.

4. Enter a description for the payment in the Memo field. This description will print on

the customer’s A/IR Statement.

5. Select the Checking Account the deposit should post to.

6. Select the appropriate Billing Group from the drop-down list. Payments will be

generated for customers who have the selected draft group on the Customer tab in

Setup/Contacts.

7. Select the appropriate Invoice Payment Item from the drop-down list. The system

will use this item to post payment entries.

8. Enter the desired Output Filename or click on the Browse E button to browse to

the desired folder. The file must be a .txt file.

© Dillner’'s Accounting Tools, Inc.
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9. Check the Summarize Net Deposit option, if desired.

Note: Select this if the Checking Account is to be debited with one total
amount for all payments made at this time. In this case, each payment
transaction will be created with a Credit to the appropriate A/R account and
Debit to the Net Deposit Offset Account entered below. An additional

transaction will be created with a Debit to the Checking Account and a Credit
to the A/IR account for the total amount of the ACH. If this option is not selected,

individual transactions will be created for each customer with a Debit to the
Checking Account and a Credit to the appropriate A/R account.

10. Select the appropriate Net Deposit Offset Account from the drop-down list. This

field is only visible if Summarize Net Deposit is Checked.
11.Click Configure the first time this file is being processed or if the configuration

needs to be edited.

Note: The order of fields selected in the Credit Card Ar Configuration screen
must match the order set in Authorize.net. Be sure to include any field used for

verification purposes.

Credit Card Ar Configuration

Fields
Address 1
Address 2
Arnounk
ity

Credit Card Mumber

Expiration Date
Marme
Phone

Postal
Skake

Tvpe
| Verification

ko mowe the selection up or down in the o,

Field Selection

{ Arnount
| Credit Card Murmber
| Expirakion Date

Tyvpe

| verification
| Mame

| Address 1

| City

| Skate

| Postal

Higlight a field in the 'Field Selection’ box and press SF LUpfDowvin Srrow

12.Click OK to save the configuration information.

13.Click OK.

© Dillner’'s Accounting Tools, Inc.
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A list of the balances as of the entered statement date for all customers in the selected
Payment Group with Credit Card accounts set up on the Banking tab and selected in the
Draft Bank/Credit Card field on the Customer tab in Setup/Contacts will appear.

Credit Card AR Charges [g|
[ _ N-ame . DraftlngBank .-’-'-.r :-'-‘_-:ccu:uur';t :-’-j;.i_'.n_u:u_L_Jr_';tj:I:hgrge i
| w1354 PLUS iCC 106 200.00
|2 |5821 MAGICENTERPRISES CC 106 43000

To generate the payment file:
1. Right Click on the list and click Select All to select all items in the list.

Note: If the full balance due is not the amount to be paid, override the suggested
amount by typing the desired number in the Amount field.

2. Click Save if amounts have been edited but the credit card transaction is not ready
to be processed yet.

Click Cancel to close screen without processing the credit card transaction. (Any
editing that has been saved will be remembered the next time the screen is opened.)

Click OK to create file for processing.

Note: When OK is selected, the following dialog will appear.

Full Contact Accounting

L] E Was file created successfully?
L

3. Click Yes to generate the posting of the payments. Click NO if payment information
is incorrect and file needs to be recreated.

© Dillner’'s Accounting Tools, Inc. 15-10
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Upload ACH or Credit Card payment file.

Follow instructions provided by the direct deposit provider or merchant company to upload
the ACH and/or Credit Card payment file(s) which were created.

© Dillner's Accounting Tools, Inc. 15-11
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© Dillner's Accounting Tools, Inc. 15-12
Revision Date: 1/31/2022



Appendix A — Screen Options and Column Configuration

Appendix A — Screen Options and Column Configuration

Screen options and columns may be customized to optimize processing time.
To customize a screen for entering accounts receivable invoices:

Select Activities/Enter Receivable Invoices.

Click on the Screen Options icon.

Select the Invoice System tab.
Select the values as shown below for optimum processing. (Refer to Help in the

program for detailed explanations.)

PN =

Note: Set desired options on the Invoice System tab before setting options on the

Invoice Client tab. Options set by a user on the System tab will apply to all clients.

These options can be overridden at the client level.

Options |5|
| Irwoice Client | Imvoice System ] Reports |

_: Prompt ‘Walue

I Default bove f e

2 Alwaps Azk Before 5aving Mo

Azk Befare Adding Contacts Yes

4__ Edit Hew Contactsz ez
-5__ Automnatic Mew Entry ez
& Auto Increment Mumber res
_?: Remember D ate Yes

. b (W arn when date not in period - Yes

| oK. | [ Cancel Apply

© Dillner’s Accounting Tools, Inc.
Revision Date: 1/31/2022



Appendix A — Screen Options and Column Configuration

5. Select the Invoice Client tab.
6. Select the values as shown below for optimum processing. (Refer to Help in the
program for more detailed explanations.)

Note: A Value of Default for an option will cause the program to use the value
selected on the Invoice System tab.

Options
Invaice Client | Irvoice System | Reports |
Prorpt i‘v’alue

_1_- Azk Before Adding Contactz Default
2_ Edit Hew Contacts Drefault
_j_ "iew Period Current Accaunting Period
4 Automnatic New Entry Default
E_ "iew By Receivable dccount Yes
& Auto Increment Mumber Default
?_ Remember D ate Drefault
B_ Default Receivable Account Last Used
EI_ Default Taw Area E wempt
-1? W arn whet date not in period  Default
[ Posting kethod By Date

| ok | [ Caricel Apply

© Dillner’s Accounting Tools, Inc.
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7. Select the Reports tab.
8. Click the Insert button to Insert a report.

9. Select the AR Invoice — Last report from the Report List.

10.Click OK to save the settings.

Options

| |rvoice Clent || [rvoice S_l,lstem| Reports l

[ Maove Up HMWEDDWH] L Inzert J[ Remove ]

R epart
AR Invoice - Last

[ ok J [ Cancel

.-'1'-.|:_||'_|I_I.l

© Dillner’s Accounting Tools, Inc.
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Column Configuration

Column configuration in the data entry grid in the Invoice screen may be customized to

reduce the number of keystrokes required and facilitate heads-down processing.

M [nvoice |Z| |E| E|

M4 4 » M ¢ x EO-HgeE.

Murnber Date Contact

| 5556 v | |08/15/2006 || w
Bill To Ship To

Merno |

Ti tem i_TEpe i.-'i‘-.ccuunt_iDescriptiDn ' E!ﬂ_lanceﬂ .-'f-.mnuntETa:-:

: |
Click here for Column Configuration

Tax | Cournty w | Tax Amount
AR Account 108 Accounts Receivable s | Amaount Due 0.00

[, Mew ” Cancel ]

To configure columns:

1. Click on the empty box as shown above.
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Column Configuration

i W

Column  Statke iRestDr. )
b [Ttem Mormal [ . :
2 [Twpe  Skip r
3 ldccount  Skip r
4: Descri,.. Skip O
5 Ok Skip r
& |Price Skip ||
"?-_'.ﬁ.mcuunt Mormal [
_:3_-Ta:< Skip C
9 |[TaxRate Hidden [T

2. Select the desired State for each Column.

Normal — The cursor will stop in the column when Entering (or Tabbing) through the

grid.
Hidden - Removes the column from the grid.
Skip - Leaves the column in the grid but the cursor will skip the column when

Entering (or Tabbing) through the grid. Cells in the column are still accessible with

the Mouse.
3. Click OK.
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To customize a screen for entering accounts receivable payments received:

1. Select Activities/Deposit.

2. Click on the Screen Options icon.
3. Select the values as shown below for optimum processing. (Refer to Help in the
program for detailed explanations.)

=]
=
=]
@
E3

| Prompt Walle |
B [view By Bank &ccount Yes

-?__ Skip Undepozited Fundz Ac... Yes

;E_ Remember Date Mo

EI_ Aukafill Account ez

10 Autofil Amaunt Mo

11 Autofil Mema Yes

12 Autafil Humber Mo
;f_éj.ﬁ.utnfill Fayment Method ez

14 |Autafill Received Fram Mo
_1_5_];Default Checking &ccount Last Uszed
?E:_iDefauIt Urdeposited Fundz ... Last Used
-‘FiWarn when date not in period Mo
_1_8_!Edit Mode Receivable

&l

L OF. ][ Cancel ]

Select the Reports tab.

Click the Insert button to Insert a report.

Select the AR Deposit report from the Report List.
Click OK to save the settings.

No Ok

Options

Deposit| Reports |

[ Maove Up ][Maveann] [ |nzert ][ Remove

Feport
A Deposit

L )8 ] [ Cancel
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M Deposit |-_||E|B
M4 b MM & - g
Bank Account Balance
102 CashlnBark v
Met Offzet Account
|'|1'| Deposit Clearing ~ |
M umbir [iate Memo
|08/m9/2007 |
| |ReceivedFrom AR Payment Type |Account | Descrption Amount Memo Number | Payment Method
=i T[NondR

To configure columns:

1. Click on the empty box as shown above.

Deposit
0.0a|

2. Select the desired State for each Column.

Normal — The cursor will stop in the column when Entering (or Tabbing) through the

grid.

Hidden - Removes the column from the grid.
Skip - Leaves the column in the grid but the cursor will skip the column when
Entering (or Tabbing) through the grid. Cells in the column are still accessible with

the Mouse.

3. Click OK.

Column Configuration

A W

| |Column |State  |Restore Calumn

 »ReceivedFrom  Normal [
'z AR Payment Type Mormal [
'3 |account Mormal [
'-4_ Diescription Skip I
?5__ Aot Mormal [
!.é__ Flerno Mormal [
:?_ Murnber Marmal [
‘5 Pavment Method  Mormal [
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Appendix B — Setting Up a Report Group

Set up a client specific report group containing only the reports which will be printed for this
client to make report selection easier when processing.

To set up a client specific report group:

Select Reports/Report List.

Right click in the list of reports.
Select New Report Group.

Enter the desired report group Name.
Check the Client box.

Click OK.

ok wh =

Report Group le

Marme

| Accounts Receivable |

[ oK ] [ Cancel ]

Aocounts Heceivable V| [ Preview Current ]

Print Current

E wport Current

Preview Selected

Print Selected

Ewpart Selected

Period & 2006 | 0873112006 ||
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To insert reports:

7. Click the Insert Row =* icon in the toolbar to insert reports.
8. Click one time on each desired report to select.
9. Click OK.

M Report List

1099 Yendor Setup

Accounts Receivable Journal
Activity Detal Report 9 | |Update Repart
Activity Detail Report by Date

.ﬁ.di'ustinﬁ Entries Fename Repart
Analysis
_ Delete Repart

AR Drafts 1

AR R Likive Billing Set
P Edit Report

AR, Statements Lines
EBalance Sheet 9 o Create Package

| >

(i

Load Package

i~ach Flra Skatermant

[ Ok ” Cancel ]

Example of a report group after reports have been inserted:
I Reports E [i| |z|
& W 31-& e = I

|.¢‘-.u:u:-::unts Receivable V| [ Freview Cument ]

[]4R Statements Frint Current
[ ]4R Drafts

Export Current

A 0ing Summary
[ ]Accounts Receivable Journal

Preview Selected

Print Selected

Export Selected

Period 5 2006 |[08/31 /2006 ||
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To arrange reports in specified order:

10.Click on a desired report to select.

11.Click the Move Row Up “* or Move Row Down ¥ icon to arrange reports in print
order.

Example of a completed Report Group:

B Reports
;‘-E iy @ - i,
.'L"-.I::I::I:n.u'ut:s: Receivable V| [ Presview Current ]
i|:|.-“-‘-.-:|:|:uunts Receivable Joumnal | e
\[Jging Summary
&R Statements Euxpart Current
[ J&R Drafts

Preview Selected

Print Selected

E wpart Selected

Perind & 2006 | 0873112006 ||

Note: Many reports have different options available to customize the output. Highlight a
report, Right Click and select Report Options to see available options.

A report may be inserted into a group more than once. If different presentations of the
same report are desired, insert the report as many times as needed. Highlight report,
Right Click and select Rename Report. Rename the report in the list to indicate different
options selected. For example: Aging Summary and Aging Summary by A/R Account
can be displayed in the list to indicate the difference in the sort.
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Appendix C — Setting Up Clients in the Virtual Office

A client may be automatically created in the Virtual Office using the VO Setup option in
FCAS if Full Contact Accounting is used to process the client’s financial statements or

payroll.
To set up clients in the Virtual Office:

1. Log in to the Virtual Office.
2. Click the Clients link in the Management pane.

File Center Messaﬂenter Link Center Management
o To Clentis) Create/Edit
o Upload to Clients  [* To Staff » Bookmark Login
& TP s To Dillner's Support  |* Staples & Office Frofile
o Utility Files & Local Mews e Clients
& Local Weather - Links
o Download (2 Hew) & Weh Search Staff’
Files From Clients & World Hews s Payroll Forms
s HMASmallBiziccts /'l Prospects

- = Weh Pages
‘ Click here| |o colorSehens

& Cormrounity

>
R

Lo

e File Links

Payroll Tax Forms
State Payroll Links
® Social Security
Ludrain Links

e Files from Dillner's
e Tpload to Dillyer's

2007 Dillner's User
Conference

Softarare
Mews & Updates

FCASTFRM
Online Help

3. Click Create New Client Portal.

Accounting Office

Clients

|[ Create MNew Client Fortal ] [ Excel Report

Show Inactive Qnly
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Appendix C — Setting Up Clients in the Virtual Office

4. Enter desired information.

Client

Cnmpaﬂ}’3|ﬁac Inc
First [‘:J_ame:la'f‘xl
ng_t_h«jame:llzritz

Address:|16660 N Bluebird R
Address 2:

Dillner's Privacy Policy,

.. |arclient@dillners.con

I
| |
| |

arclientll

Note: The User Name and Password entered here will be used by the client. The

client may change his/her password if desired.

5. Click Submit to save.
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