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About This Manual

Thank you for purchasing the Goldenseal small business software! It will
help you to run your business more profitably.

This start up manual shows you how to get started with the accounting,
payroll, job cost and rental management features in Goldenseal.

It includes the following sections:

Tutorial— A series of lessons that explain Goldenseal’s basic features.

Getting Started On Your Own— How to prepare Goldenseal to fit your
business.

This manual is a companion to the Getting Started With Goldenseal
Estimating manual. It’s a good idea to look at the first few lessons in the
Estimating manual first, since they contain information about many basic
Goldenseal features which are also used in the accounting parts of the
program.

HINT: Page Numbers in this manual start at 201, and the Lessons start
at 30— even though the Estimating manual has fewer pages/lessons.
That way we can expand the Estimating Manual without redoing this
manual.

The index for this manual is in the rear of the Estimating manual— the
index covers both manuals together.

Getting Help

Goldenseal includes unlimited free email and telephone support for as long
as you use the software. Send email to support@turtlesoft.com, or call us at
(607) 272-1008 during our office hours (currently M-F 9-6 Eastern time).

We also offer many support options on our website at www.turtlesoft.com.
Click the Site Map button to see a list of 'special topics', where we have
specific instructions for many situations.

HINT: 1t is much easier for us to keep the website up to date, so new
features are often described there before we can get them into the
printed manuals.
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Lesson Thirty: Chart of Accounts

Goldenseal uses accounts to keep track of each person and company with
whom you do business. Before you start to use Goldenseal, you'll create
accounts for everyone who pays you money (jobs) and everyone that you
pay money to (costs).

The Chart of Accounts lets you see all of your accounts in a convenient
graphic format.

Opening the Chart of Accounts

Before you begin this tutorial, open the Sample Company File or another
Goldenseal file that already contains some accounts (see Lesson 1).

To open the Chart of Accounts window, follow these steps:
1. Choose Chart of Accounts from the View menu.

# GoldenSeal

File Edit | View #Accounts Bank Income Costs Options Reports Help

Startup Guide |
Chart of Accounts # Show Chatt of Accaunts  Cerl+I

) Icom Size 2
[ aim Account Iear Order 3
Second Account S —

Job Account

Detail Transactions
Unpaid Transactions
Deposit Transaction

2. A submenu will appear. Choose Show Window from the submenu,
then lift up the mouse button.

3. The Chart of Accounts window will appear on the screen.

Viewing Accounts

There are four basic groups of accounts— Jobs, Assets, Liabilities and
Costs. Each of the four columns in the Chart of Accounts shows one
account group (for example, the Assets column shows cash, checking,
equipment, inventory, investment, real estate and savings accounts).
Goldenseal uses different icons for each class of accounts.

HINT: Lesson 31 will cover the specific types of accounts.
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You can scroll each column individually to see the accounts in that column.
e To move up in the list, click on the ‘up’ arrow to the right of the
column.
e To move down in the list, click on the ‘down’ arrow.

* To move quickly to a different part of the account list, click on the
movable ‘thumb’ box and drag it up or down.

Moving and Resizing the Window

To move the Chart of Accounts window to a different part of your screen,
click in the title bar at the top of the window and drag to a new location.
You'll use the same approach to move any window.

To change the size of the Chart of Accounts window (or any window), click
on any corner of the window border and drag it to a new size.

HINT: You can also click on any part of the window border and drag to
resize.

You can also 'zoom' the window to full size by clicking the zoom button
(the middle button of the three window controls at the upper right corner).
Click the zoom button again to return to the original size and position.
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Closing the Window

To close the Chart of Accounts window, choose Close Window from the
File menu. This command also closes any other Goldenseal window.

You can also click in the Close box (the X at the upper right corner) to close
any window.

Docking the Window

Click on the docking button at the upper right corner (the left-most of the
three window controls) to ‘“dock” any Goldenseal window. It will compress
into a small rectangle at the bottom of the screen. Double-click on a docked
window to restore it to full size.

Sorting Order

To change the ordering of accounts in any column of the Chart of Accounts,
follow these steps:

1. Click anywhere in the column you’d like to change. You can select an
icon, or click on the column title.

2. Choose Chart of Accounts from the View menu, then choose Icon
Order from the submenu.

3. Choose the sorting order that you’d like to use.
You can use any of the following sorting orders:
* Reverse Order takes the current sorting order and reverses it. For
example, reversing By Size puts the smallest accounts at the top.

¢ Custom Order remembers the position of each account, even if you
drag it to a new position in the list.

* By Name puts the accounts into alphabetical order.

* By Size puts the accounts with the largest balance at the top.

¢ By Kind groups accounts by class.

* By Times Used puts the most frequently used accounts at the top.
* By Creation Date puts the newest accounts at the top.

¢ By Last Revised Date puts recently changed accounts at the top.

Icon Size
Goldenseal lets you use large icons if a column doesn’t include many
accounts, or smaller icons if you’d like to see more accounts in the window.
To change the size of the icons in the Chart of Accounts window, follow
these steps:

1. Click anywhere in the column you’d like to change. You can select an
icon, or click on the column title.

2. Choose Chart of Accounts from the View menu, then choose Icon Size
from the submenu.

# GoldenSeal - Chart of Accounts- sample Company File

File Edit | View Accounts Bank Income Cosks  Options Reports  Window  Help
Skartup Guide |
Chart of Accounts 4 Showe Chart of Accounts  Chel+I
Icon Size ld + Large Icon

MMaim Accaunt
Second Account
Job Account

Icon Qrder 3 Small Icon
Mo Icon

Mew Folder. ..

Dekail Tramsactions
Unpaid Transactions
Depasit Transackion

Recent Expense
Recent Incame

Securiky 3

3. Choose Large Icon, Small Icon or No Icon from the second submenu.

Finishing Up
This lesson has explained how to use the Chart of Accounts.

Coming up is more about the accounts that are behind those pretty
pictures. But before you start on that, maybe it’s time to take a shower and
sing all the songs you know about accounting and business management.

HINT: If you play guitar, you probably shouldn’t play it in the shower.
Especially if it’s an electric guitar.
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Lesson Thirty-One: Accounts

This lesson covers Goldenseal accounts. Goldenseal uses accounts for
customers, employees, bank accounts, and other “real world” people,
businesses and financial entities.

There are four basic types of accounts— jobs, assets, liabilities and costs.

Job Accounts

Job accounts consume expenses, and create income (directly or indirectly).
When you track job costs, you'll assign every expense to a job account.

There are three classes of job accounts:

Customers— Use customer accounts for people or businesses that give
you money for the goods or services that you provide to them (see
Lesson 9).

Overhead accounts— Use overhead accounts to allocate your cost of
doing business. Overhead accounts handle any expenses that can’t be
assigned to a specific customer or project (see page 210).

Projects— Use project accounts for pieces of work that you do for a
customer, or as part of your overhead (see Lesson 9).

HINT: When you enter job costs for maintenance expenses, you can
also use Equipment, Investment and Real Estate accounts as jobs,
even though they are primarily listed as assets.

Asset Accounts
Asset accounts are for items that you own that have value.

There are seven classes of asset accounts:

Cash— Use cash accounts for cash registers, cash drawers, petty cash
and money hidden in mattresses (see page 211).

Checking— Use checking accounts for bank accounts that you can draw
on by writing sequential checks (see pages 212-213).

Equipment— Use equipment accounts for machinery, vehicles, large
tools, computers and similar items. Equipment is considered as both
an asset and as a cost account (see pages 224-225).

Inventory— Use inventory accounts for materials that you store for
retail sales or for use in projects (see page 214).
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Investments— Use investment accounts for any assets that don’t fit
into one of the other classes (see page 215).

Real Estate— Use real estate accounts for buildings and land that you
own or manage (see page 216).

Savings— Using savings accounts for bank accounts that don’t use
sequential check numbers (see page 217).

Liability Accounts

Asset accounts are for money that you owe to others, or for money that you
manage on their behalf.

There are four classes of liability accounts:
Credit Cards— Use credit card accounts for ‘revolving’ credit cards or
credit lines that you can draw on or use for purchases (see page 218).

Escrows— Use escrow accounts for money that you manage for others.
Escrow accounts don’t show up on your balance sheet (see page 219).

Loans— Use loan accounts for mortgages, notes, and other debts (see
page 220).

Owner Equity— Use owner equity accounts to track ownership of your
business. In accounting terms, equity is a liability since you ‘owe’ it to
the owners (see page 221).

Cost Accounts
Cost accounts are for people or businesses that you pay for expenses.

There are five classes of cost accounts:

Employees— Use employee accounts for each person that receives
wages from you (see pages 222-223).

Equipment— Use equipment accounts for machinery, vehicles, large
tools, computers and similar items. Equipment is considered as both
an asset and as a cost account (see page 224-225).

Material Suppliers— Use material accounts for anyone who provides
you with tangible materials or supplies (see page 226).

Subcontractors— Use subcontractor accounts for anyone who provides
you with services but who isn’t on your payroll (see pages 227-228).

Other Costs— Use other cost accounts for vendors who don’t fit into
one of the other cost account classes (see pages 228-229).
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Overhead Accounts

Use Overhead accounts to track expenses that you can’t assign to a
specific customer or project.

Cash Accounts

Use Cash accounts for currency, traveler’s checks and other cash items that
you keep in cash registers, cash drawers, or petty cash accounts. You can
You only need one overhead account, but you can create more Overhead create a separate account for each location where cash s kept.

accounts if you'd like to track different types of overhead separately. To create a new cash account, follow these steps:

To create a new overhead account, follow these steps: 1. Choose Cash from the Accounts menu.
1. Choose Overhead from the Accounts menu.

Cash Accounts _ O]
Overhead Accounts [ [Of x| ' [ Created 71308 1 =
=TT IEERRR——————————————— Cash Account
: Created 2/19/701 1 =
AN g |E§§| Ove rh ead ACCO u nt fterms: 4 Account Hame |0ffice Petty Cash Company Divizion {|Mizc Sales |I3
i : Fauine 4 i
tems: [ Account Hame |Elasi|: Crverhes | Category System | Qffice |E Address
Found = . : New Comments
¥ Job Cost Budget | basic overhead budge]| (= Location Package [Overhead |E Stat
= g . us
e ] = ob Type | = tort Batance [ 30.00]
staus | "
(&7 Minimum Balance §0.00
= [T Distibute to Other Accounts Comments
3 | — r— _| [T Include in Starter File Carront Balance £0.00
- Last Changed
[ Include in Starter File D%‘ =5 LI . -
;I Carvent Bafance £2, 750,00
_ _ Last Changed 15703 2. You'll see a browser window (see Lesson 2).
[. Ve Equipment Hours l | “iesw Labor Hours ] 3. Clle the New button.
| View Material Costs | [view Subcortract Costs| 4. Enter a short account name.
| = wiew Other Costs | = 5. Enter an address.
1 | o] 6. Enter the starting balance, and the minimum balance you’ll maintain.
7. Enter the Company Division in which to include this asset.
2. You'll b ind L 2
. T T mn n . .
ou Il see a browser winhdow (see Lesson 2) 8. Enter any comments you have about this account.
3. Click the New button.

4. Enter a short account name.

: ) Using Cash Accounts
5.1f you'd like to track overhead expenses against a budget, enter an

estimate into the Job Cost Budget field. é\]hin you use cas}tl to rti;lalzie a %urcilasiﬂenterha Materita} F’urclr}fjls.e£ er}[ter
ment m nd enter nt for an ‘instan
6. Fill in the other fields (see the Reference Manual for details, or look at pﬁichzss:’ I’ng]ns:ctione(se% nge 545_ ¢ cashaccountfora Sta
the help messages in the left side of the window).

To transfer money in or out of a cash account, use Cash Transactions (see
page 270). To deposit money from a cash register or cash box, use the
Deposit Funds command (see Lesson 44).
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Checking Accounts

Use Checking accounts for bank accounts that include sequential checks

that draw on your funds. Checking accounts will probably be your busiest

accounts.

To create a new checking account, follow these steps:
1. Choose Checking from the Accounts menu.

Checking Accounts [ [O] x|
. — : 1 4
» || =2 Checking Account
ftems: 2 Account Hame | TCTC Checking | Company Division {Company =
Rl z Bank Hame |T|:|rnpkins Courty Trust Co |
Mew Address | The Commons Checkbook pextg [ |
thaca, MY 14330 )
Status office book 2526 &
field hook 2005
(& Phone |272-4321 |
Account # [100- 100000 | B
-
Starting Balance
Minimum Balance | Wiewy Tranzactions l
Comments
Current Balance $3,958.10
Last Changed
% % _I ™ Inchude in Starter File -
14 3

2. You'll see a browser window (see Lesson 2).
3. Click the New button.

4. Enter a short account name (for use in menus), and the full account
name (for printed forms).

5. Enter an address, phone and account number. Then enter the starting

balance, and the minimum balance you want to maintain.
6. Enter the company division in which to include this asset.

HINT: To change the list of company divisions, click on the popup

button next to the clairvoyant field, then choose Edit Company
Divisions from the bottom of the menu.

7. Use the checkbook table to enter each checkbook that draws on this
account. For each checkbook, enter the next available check number.
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Using Checking Accounts

When you make a purchase and pay by check, enter a Material Purchase,
enter Checking as a payment method and enter the checking account for an
‘instant purchase’ transaction (see page 242).

To pay multiple bills by check, use the Pay Bills command (see Lesson 36).
To write paychecks, use the Write Payroll command (see Lesson 46).

To transfer money in or out of a checking account, use Checking
Transactions (see pages 261-272).

To deposit money from a cash register or cash box, use the Deposit Funds
command (see Lesson 44).

Multiple Checkbooks
Each checking account can include one or more checkbooks. Each time you
write a check, you can choose which checkbook to use for the payment.

To add a new checkbook to a checking account, follow these steps:

1. Choose Checking from the Accounts menu, and find the account you'd
like to change.

2. Click anywhere in the last checkbook row in the checkbook table (at
the right side of the window).

3. Press the Return key to add a new row.

4. Enter a new checkbook name, and the next available check number for
that checkbook.

5. Repeat steps 3 and 4 for each additional checkbook in the account.

To change the next number for a checkbook, click in the Next # cell and
type in a new number.

HINT: You may need to change the check number if you void a check,
lose a checkbook, or otherwise get a mismatch between the next check
number in Goldenseal and your actual checkbook.

Using Checkbooks

When you use the Write Payroll or Pay Bills commands, Goldenseal will
ask you which checkbook to use for the payment .

To use a checkbook when you enter a check transaction directly, choose a
checkbook from the Checkbook popup menu (see Lesson 37).
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Inventory Accounts

Use Inventory accounts to keep track of goods that you store for while
before you sell them or use them in projects (see Lesson 47).

To create a new inventory account, follow these steps:

1. Choose Inventory from the Accounts menu.

Inventory Accounts

Account Hame |Ela3ic Invertary

Price Aging | First In, First Out -

Comments

-
ftems: 53
Faund -
W
Status
Potive -
(]
E
O&E

El|

Created 2/19/01

0] x]

Company Division | Company

Category System |

[T Include in Starter File

Current Bajance
Start Balance
Last Changed

£1,964.15
$1,969.15
Feeiad

2. You'll see a browser window (see Lesson 2).
3. Click the New button.
4. Enter a short account name .
5. Choose the way you’d like to value the inventory in this account, and

how items in the account should be aged.

6. Fill in the other fields (see the Reference Manual for details).

Using Inventory Accounts

When you buy materials for inventory, create a Material Purchase trans-
action, and enter an inventory account as the Job account (see page 240).

When you sell items from inventory, enter the inventory account into the
Sales transaction (see page 192).

When you use inventory items in a project, create an Inventory Used

transaction for the account (see page 252).

To adjust inventory quantities or value, create an Inventory Transfer for the

items

(see page 352).
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Investment Accounts

Use Investment accounts for any assets that don’t fit into one of the other
categories.

To create a new Investment account, follow these steps:
1. Choose Investments from the Accounts menu.

Investment Accounts

’ (e Created 4/15149
A ol sql [nvestment Account S
ftems: 2 Account Hame |Snlomon Ecquity | Company Division | Wiz Sales |I3
Found 2 Full Hame |Solomon Equity Mutusl Fund | Investment Type R4 =
New Address [1214 Madizon Ave :
Mewy ¥ork, MY 10005 : ;
Status Job Cost Budget | =
Potive "’I f 3
Category System | Office | =
(& Phone |500 555-9000 | :
Account & |958 321232 | [T Include in Starter File
Starting Balance
Minimum Balance
Current Balance $12,450.00
Comment
ﬂ Last Changed
CEAE z
4] b

2. You'll see a browser window (see Lesson 2).
3. Click the New button.

4. Enter a short account name (for use in menus), and the full account
name (for printed forms).

5. Enter an address, phone and account number. Then enter the starting
balance, and the minimum balance you want to maintain.

6. Fill in the other fields (see the Reference Manual for details, or look at
the help messages in the left side of the window).

Using Investment Accounts

To transfer money in or out of an investment account, use Investment
Transactions (see page 270).
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Real Estate Accounts

Use Real Estate accounts for property that you own or manage (see Lesson
41 for more about rental management).

To create a Real Estate account, follow these steps:

1. Choose Real Estate from the Accounts menu.
2. Click the New button.

3. Enter information about the property (see the Reference Manual for
details, or look at the help messages in the left side of the window).

Real Estate Accounts

=]
T3 Created 4114199 3 2
L. | Real Estate Account nam
ftems: 3 Account Hame [114 Delaware Ave | Division 4 Rental Div =
Found S E
Address (114 Delavware Sve e
Mew fthaca MY 14850 More Setup  Comments
Status
Aetive ] # Rertal Lnit Pt Term Rent o[ ] Purchase Price $93 400,00
= 1iME Studio Stancard Monthe  $355000 5 a
2i2nd Floor Standard Motk Froooo: B
Ji5W 1 Bdrm Stanclard Maortke  F42000: 7
4iParking #1 Month To honth f25000 & Current Balance 387,150.00
SiParking #2 Morth To Morth F25.00 Q:I Balance Sheet Value 34340000
-
| addt Rertal Unit |
D%Eﬂ .

More Setup Button

Click the More Setup button to enter depreciation, job costing and property
management info for each property.

The button opens a separate dialog window where you can view and enter
additional info. Click OK to save changes, or click Cancel to return to the
main window without saving changes.

Rental Units

Each rental property can contain one or more rental units. To add rental
units, click the Add Rental Unit button.
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Using Real Estate Accounts

When you enter expenses for a property, enter a Real Estate account into
the Job field (see page 240).

Enter Leases for tenants who rent (see page 295), and enter Rental
Transactions for the rent that they owe (see page 296).

To create rental bills, choose Billing from the Income menu, and choose
Rentals from the submenu (see page 300).

Savings Accounts
To create a new Savings account, follow these steps:
1. Choose Savings from the Accounts menu.

Savings Accounts !EI

t=> Savings Account Crested 100002 N
ftems: 1 Account Hame |F‘iggie Savings | Division | Company |[3
Resre 1 Bank Hame |Piggie Savings |

Mew Address | 1212 Hawg Heawven Blvd. Comments |Free slab of bacon with every
Porkerville, PA 19334 deposit over $300
Status
[T Include in Starter File
(& Phone [583 555-4022 |
Account # [PS 4021163 |
Starting Balance F124 75
Minimum Balance $30 00 Current Balauce $124.75
(E .
4] b

2. You’'ll see a browser window (see Lesson 2).
3. Click the New button.

4. Enter a short account name.

5. Fill in the other fields (see the Reference Manual for details, or look at
the help messages in the left side of the window).

Using Savings Accounts

To transfer money in or out of an savings account, use Savings Transactions
(see page 270).
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Credit Card Accounts Escrow Accounts

Use Credit Card accounts for credit cards and similar ‘revolving’ lines of Use Escrow accounts for money that you manage on behalf of someone
credit that you can draw on at any time. else.

NOTE: Don’t create a separate account for debit cards. They can draw
directly from the Checking or Savings account that provides funds.

To create a new Credit Card account, follow these steps:

To create a new Escrow account, follow these steps:
1. Choose Escrows from the Accounts menu.

1. Choose Credit Cards from the Accounts menu. Escrow Accounts
' Created 4/14/39 1 2l
Credit Card Accounts _ |00 x A - Q : ESC row ACCO U nt
(2|7 Credit Card Account fered S e tons 3| Account Hame [Feribeposihictres ] csountype [~
Mo Found 3 Bank Hame |Tompkine County Trust Co | Held For | =
tems: 2 Account Hame |AT&T Yisa | Company Division | Company ||E| M e Address | The Commons .
Faund 2 - ' tthaca MY 14850
Bank Hame |AT8=T Universal Card Svos | : . & Status Checkbook Mexd # —|
New Address [392 Melody Ln Payment Terms | Credit Card due 135th | ,m resin book 1005 =
Wnozwille, TH 42121
Status Expiration Date 121M04 (& Account # [43 222301 | second book 1050
fotive | Phone |272-4321 |
3] Phone [G00 555-4512 | Comments
one - Starting Balance [
Account # [4330 5231 4431 0345
eeou | | Minimum Balance
Starting Balance - a4 | wiews Transactions | Comments
Minimum Balance | Erter Contact | Current Balance 30000
[ Include in Starter File ) -
[ Include in Starter File
Current Bafance 453,36 o
Heskd], -
2. You’ll see a browser window (see Lesson 2).
2. Click the New button. 3. Click the New button.
3. Enter a short account name (for use in menus), and a full account 4. Enter a short account name (for use in menus), and the full account
name (for printed forms). name (for printed forms).
4. Fill in the other fields (see the Reference Manual for details). 5. Fill in the other fields (see the Reference Manual for details).
6. You can enter multiple checkbooks into each escrow account (see page
Using Credit Card Accounts 213).
When you make a purchase and pay by credit card, enter a Material
Purchase, enter Credit Card as a payment method and enter the credit card Using Escrow Accounts

v , : . .
account for an ‘instant purchase” transaction (see page 242). To transfer money in or out of an escrow account, use Escrow Transactions

To transfer money in or out of a credit card account, use Credit Card (see page 270).
Transactions (see page 270).
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Loan Accounts Owner Equity Accounts

Use Loan accounts for any loans that aren’t credit cards. Use Owner Equity accounts to track ownership of your business.

To create a new Loan account, follow these Steps: HINT: You probably need Only one owner equlty account, even if there
are multiple owners.
1. Choose Loans from the Accounts menu. p
To create a new Owner Equity account, follow these steps:
Loan Accounts =101 1. Choose Owner Equity from the Accounts menu.
) o Entered 4741583 1 =l
& Q =] I_Dan ACCOU nt Owner Equity Accounts
ftems: 5 Account Hame [ TCTC Morgage | Checkbooks | Q @m : Created 21901 1 =
Bank Hame [Tens o e o] Crectpoo | hexs A e Owner Equity Account
Da
New Address |The Commons : tetms: 4 Account Hame |Elasic Crvnier Eguity | Comments
fthaca, MY 14550 Found 4
Status :
— Starting Balance
3 Account # [ 455-29013 | _ —
- Status Crvner Percent
Phone [272-4321 | — Clwmer 100% = [ Include in Starter File
Starting Balance Eﬂ(m IEI
Minimumn Balance Ceee Carrent Bafance -£722.00
More Details
Comments ﬂ — Last Changed 101503
Current Balance  _$52,000.00 kN EE -
E [IeaiEs | =
OB
, .
| [ 2. You'll see a browser window (see Lesson 2).
. 3. Click the New button.
2. You'll see a browser window (see Lesson 2). .
. 4. Enter a short account name (for use in menus), and the full account
3. Click the New button. ;
T ) ) name (for printed forms).
4. Fill in the data fields (see the Reference Manual for details). )
v ltiple checkbooks i hl 5. Enter an address, phone and account number. Then enter the starting
5. 2‘;‘; )can enter multiple checkbooks into each loan account (see page balance, and the minimum balance you want to maintain.

6. Click the More Details button to enter additional info about the loan.

Using Loan Accounts

To transfer money in or out of a loan account, use Loan Transactions (see
page 270).
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Employee Accounts

Employee accounts store information about each employee.

Employee Accounts

- |0
© s Entered 52400 49
-+ & Employee Account -
A
ftems: 4 Account Hame |Mormu:ulu Mchummers | Cost Type | Office |E|
Rl 4 Job Title [Receptionist |
Mew Full Hame |M0rm|:||u Memmbles McMummers| g
Status - Payroll Setup | “Wieny Contact Log |
Hired /2400 ——
—
= Terminated E—E
[l |* §| | Wigsee Problem Log |
Wage Schedule | Stancard Wage Rate |E| Contact Info )
Wage Amount
Comp Time Balance a
Comments Vacation Balance 7
Sick Days Balance il
Mher Vac. Bafance 0
|.m] Advances Owed fo.00
DeEsE| |

To enter payroll information for an employee, follow these steps:

1. Choose Employees from the Accounts menu.
2. Click the New button.

3. Enter a brief name for the employee. It will appear in the Chart of
Accounts and in popup menus. Also enter a job title and the
employee’s full name (for use on printed checks).

4. Enter the employee’s address, phone, e-mail address and tax
identification number. You can also enter an emergency contact
person, hiring and termination dates, and any comments you have.

5. Enter a cost grouping for the employee in the Cost Type field. This is
just a convenient way to classify and group your employees.

6. Enter the time and materials billing rate that is used for this employee
(see page 329). If the billing rate uses a variable amount, enter the
amount that is used for this employee.

7. Enter the billing rate and the optional billing amount that is used to
calculate job costs for this employee.
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8. Click the Payroll Setup button to enter the employees usual wage rate,
tax withholding, benefits and vacations.
HINT: For more about payroll setup, see Lesson 45. For instructions
on importing your state's payroll tax tables, see page 396.

Captain Ahab: Payroll Setup E
BASIC WITHHOLDING IHFQ S4l F5 COMMISSIONS
Marital Status Commission Rate 5% Sales |E
Fed. Exemptions El
State Exemptions MORE WITHHOLDING DETAILS
Local Exemptions
Other Exemptions
Uik Pl | C4 Single “E' Worker Comp Percent 44%
¥ Gets w27 Disability Percent 30%
Other Percent
BEHMEFITS SETUP Fed. Withhold % F0.00
_ State Withhold § $0.00
Benefit Package | Supervisor Package (=) Local Withhold $ 3000
Vacation Package |Holidays & 2wesks  |(=; Other Withhold § $22.00
CEgee ] [ ok ]

9. Click the Contact Info button to enter the employee's phone, address
and other contact info.

Using Employee Accounts

To track the work done by each employee, enter Labor Hours (see page
338). To write paychecks, use the Write Payroll command (see page 342).
Goldenseal stores payroll information for each employee in Payroll Records
(see page 345).

To see contact records for an employee, click the View Appointments
button, or one of the other action buttons (see page 15).
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Equipment Accounts

Create equipment accounts for equipment, vehicles, large tools, machinery
and similar productive items that you own or lease. You can also use them
for livestock, intellectual property or other productive units.

Equipment Accounts =]
: 2 Created 9/5/35 1 =
A Q @& Equipment Account —
ons 7| Account Hame [Baciioe | o T
i 7 Full Hame |.John Deere Backhoe Company Division | Campany |E|
Mew Cost Type {Excavation & Fil =
Status ; :
Assigned To | El _E —_—
Active - d | |E El | “iew Hours Used |
(5 More Info -
Comments
Current Balance FE,520.00
Raf Shoot Value $2.00
Last Changed 101503
(A EE
B l=
| [

To create an Equipment account, follow these steps:

1. Choose Equipment from the Accounts menu.
2. Click the New button.
3. Enter an account name for use within Goldenseal, and a full name for

printed forms.

4. Enter the employee who usually uses the equipment, and any

Q1

N O

o]

O

comments you have about this equipment.
. Enter the places where you’d like to display this account in the Chart

of Accounts.

. Enter the company division to which this item belongs.
. Enter a cost grouping for the equipment in the Cost Type field. This is

just a convenient way to classify and group your cost accounts.

. Enter the category system you’ll use when entering expenses for this

account. You can also enter an estimate to use for a job cost budget.

Info button.

. To enter billing and depreciation info for this account, click the More
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Backhoe: More Details
DEPRECIATIOHN SETUP BILLING SETUP
Purchase Price $9,340.00 Billing Rate |Backhos Rate =
Purchased From JConnemara Equip = Billing Amount :
Starting Value $9,340000 ; : :
Rental Rate | Variable Hourly Rertal |[=:
Basic Depreciation | 2 year L |E Rental Amount $3a.00
Tax Depreciation | o year 5L |[E|
JOB COST SETUP
Put In Service 41739 ; s
. Job Cost Rate i Backhoe Rate =
Business Use % 100% ; :
Salvage Value $400.00
Category System | Equipment | =
Include in Starter Fil ; :
™ Include in Starter File Job Cost Budget | “3
Caneel] ok ]

10. Set up depreciation info in the fields on the left, and project billing
info in the fields on the right, then click OK to save changes.
HINT: To see more info about the fields, put the mouse cursor over a
field and read the help info at the bottom of the window.

Using Equipment Accounts

To track the time that you use equipment, enter Equipment Hours (see page
251). Goldenseal applies the equipment expense to time and materials
billing (see Lesson 43) and to job costs (see Lesson 39).

When you spend money on equipment, create an expense transaction and
enter the equipment into the Job field (see page 240). That way you can
track maintenance costs for each piece of equipment.

NOTE: Equipment is a cost account when you use it for work on
projects, and an honorary job account when you need to repair it.

Goldenseal includes the value of your equipment as an asset on the Balance
Sheet (see page 382).

Accounts  Lesson Thirty-One Page 225




Material Accounts

Before you start to enter material purchases, create a Material account for
each supplier that provides you with any type of tangible goods. Use
material accounts for those who provide construction components, office
supplies or raw materials. You can also use them for anyone from whom

you buy equipment or real estate properties.

To create a Material account, follow these steps

1. Choose Material Suppliers from the Accounts menu,.

2. Click the New button.

Subcontractor Accounts

Create a Subcontractor account for each person or business that provides
professional services to you. To enter subcontractors, follow these steps:

1. Choose Subcontractors from the Accounts menu.

Subcontractor Accounts

tetns: 3 —
[ 3 Account Hame |Pau| Petercamp Painting |
Full Hame |Pau| Petercamp Pairting Prnfess|
M Contact [ Cindy |
Status Address |34 Popinjay Flace
Pairt Pocono, PA18433
3]

E-Mail

Daytime Phone | 405 223-1423
Evening Phone

Fax

Comments |Dont ever use the letter "p"
9 when talking with him- he goes
into pathological rages when he

f¥% Subcontractor Account

Created 955/95

Cost Type [Pairting & walpaper  |[=):

Kt 2
Billing Setup [ allow Ore-Time MNames?

[\-’iew Appairrtments] Mew Document Ll:ngi

Insurance Setup | “Wiewy Contact Log ] | Wiey Problem Log ]

| Wigws Invoices |

Total Payables
Paid On Account

$938.23
Fo.00

Retainage Bal. F0.00

Material Accounts =] E3
LJJ|&® Material Account Crosted 788 n B
tems: 3 Account Hame |Cu:unnemara Eqjuip | Comments |Joe will probably try to sell you
et E Full Hame |Connemara Eqjuipment Co Inc | AWy products
Hew Contact [Jog Marifaold |
Status Address | 1443 Qld Coddincton Rl [ Allow Ore-Time Mames?
active - Brooktondale, MY 14581
[EI [\-"iew Appnintments] [\fiew Documerit Lu:ngl
E-Mail | | | view Cortact Lag | | view Problem Log |
Daytime Phone [539-1212 | iew Purchases |
Fvening Phone £
Fax Billing Setup
Account Humber | |
T |34 Taa.212 | Total Payables 3324
Paid Qn Account 30.00
[I4ES -
k| 3
3. Fill in the data fields (see the Reference Manual for details).
4. Click the Billing Setup button to enter additional billing and job
costing info for this account.
Using Material Accounts
To enter purchases, choose Material Purchases from the Costs menu (see
Lesson 33).
To pay invoices, choose Pay Bills from the Bank menu (see Lesson 36).
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2. Enter an account name and other contact info.
3. Click the Billing Setup button, and enter billing info for this account.

4. Click the Insurance Setup button, and enter insurance expiration
dates, and how you’ll handle expired insurance (see page 259).

Ringstead Paperhanging: Insurance Setup
IHSURANCE SETUP
Exp. Date If Expired Rate
Worker Comp 953102 [k ] [0 ]
Liability 31103 [ 2ek | [o% |
Tax ID # [33 121 1121 |
e [ ok |

Accounts
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Other COSt Accounts Pennypacker Acct: Billing Setup

If you pay money to someone and they aren’t a material supplier or BILLING SETUP COSTING SETUP

subcontractor, enter them as an Other Cost account. Use Other Cost _

accounts for government and tax agencies, and for those who provide you Payment Terms et 30 = Category System | |=:

with intangible services such as advertising, insurance, lodging, mailin, : : :
g g , lodging, & withholding Rate | = Income Tax Class | =

printing, shipping, travel and utilities.

HINT: Some accounts might fit into any of the three types of cost
accounts (material supplier, subcontractor or other cost account). In Sales Tax Rate [No Tax =
that case it's just a matter of personal preference where you put them. :

Credit Limit W Gets 10397
™ Include in Starter File

To create an Other Cost account, follow these steps:

1. Choose Other Costs from the Accounts menu. ez [ ok |
Other Cost Accounts H=
: Created 7/21/93 1 =l 6. Enter the category system to use for this vendor’s expense, the way
A Q Other Cost Account you’'ll classify expenses for this vendor in the income tax report, and
e : whether they get a 1099 form.

|tems: 7 Account Hame |Spencer Agency | Cost Type | Office |E . .

Found 7 7. Click OK to save the billing setup.

Full Hame |Spencer Insurance Agency, Inc| Comments
Mew Contact [Dave Beliire |

Status Address [Wain St :ﬁm Ao e T e Using Other Cost Accounts

=hencer, NY 14850 Billing Setup e e AT To enter other cost transactions, choose Other Costs from the Costs menu
(&1 (see page 255).

E-Mail i i i Lo .
Il s ) To pay invoices, choose Pay Bills from the Bank menu (see Lesson 36).
Daytime Phone [555-4070 (view Cortact Log | [ iew Problem Log | , .,
Evening Phone —— You can create one or more Other Cost account to cover ‘one time’ vendors
Fax EETE who don’t need their own separate account.
Account Humber | | Totai Payables $5,000.00
Tax D | | Paid On Account $0.00 Finishing Up
[e5EE H Llﬂ In this lesson you have learned how to work with accounts.

Before you move on, you may want to take a break. Relax, lie on your back
2. Click the New button. and put your feet up. Can you wiggle your ears? Can you make the sound

3. Enter an account name and contact information for the account. of one hand clapping? Can you make the sound of one ear wiggling?

4. Click the Billing Setup button, and enter basic billing info. FACT FOR THE DAY: Article 151, Subchapter 14.240-b of the US Tax
Code requires all IRS auditors to be able to wiggle their ears by at least
1/4 inch (6 mm). It's considered useful for intimidating those being
audited, and it’s entertaining for co-workers.

5. Enter the payment terms you use for this vendor, vendor withholding
(such as GST credits), your credit limit with this vendor and the sales
tax rate you pay.
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Lesson Thirty-Two: Lists

Goldenseal uses lists for many of the details of running your business.

This lesson covers several basic lists— for payment terms, prospect
sources, depreciation, billing rates and delivery charges.

Viewing Lists
To view lists, use the menu commands at the top of the screen.
For example, to see the list of vendor payment terms, follow these steps:

1. Choose Payment Terms from the Options menu, then choose Vendors
from the submenu.

2. You will see a list of all the current payment terms.

¥Yendor Payment Terms E |

Met 30 2% 10 Due 1:3th

Met 30 Due 15th MHew |

Irreciular :

Annual Sales Tax Duplicate |

Met 30 Due 23th P

Quarterly Tax Vithholding

Annual FUTA, &l
Sort |

=
B

Entering List Items

To change a set of payment terms, double-click on an item in the list, or
click once on an item and then click the Edit button.

To create new terms, click the New button.

To copy existing terms, click once on an item and click Duplicate.

To delete an unused set of terms, click once on an item and click Delete.
To sort the list into alphabetical order, click the Sort button.

When you are finished with the list, click the Done button.
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Using List Items
To use a list item, enter it into a clairvoyant field. For example, to give a
material supplier a different set of payment terms, follow these steps:
1. Choose Material Suppliers from the Accounts menu.
2. Click the Billing Setup button.
3. Enter the new terms into the Payment Terms clairvoyant field (see
Lesson 2 for more about clairvoyant fields).
You can also use the popup button in the clairvoyant field to see list items.

* Choose Edit Vendor Payment Terms to see the whole list of terms.
® Choose View This Vendor Payment Term to see the current terms.

Vendor Payment Terms

Use Vendor payment terms to set the way you pay for billed materials,
subcontractors and other costs. To enter terms, follow these steps:

1. Choose Payment Terms from the Options menu, then choose Vendors
from the submenu.
2. You'll see a list of payment terms for vendors.

3. Select an item and click the Edit button, or click the New button to
enter new terms.

Hame ket 30 2% 10 | el
Comments —
Billing Period
Payment Due | 30 || Cays After Bill Date vl 4104
Mail Time days
Retainage N
Discount| 2% |[Percent ~] if paid by | 10| [Days atter Bl Date ]

Late Charge | 2% || % Morthly Rate vI with minimum of §1.00
[ One Month Maximum Charge

9 e [ ok
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4. Enter values into the fields. For example, to change the text that
Goldenseal prints on each customer’s billing statements, change the
text in the Form Message field.

HINT: Check the Reference Manual on the CD for more about the
specific fields in this window.

5. To save any changes that you have made, click the OK button. To
leave without saving changes, click the Cancel button.

Customer Payment Terms

Use Customer Payment Terms to set up your billing frequency, early-
payment discounts and finance charges for billed sales.

To modify a set of customer payment terms, follow these steps:
1. Choose Payment Terms from the Options menu, then choose
Customers from the submenu.
2. In the list of payment terms, double-click on the payment terms item
you’d like to change, or click the New button to make a new set of
payment terms.

Edit Customer Payment Term
Hame |Met 30 | Base Date | 104193
Comments =

141104 -

Form Message |Terms: Met 30. 2% per month
added to overdue balances, with
minitnum charge of $1.00.

Biling Period

Payment Due | 30| [ Days Adter Bil Date ]

Grace Period : days aMmn4 LI
Discount | 0% | [ Percent ~| i paid by | 0] | Days Atter pill Date ]

Late Charge | 2% | [ Monthly Rate ] with minimum of $1.00

[~ One Month Masimum Charge

9 Cemsal [ ok

3. Enter values into the fields, then click the OK button.
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Prospect Sources

Use the Source field in the customer account to enter the way a customer
first heard about you. To enter Prospect Sources, follow these steps:

1. Choose Income Setup from the Income menu, then choose Prospect
Sources from the submenu.

Sort

Prospect Source 12

Home Showy ;I Edit |
Merwspaper Ad

Jobsite Sign

Referral- from Customer
Referral- Friend ar Family

Friends & Family Duplicate |
Referral- Architect [
Referral- Cther

YYelow Pages ﬂl
Office VWalk-in _
Unkniown —I

Cione

2. You'll see a list of possible sources.

3. To add a new item, click the New button. Prospect Sources are a
simple list of names, so Goldenseal will add the new item directly to
the list, instead of showing you a separate dialog box.

4. Type the new name directly into the list.

5. To change an existing item, double-click on it (or click on the name,
then click Edit). You can change its name directly in the list.

More Simple Lists

Goldenseal includes several other simple lists. Choose Other Lists from the
Options menu, and enter any of the following:

Actions Taken— things you've done for problems, contacts and
documents.

Appointment Type— types of appointments for Appointment records.

Contact Type— types of meetings and calls for the Contact Log.

Document Type— types of documents for the Document Log

Problem Type— types of problems for the Problem Log.

Tools— simple tools that you use in projects.

Unit Sizes— sizes for Cost Items and Assemblies (e.g. square feet).
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Depreciation Methods

Depreciation Methods calculate depreciation for Real Estate and
Equipment accounts. To enter depreciation methods, follow these steps:

1. Choose Cost Setup from the Costs menu, then choose Depreciation
Methods from the submenu.

2. You'll see a list of methods. Click the New button.

3. Enter a brief name for the depreciation method

4. Enter any comments you have about this method.

5. Enter the way you'll calculate depreciation for this item (see the
Reference manual for details).

Edit Depreciation Method
Hame |25 ¥r MACRS | Year Percent | Cum |
Description 1 5.95% S595% =
2 6.72% 12E67T%
. 3 6.24% 1891%
Overhead Account | Rental Overhesd = 4 5 79% 24 T T
Cale. Method 3. 238% S00e%
=1 4.09%: 3507%
i
FirstiLast Year m 7 A64%  T971%
Lifetime 8 431%  44.02%
Put In Service [ 32300 G 4 4802% -
ceana | [ ok |

6. Most calculation methods fill in a depreciation table at right. You can
scroll through the years to see the amount of depreciation each year.
For a Custom calculation method, enter percentages into the table.

Reconcile Periods

Use Reconcile Periods to mark off bank transactions when you reconcile an
account against the bank statement (see page 277). To enter reconcile
periods, follow these steps:

1. Choose Other Lists from the Options menu, then choose Reconcile
Periods from the submenu.

2. You'll see a list of periods. Click the New button.

3. Enter a brief name, any comments you have, and a date for the period.

4. Click OK.
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Edit Reconcile Period I
Hame [.Jan-04 |

Comments

Date (11704

¥ Include in List

Cancel ] 4

Billing Rates
Use billing rates to set the amount you charge for time-and-materials work
and job costs. There are separate rates for equipment, labor and subs.
To enter Equipment Billing Rates, follow these steps:

1. Choose Billing Rates from the Options menu, and choose Equipment
from the submenu.

2. Click the New button, or select an existing item and click Edit.

3. Enter a brief name for the rate, and any comments you have about it.

Edit Equipment Billing Rate [ x|

Hame [Backhoe Rate |

Description

Calc. Method

Amount | $35.00| per [Hour -|
Plus Startup Cost F0.00

Overhead Account | Branch Office Overl“ﬂé

e TS

4. Enter the way you’d like to calculate the rate.
5. Enter an Overhead account to use for this rate.
6. When you are finished, click the OK button.

Lists  Lesson Thirty-Two Page 235



Delivery Methods

The Delivery Methods list identifies shipping and delivery methods for
sales transactions. It calculates any charges that you'll make for shipping or
deliveries. The list uses a table of values, so you can charge different
amounts based on the price or weight of the order.

To enter a delivery method, follow these steps:

1. Choose Income Setup from the Income menu, then choose Delivery
Methods from the submenu.

2. You'll see a list of delivery methods. Select a method, and click the
Edit button (or click the New button to create a new method).

3. Enter a brief name, and any comments you have about this item.

Edit Delivery Method | x|

Hame |Deliver\,n' 10-15 miles |

Description

[# Usze Customer's Sales Tax Rate
¥ Delivery Charge is Taxable

Address to Use | Shipping Address "l

Charge Method | Order Amourt- Dollars "l

From Lp To Charge |

F0.00 Fa0.00 F12.00 & |
F50.00 F100.00 F10.00
$100.00 $150.00 F5.00
F150.01 Fo.00 Fo.00

=

Rounding | Nearast Penny "'I

9 “tanee ] [ ok |

4. Click on the first checkbox to determine whether sales tax is based on
the customer’s usual tax rate or the tax rate for the Sales Branch (use
the latter for sales that are not delivered). Click on the second
checkbox to determine whether delivery charges are taxable.

5. Choose the text to fill into the address field in Sales.
6. Choose the calculation method for the delivery charge. It can be based

on the weight or the sale price. It can be calculated as a percentage of
the sale price, or as a flat dollar amount.
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7. Enter a charge into the Charge column in the first row.

8. If the charge applies only up to a certain weight or amount, enter the
cutoff amount into the Up To column.

9. When there is only one charge for all items, you'll only need one row. If
there are different charges for different price ranges or weight ranges,
press the Return key to enter another row.

HINT: New rows always have a From value that is equal to the
previous row’s Up To value. Goldenseal does not let you enter Up
To values that are not in ascending order.

10. Repeat steps 7 to 9 as many times as you need.
11. When you are finished, click the OK button.
12. To leave the list of job sales taxes, click the Done button.

Finishing Up
There are about 60 lists used within Goldenseal, but they all look similar to

one of the lists we have already covered in this lesson. You only need to
use those lists that make sense for your business.

HINT: A starter company file already comes with many lists filled in
(see page 159).

If you’d like to look at other lists, choose a submenu from any of the fol-
lowing menu commands:

Income menu— Income Setup
Costs menu— Cost Setup or Payroll Setup

Options menu— Account Groups, Billing Rates, Contract Setup, Payment
Terms, Calculations or Other Lists

Before you move on, it’s definitely time to take a break. What would hap-
pen if you were called on to sing the Star Spangled Banner at baseball
opening day, and the President of the United States were there? This might
be a good time to learn the second verse.

HISTORY FACT FOR THE DAY: The writer of the national anthem,
Francis Scott Key, also invented the shower. His first version was used
only for singing in, but he added plumbing after his wife threatened to
convert the space to chic hat storage.

ANOTHER HISTORY FACT FOR THE DAY: Mrs. Scott Key is famous
in her own right, since she invented the pink yard flamingo (along with
her best friend Mae West). Residents of Florida were so grateful to them
that they named Key West in their mutual honor.
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Lesson Thirty-Three:
Material Purchases

Whenever you buy supplies or materials, enter the expense into a material
purchase transaction. Material purchases are one of the five classes of
expense transactions. The others are equipment hours, subcontractor costs
and other costs (Lesson 35) and labor hours (Lesson 46).

This lesson shows you how to enter a simple purchase for a single material
item.

NOTE: Lesson 34 shows you how to enter multiple items in a purchase.

Entering Purchases
To enter a simple material purchase for one item, follow these steps:

1. Choose Material Purchases from the Costs menu.
2. Click the New button.

Material Purchases

6. Press the Tab key, and type the purchase price into the Gross Price
field.

7. When you enter a vendor, Goldenseal automatically enters their usual
tax rate. If for some reason you will pay a different rate for this pur-
chase, enter it into the Tax Rate field.

HINT: To see the usual tax rate for this supplier, choose Main
Account from the View menu, and look at the Sales Tax Rate field.

8. Press the Tab key until the Invoice field is selected, then type in the
vendor invoice number (if any). Notice that Goldenseal automatically
computes the net price and sales tax amount when you leave the
Gross Price field.

9. Press the Tab key, and enter any comments you have.

Material Purchases M=l E3
T : g =
Q - Supplier {Cayuga Lumber |= lately 7/2704 | 81 —
T Jonciss
ferms: 41 e bumber Ing e .
Found 7 i i —_ Job {Bananas outhouze  |[=
Brief Descrip. |br0nze gargoyle | More Info '
New |[=] Gross Price $35.99 Apply To
Status Tax Rate | Tompkins County = 125 Transaction ;
;,'. i
Breakdown Het Price Pmt Method -
Invoice # [gg454351 | Details {MNet 30 2% 10 =
Comments |he liked the one in the employes
washroom
i B -

. -? ; .
Q A Supplier | = Date 77md4 81
o oo
ftems: 4 Fre————_ 4 = :
Found 7 i i i — Job =
Brief Descrip. |Mater|al Purchaze 81 | More Info '
M = Gross Price $0.00 Apply To
Status Tax Rate | Transaction :
e |
Breakdown Het Price | Pmt Method
Invoice # | | Details =
Comments
[JesEs |,

3. You will see a blank purchase record.

4. Click in the Supplier field, and start typing the supplier’s name until
the correct account has been selected (see page 15).

HINT: You can also click on the popup button next to the Supplier
clairvoyant field, and choose an account.

5. Press the Tab key, and type in a brief description of the purchase.
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10. To finish the purchase transaction, assign job costs, apply any special
conditions or linked transactions, and enter a payment method (see
the next 3 pages for further details).

11. Choose Save Record from the Edit menu to save the transaction.
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Job Cost Information

Goldenseal allows you to assign every expense to a job (which can be a
customer, a project, or an overhead account). You can also allocate costs to
cost categories and locations. Entering job cost information is the best way
to track your expenses, so you can understand how the money is spent in
your business.

HINT: If you are only entering a purchase for the sake of job costing
and don’t want to track payments for it, enter Job Cost Only into the
Status field. This feature is especially useful if you are entering old
invoices when you first set up Goldenseal (see page 400).

Jobs

A job is any part of your business that consumes expenses. Some jobs cre-
ate income directly. Other jobs don’t create income, but are allocated as
indirect expenses (overhead, equipment, inventory and real estate).

Assign material purchases to any of the following job classes:

Customer— items you buy for resale directly to a specific customer.
Project— materials and supplies used in a project.
Overhead— materials and supplies for the office.
HINT: If it doesn’t make sense to assign a cost to any other job type,
use an Overhead account.
Inventory— materials purchased and kept in inventory for later resale.

Equipment— materials used for equipment repair, or supplies consumed
by a piece of equipment as part of its productive use.

Investment— materials and supplies used when managing an investment.
Real Estate— materials used for real estate repairs, or supplies consumed
as a part of rental property management.
To assign a purchase to a specific job, use the Job Class popup menu to
enter the type of job account, then click in the Job field, and assign the cost
to a specific project or other job.

Cost Categories and Locations

You can allocate each expense transaction to cost categories (see Lesson
11) and cost locations (see Lesson 12). Doing that will help you to get
accurate job cost information, which can help you to run your business
more profitably.

To enter cost category info, follow these steps:

1. Click in the Category field, and choose a cost category.

NOTE: If no category is available, it’s because the selected supplier
uses a category system that has no categories in it.

2. Press Tab or click in the Subcategory field, and choose a job cost sub-
category.
NOTE: Some category systems don’t include subcategories. If that is
the case, just leave the field blank.

3. Press Tab or click in the Location field, and enter the location where
this purchase is used.

Special Conditions

Some purchases have special conditions— they apply to another transac-
tion, or receive special treatment in expense accounting. To enter a special
condition, choose an item in the Applies To field.

When this expense applies to another transaction, enter the linked
transaction into the Transaction field. The following choices work that way:

Allowance— project purchases that apply to an allowance. Goldenseal
will include this item when you do Allowance billing.

Bid— purchases that apply to a prior bid from this vendor. Goldenseal
warns you if the total amount of purchases exceeds the bid amount.

Change Order— project purchases that apply to a change order.
Goldenseal will include this item when you do Change Order billing.

Purchase Order— this purchase will be applied to a prior purchase order
for this vendor. When you complete the transaction, Goldenseal will
warn you if the total amount of purchases exceeds the purchase order
amount, or if purchase orders are required and none has been entered.

You can also use the Applies To field to identify :

Capital Improvement— a purchase that adds to the asset basis value of
an investment, equipment or real estate account, rather than being
handled as an expense.

Credit— a transaction that reduces the amount owed to the supplier. The
gross amount of a credit is negative.

Finance Charge— a payment for interest on overdue items.

Return— a transaction that reduces the amount owed to the supplier,
and reduces the inventory quantity of any items that it includes. The
gross amount of a return is a negative number.
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Special Order— a purchase that has not yet been received.

Prepaid Expense— a purchase that will be used over a future time period.
In financial reports, the pre-paid amount is considered as an asset.

Payment Methods

Each purchase needs to have a payment method. Choose a method from
the Payment Method popup menu.

Billed Purchases

Choose Vendor Invoice as a payment method if you are not paying for this
item now. Goldenseal will add the purchase to your Accounts Payable.

NOTE: Lesson 36 shows you how to pay your unpaid bills.

Goldenseal automatically enters the vendor’s usual payment terms into the
Details field. If this purchase uses some other payment terms, change the
contents of the Details field.

HINT: To see the usual payment terms for this vendor, choose Main
Account from the View menu, and look at the Payment Terms field in
the vendor account record.

Instant Purchases

If you are paying for this purchase immediately, enter the type of payment
into the Payment Method field. Enter a specific account into the Details
field— for example, if you are paying by check, enter a checking account.

When you complete the purchase, a matching payment transaction will be
created automatically for the selected bank account. If you are paying by
check, you'll be asked which checkbook to use for the payment.

HINT: When you enter an instant purchase, all of your bookkeeping is
completed instantly. The expense is marked as paid, your bank balance
is adjusted, and job cost and billing information is posted
automatically.

Unpaid Purchases

Use the Status popup field to mark purchases that will not be paid. To
track a purchase for job costing, choose Job Cost Only. To enter a price
quote that will be used to update unit costs, choose Pricing Only. If a
purchase won’t happen now, choose Planned or Void.

One-Time Vendors

If you use some vendors infrequently and don’t want to set up an account
for them, follow these steps:

1. Create one or more Material accounts to handle one-time purchases. In
the account, turn on the Allow One-Time Names checkbox.

2. To make a purchase from an infrequent vendor, create a purchase
transaction, and enter the account from step 1 into the vendor field.

3. Turn on the One-Time checkbox.
4. Type in the name of the vendor.

Saving a Purchase

You save a purchase transaction when you close its window, hit the Enter
key, Quit, or move to another record in the same window. When you save a
transaction, Goldenseal also automatically ‘posts’ it.

WARNING: If you switch to a different window before you save a
transaction, it is left ‘dangling’. Other parts of Goldenseal will not know
what you have entered there until you save it.

Required Fields

When you complete a transaction, Goldenseal checks for fields that cannot
be left blank. For example, every purchase must have a vendor, and you
can’t close the transaction until you enter one.

HINT: If you start a transaction and are not ready to complete it now,
change the Status field to Planned or Void.

Transaction Posting

When you save a transaction, Goldenseal automatically posts it to job
costs and expense accounts. Posting takes only a fraction of a second.

If the payment method is Vendor Invoice, Goldenseal adds the purchase to
Accounts Payable. For other payment methods, Goldenseal creates a com-
pensating bank transaction as soon as you complete the purchase.

NOTE: If there is a “dangling’ transaction in the bank account that will
pay for a purchase, you won't be able to save the purchase. In that
case, open the bank transaction window, complete the bank transaction
and save it. You can then save the purchase also.
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Closed Transactions

Goldenseal closes a purchase transaction when it is paid. For a prepaid
transaction, that happens as soon as you complete the transaction. For a
billed purchase, it happens after the bill is paid (see Lesson 36).

Material Purchases
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Closed purchases have Paid in the Status field and a Paid watermark. You
can still change some fields, but the account, status, amount and payment
method fields are locked so you can no longer change them.

NOTE: If you need to change a closed transaction, find the payment
transaction (see page 245) and set its status to Void. After you've
made the change, restore the payment transaction to its original status.

Canceling a Purchase

To cancel a purchase but still keep it on file, enter Void into the Status
popup menu.

To permanently remove a purchase, choose Delete Record from the Edit
menu.

NOTE: You cannot delete records that have been paid or time-and-
material billed, or that have other transactions that refer to them.

If you have started to change an existing purchase and want to go back to
the original version, choose Revert Record from the Edit menu.
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To return a purchased item for credit after it has been billed or paid, follow
these steps:

1. Find the original purchase transaction.

2. Choose Duplicate Record from the Edit menu.

3. Enter Return into the Apply To popup menu.

Transaction Links

In Goldenseal, most transactions are ‘linked’ to other transactions and
accounts. Use the following menu commands to see linked items:

Choose Material Account from the View menu to see the supplier
account.
Choose Project Account from the View menu to see the job account.

Choose Payment Transaction from the View menu to see the bank trans-
action that pays for this transaction (if the transaction is has not yet
been paid, this command is not available).

To see an account in an active clairvoyant field, click on the field’s popup
button, and choose View This... from the bottom of the menu (the name of
the command is different for each class of account or transaction).

To see any account or transaction that is listed in a disabled (gray)
clairvoyant field, double-click on the field.

WARNING: If you use one of the linking commands to view a
transaction that is not currently in the list of found records, Goldenseal
will add it to the found set. Usually that is not a problem, but if you
have been using a group of found records to make reports, you may
need to re-find the original items.

Finishing Up
In this lesson you’ve learned how to enter a material purchase. You may
want to try entering a few sample material purchases, just so you can get
comfortable with the data entry process.
For example, you could enter purchases for the following items:
e 25 pieces of red licorice stick
e 2 packages of Hostess Sno-Cones (discard the white ones)
¢ 1 roll duct tape

Voild. An chic edible hat with detachable ear flaps!
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Lesson Thirty-Four: Purchase
Breakdowns

Many Goldenseal transactions include breakdowns. Breakdowns are a list
of specific items in a transaction that Goldenseal displays in a
spreadsheet-like table. Purchase breakdowns allow you to include multiple
items that you have purchased from the same supplier.

This lesson shows you how to use a breakdown table to include several
items in a single material purchase.

HINT: There is more about breakdown tables in the Estimating manual,
pages 18-21.

Category Breakdowns

If a purchase includes items in more than one cost category and you don’t
need to use specific Cost Items, use a category breakdown to divide it.

To do so, follow these steps:

1. Choose Material Purchases from the Costs menu.
2. Click the New button.

3. Click the Breakdown popup field, and choose Category. The window
will change so it includes a breakdown table.
4. Enter basic information about the vendor and job into the regular
fields in the top half of the window.
NOTE: One purchase transaction can currently include costs for only
one job. If a purchase includes items for more than one job, you’ll
need to enter more than one purchase transaction.

5. Click in the Category column in the first row of the breakdown table,
and enter a cost category. Type the first few letters of a category, and
enter it the same as in any clairvoyant field (see Lesson 2).

HINT: When you click in a table cell that is a clairvoyant field, a

small popup button appears. You can use it to see a list of the
possible values for the field.

6. Hit the Tab key to move to the next field. If the current category
system includes subcategories, enter a subcategory. Otherwise you can
leave this column blank.

7. Press the Tab key so the Item field is selected, and type in a brief de-
scription of the item.
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HINT: You can also use the mouse to click in a different cell, or use
the right and left arrow keys to move through the table.
8. Press the Tab key so the Unit Cost field is selected, and enter the price
for one unit of this item.
9. Press the Tab key so the Quantity field is selected, and enter the
number of units that you are buying.
HINT: Goldenseal calculates the total price for the row as soon as
you enter a quantity and unit cost. It also recalculates the gross price,
sales tax amount and net price for the entire transaction.

10. Press the Tab key so the Size field is selected, and type in the size unit
that is used for this item.
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11. You have now entered complete information for one breakdown row.
12. Press the Enter key to start another row.
HINT: You can also insert a new row anywhere in the table. Choose
Table from the Edit menu, and choose Insert Row from the submenu.

13. Repeat steps 5 through 12 until you have entered each item that will
be included in this purchase.

14. Click the More Info button to enter job cost and billing details.
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Material Purchases _ O] x 5. Click in the Category column of the breakdown table, and enter a
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1. Choose Material Purchases from the Costs menu.
2. Click the New button.
3. Click the Breakdown popup button, and choose Item.

4. Enter basic information about the vendor and job into the fields in the
top half of the window.

8. Enter the quantity that you are purchasing.
9. Press the Enter key to add a new row to the breakdown table.

10. Repeat steps 5 to 9 until you have entered all of the cost items that are
included in this purchase.
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HINT: To include an item that doesn’t have a cost item, enter
Unlisted Item into the Cost Area cell. You can also include sales tax,
delivery charges and assemblies (see Lesson 14).

Lesson Thirty-Five: More Expenses

This lesson shows you how to use Goldenseal to enter equipment hours,
When you Complete the transaction, Goldenseal uses the purchase prices to inventory usedl subcontractor costs and other costs.

update the estimated cost of any cost items. If the job is an inventory
account, Goldenseal also adjusts the inventory quantity of the cost items .
that were purchased. In job cost reports, Goldenseal divides the costs for Equipment Hours

this purchase among the categories shown in the breakdown. Each time you use a piece of equipment, create an equipment hours record

to describe the work that was done.

Other Breakdowns To do so, follow these steps:
Category and item breakdowns are used in several other types of 1. Choose Equipment Hours from the Costs menu.
transactions. You can include them in allowances, bank checks, bank 2. Click the New button.
payments, bids, change orders, estimates, purchase orders and sales. 3. Enter the equipment account that was used for this work.

Some transactions show other types of breakdown. In many cases, these

. . . X . M Equi
breakdowns refer to other transactions, which are filled in automatically s e s

when you change the breakdown type or the account. %@ Equipment |Bacios & Date 9/500
B}ll}ng records for cus’Fomers show unpaid sales.. - . Time Used | A = JE Job Clags
Billing records for projects show draw schedule items, progress cate- Fourd B Brief Descrip. [post holes | i Job [
gories, or time and materials costs. ) More Info e :
Payroll records show labor hours and payroll deductions. New | T&M Billing Rate | Backhos Rals = Applies To |
Payment receipts and deposits show unpaid income transactions. ATl Transaction :
X T&M Amount H ransaction & i
Bank checks and bank payments show unpaid purchases and payroll ——
Breakdown Comments : ;
records. [Hore ] Employee Using {Kurt Yonneout I=
Bank deposits show undeposited income transactions. ?
U] o
Finishing Up ) )
This 1 has sh h temi hases by cat 4. Enter the amount of time that the equipment was used, and choose a
: 1Csostsis:‘)err1n as shown you how you can itemize purchases by category or time unit from the popup menu.
Y ' 5. Enter the job type and job to which this transaction applies (see page
You might want to take a break now to spend some time with friends, 240). Also enter any special conditions that apply to this transaction
travel to an exotic location, or buy something impulsive. (see page 241).
check out their hat section. You might find a Gothic Carmen Miranda hat, 7. You can use the Breakdown popup to break the work down by
with gargoyles and bats hiding among black wax fruits. It's stunning. category or cost item (see Lesson 34).

When you complete the record, Goldenseal posts it to time and materials
billing and job costs, the same as a material purchase (see page 243).
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Inventory Used

Create an Inventory Used transaction each time that you take materials
from inventory and use them on a project. To create an inventory used

record, follow these steps:

1. Choose Inventory Used from the Costs menu.

2. Click the New button.

Inventory Used

) |
Supplier | Jobsite Inventory |EI llatey 72704 | 1
e 1 Brief Descrip. |fram|n lumber | gELRERESY Project d
Found 1 Gross Price | Job {Peach Pit Bath Remade| =%
New |[=] Tax Rate | |=0 wa.0aid
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Status Het Price ;- PRy ;
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Comments i
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Cozt Area | Category Subcat, Costltern Unit Cost | Size | _aity, | ftem Total | Tax | _Location ]
Material 2xd precut §1.95:each 200 §390.00;
Material 2x6 precut §35.04;each 120 F364.80;
paterisl niail comiman 16 $0.4Zipounc S0 §21.000 « |

Subcontractor Cost Transactions

Create a subcontractor cost record each time that you receive a bill from a
subcontractor, or otherwise need to pay them. Subcontractor costs are very
similar to material purchases (see Lesson 33).

To create a subcontractor cost record, follow these steps:

1. Choose Subcontractor Costs from the Costs menu.
2. Click the New button.

Subcontractor Costs

3. Enter the Inventory account from which these items were taken.

4. Enter the item used, or use a breakdown to list multiple items (see
Lesson 34).

5. Enter job cost details (see page 240).
Goldenseal uses Inventory Used transactions for job costs and time and
materials billing, exactly the same as a material purchase (see page 238). It

also reduces the inventory quantities of any items listed in the Item
breakdown, and adjusts the value of the Inventory account.

For more about inventory, see Lesson 47.
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3. Enter the subcontractor who is being paid, and a brief description of
the work that was done.

4. Enter information about the billing amount (see the next section).
5. Enter job cost information (see page 240).
6. Click the More Info button, and enter billing and job costing details.

7. Enter any special conditions that apply to this transaction (see page
241), and the method used to pay for it (see page 242).
Subcontractor Billing Amount

Subcontractor cost records can handle simple bills (similar to a material
invoice) and time bills (where you pay a fixed amount per hour or day).

When a subcontractor bills for a fixed amount, follow these steps:

1. Choose Dollar Billing from the Time Used popup menu.
2. Enter the billing amount into the Gross Price field.
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When you pay a subcontractor by the hour or day, follow these steps:

1. Choose Hour or another time unit from the Time Used popup menu.
2. Enter the amount of time included in this billing.

3. Enter the subcontractor’s billing rate into the Charge Rate field.

4. Goldenseal will calculate the Gross Price, based on the charge rate.

Billing Rates
A subcontractor cost record includes three different billing rates.

HINT: To view the billing rates, choose Billing Rates from the Options
menu, then choose Subcontractors from the submenu (see page 166).

The Subcontractor Charge rate is the amount the subcontractor is paid per
hour, day, week, or other time unit. This rate does not apply when the
subcontractor bills for a simple dollar amount.

The T&M Billing Rate applies only for time and materials projects. This
field determines that amount that is billed to the client when you create a
bill (see Lesson 43).

HINT: Goldenseal calculates the billing amount, and fills it into the
T&M Amount field. To reduce the chance of errors, you can’t change
this field. If you’d like to make it editable, use the Custom Layouts
command (see Lesson 21).

The Job Cost Rate determines the calculation method for job costs from this
transaction (see Lesson 39).

Printing 1099 Forms
If you turn on the Gets 1099 checkbox in your Subcontractor accounts, you
can print 1099 forms for your subs. To do so, follow these steps:
1. Enter all invoices from each sub, and wait until Jan 1 of the next year.
2. Choose Subcontractors from the Accounts menu.
3. Choose Find from the Edit menu.
4. Click on the Billing Setup button, and turn on the Gets 1099 checkbox.
5. Click OK.
6. Click the Find button. This will find all subcontractors that get 1099's.
7. Choose Print Forms from the File menu.
8. Enter Found Records into the Record Range field, and click OK.
9. Goldenseal will print forms with the previous year's 1099 totals.

Other Cost Transactions
The data that you put into an other cost transaction is almost identical to
that in a material purchase (see Lesson 33). You identify the expense, and
assign it to a job, cost category and location. You can also apply the cost to
an allowance, bid, change order or other special conditions. Enter payment
methods the same as in the other types of expense transactions.

When you receive a bill for a miscellaneous cost, follow these steps:

1. Choose Other Costs from the Costs menu.
2. Click the New button.

Other Costs
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3. Enter information about the expense. The fields are almost identical
to those in a Material Purchase transaction (see Lesson 33).

4. When you complete an Other Cost transaction, Goldenseal posts it to
time and materials bills and job costs, the same as the other expense
transactions. Goldenseal also handles its payment exactly the same
as a material purchase (see page 242).
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When to Enter Expenses

It’s a good idea to enter expenses as soon as you know about them. That
way your job cost information will be as up-to-date as possible.

When you pay for an expense by cash, check or credit card, enter it as soon
as you can after the payment was made.

When an expense will be billed later, enter it as soon as you have a delivery
ticket or other indication of the amount owed.

Planned and Job Cost Only Status

You can pre-enter expenses before you know their exact cost. Use the best
guess at the cost, and give them either Planned or Job Cost Only status (use
the Status pop-up field in the left-center part of the window).

Transactions with Job Cost Only status will be included in job cost totals,
but won’t be used for time and materials billing or Accounts Payable.

HINT: You can also use Job Cost Only status to enter past expenses, so
you’ll have accurate totals for projects that were underway when you
started with Goldenseal (see page 400).

Transactions with Planned status won’t be included in job costs, billing or
payables, but their total will appear in some reports that show planned
costs. When you actually purchase planned items, change the status from
Planned to Entered.

Finishing Up
This lesson has covered four more types of expense transactions. You can

use them to keep track of your equipment, subcontractor and miscellaneous
expenses, and get ready to pay bills that you owe.

Before you move on, you may want to take a break and think about more
expenses that you can add to your business, so you can enter transactions
for them.

Wouldn't you rather have several more copies of your accounting software?
How about our special autographed edition?

Remember, with just a bit of duct tape, you can turn the extra copies of this
manual into chic silvery hats.

Lesson Thirty-Six: Paying Bills
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Goldenseal makes it easy to take your hard-earned money and pay it to
other people. This lesson shows you how to get money out of your check-
book and into the mailbox faster than you ever dreamed possible.

The Pay Bills Command

Use the Pay Bills command to view your Accounts Payable. It shows a
‘quick report’ window that lists what you owe to each material, subcon-
tractor and other cost account. You can also use the Pay Bills command to
pay some or all of your bills right now.

NOTE: In later lessons we'll look at other ‘quick reports” that handle job
costs, billing, payroll and deposits.

To view your current Accounts Payable or to pay bills, follow these steps:
1. Choose Pay Bills from the Bank menu.

Pay Bills [ %] I
Vendors 7 Pay How v ;
Total Gwad| $2245047 e AR Cutoff Date| 72704 | [ Al hterals -]
Pay Vendor Pending Current | Past Due Adjust Total Due Due Date | Pay How ItemleI
¥ Cayuga Mirrar & Gls F0.00 FO.00: $2052.00: §1272240 332424 102802 3,324 24 4
* Cavyugs Lumber F0.00 Sp222220 F4401 .96 F2775.330 $5955.07 S£26/00 F6 95507 12
¥ LA eEYy $0.00 F0.00 F317.91 F220.70 Fa35.21: 2026002 $a35.21 4
¥ iBishops of thaca $0.00 FO00; 1,257 .78 $800.13  F2,057.89: 2021002 F2,057 .89 H]
¥ Connemara Equip F0.00 F0.00 F3.24 F30.00 F33.24; 202602 $33.24 1
¥ Aeeks Welding F0.00 F0.00 F650.16 F416.40: 5106656 2026/02 F1 066 56 4
¥ iSeneca Supply $0.00 FO00: §F5035.26: §3476.00: F551126: 52600 5,511 .26 4 -
{ Create Checks Frint Report | SaveasTest |  Dowble-click an @ rowto see details

2. You'll see a list of material suppliers, with the amount that you owe to
each of them.
HINT: If there are more vendors than can fit in the window, click on
the down arrow to see the other vendors.
3. To choose which vendors to pay now, click in the Pay column.
Goldenseal only pays the rows that have a check mark next to them.
HINT: At the top of the window, you can see the number of bills, the
amount owed, and the amount being paid now.
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Viewing Invoices

To view unpaid invoices for a vendor, double-click anywhere in their row.
You will see an itemized list of all unpaid transactions.

NOTE: If you previously made a payment ‘on account’ to this vendor, it
will also be included in the invoice breakdown (it is subtracted from the
current due balance).

Itemized ¥endor Invoices E
Vendor: Cayuga Mirror & Glass Total To Pay How §3 5324 24
Pay Inw # Description Date | Pending | Current | Past Due | Adjust | Total Due | Pay How | &«
+ M01-333  looking glass 512300 F0.00 F0.00 95040 §589.25) §1,539650 §1,53965
< 22 vanity glass G123,00 $0.00 $0.00 531 B0 F515.59; §1,347.19; §1 34719
¥ M2 mirror shades 62300 $0.00 $0.00 Fa4.00 F35.45 Fa7 .45 $a7.45
¥ 55433 magic: mirror 1001700 $0.00 $0.00 F216.00 $133.92 34992 F349.92
|
Frint Report I {ave az Teut | Cancel I ITI

Put a check mark in the Pay column for each invoice that you want to pay
now. To pay just part of an invoice, enter the amount you want to pay into
the Pay Now column.

To adjust an invoice because of discounts or finance charges, enter the
amount into the Adjust column. Enter a negative number for a discount, or
a positive number for a finance charge.

HINT: If you've set up vendor payment terms to include discounts or
finance charges, Goldenseal calculates the adjustment automatically.

To return to the main Pay Bills window, click OK. You can also click Cancel
to return without saving changes.

Changing Cutoff Dates

The Cutoff Date field at upper right determines which items are considered
due or overdue. To see payables for a different date, follow these steps:

1. Click in the Cutoff Date field.

2. Type in a new date.

3. Hit the Tab or Enter key, or click in the table.
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Changing the Items Shown

To change the items that are included in the list, click on the popup menu at
the upper right corner. You can include material suppliers, subcontractors
other cost accounts, or all three types of accounts. You can also include all
vendors with open invoices, or just the vendors that were previously found
with the Find command (see Lesson 16).

You can also use the Pay Bills command to pay payroll taxes (see page
360) and sales taxes (see page 362).

Subcontractor Insurance

You can control how payments are made to subcontractors with insurance
that has expired. To do so, follow these steps:

1. Choose Subcontractors from the Accounts menu (see page 227).

2. Enter the insurance expiration dates for this account.

3. Enter the way you’d like to handle expired insurance for this account.
You can forbid payments, give a warning, take an automatic
deduction, or pay even if insurance is expired.

4. Repeat steps 2 and 3 for each subcontractor.

When you pay bills, Goldenseal will put an X in the Pay column for
subcontractors who should not be paid because of expired insurance. It
gives an alert for any subcontractors that have the ‘Ask first’ option.

Writing Checks

After you have decided which items to pay and have made any adjust-
ments, click Create Checks to pay for the selected items.

Bank Payment |
Pay From
Account | TCTC Checking =
Checkboo |0ffice book "’I

Mext Mumber: 2526
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Goldenseal will ask you which account to use for payment. If you choose a Lesson Thirty_ Seven: Bank Checks
checking account, you also can decide which checkbook to use. .

Click OK, and Goldenseal will automatically create a bank payment for In this lesson you will learn how to use the checking transaction window,
every vendor that has a check mark in the Pay column. and how to enter bank checks.
NOTE: See Lesson 31 for bank accounts, Lesson 38 for bank payments
Printin g an d Savin g R ep orts and transfers, and Lesson 44 for deposits.
To get a printed report for all items in the current window, click the Print . .
Report button. You will then see a dialog from your printer— set it up, then Checking Transactions
click OK or Print. Checking transactions are very similar to the expense transactions shown in
To get a text file that contains all the information in the current window, earlier lessons. To see checking transactions, follow these steps:
click the Save As Text button. You’ll be asked where to save the text file. 1. Choose Checking Transactions from the Bank menu, then choose one
Choose a location, give the file a name, then click Save. You can then switch of the checking accounts from the submenu.
to a word processor or spreadsheet program to open the file.
Checking Transactions: TCTC Checking H=] E3
. Q 7 | Account{TcTC Checking | ©© Type[gamcchedc <] Reconcite] =)
Expense POStlng A Checkbook Date 727104 2526 =
After you pay for an expense, Goldenseal automatically changes the status tems: 7
of the original transaction to Paid, and closes it. il Fay Te 'IW_IE' Transaction Paid Mseral Purh
Account | Mirrar & Gl =
HINT: See page 244 for more about closed transactions. New | s e el a1 chaces =
If you make a partial payment for an expense, the expense will have Part Caylige Miror & Class Amount
Paid status, and the remaining balance will show up in the Pay Bills report. B _
reakdown Fifty-four dallars exactly
If you overpay for a transaction, Goldenseal marks the transaction as paid, I T — N
and adds the excess to the ‘on account’ balance with that vendor. The next 585510 khaca, MY 14850
time you pay bills, Goldenseal subtracts the ‘on account’ balance from the Job Class  Overhead
amount you owe. Comments Job i J b
? Category & J
Finishing Up LeLEd | o
In this lesson you have used the Pay Bills command to look at your . . . .
Accounts Pa };bl e and pav vour bil}ll S y 2. You'll see a transaction window that contains all transactions for one
y payy ' checking account.
This might be a good time for a break. Have you cleaned out your hat closet
recently? You might consider donating some of your older hats to the local .
Adopt—ya—Hat proggram. 8 Y Bank Transaction Menus
Don’t forget that the leading cause of baldness is abrasive hats. You might gl}ll iieoe;ffetwo ways to view bank transactions— one account at a time, or
want to consider using aluminum foil to line the underside of your favorite )
headgear. As a bonus, it will reflect thoughts back into your brain, and in- To view transactions for just one checking account, click on the Checking
crease your intelligence by up to 17% (and more). Transactions menu, then choose a checking account from the submenu.
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NOTE: You can only have one Checking Transaction window open at a
time. If you already have a window open for a different checking
account’s transactions, Goldenseal will close it before it opens the new
checking transaction window.

To view all checking transactions at once, click on the Checking
Transactions menu, then choose All Accounts from the bottom of the
submenu. You'll see all checking transactions for all checking accounts.

Bank Account Field

The bank account field is at the top of the window, immediately to the right
of the browse controls.

When you are viewing transactions for just one bank account, the bank ac-
count is always the same, and you can’t change it. New transactions will
always use the same account.

HINT: To see details about the bank account, choose Main Account
from the View menu, or double-click on the account name.

When you view all accounts in one window, you can enter any bank
account for new records.

NOTE: Goldenseal does not allow you to change the bank account for
previous transactions.

Transaction Types

When you create a new bank transaction, choose the transaction type from
the Type popup menu at top center. When you change the transaction type,
the fields in the main window will also change.

NOTE: Goldenseal only lets you change the transaction type for the
most recent transaction.

You can enter any of five different transaction types. Use the following
transaction types for payments that go out of a bank account:

Check— for regular hand-written or printed checks (available only in
Checking, Loan and Escrow Accounts). Covered in this lesson.

Payment— for withdrawals, debit and credit card purchases, automatic
fund transfers, and other forms of payment that don’t use a
sequential check number. Covered in Lesson 38.

Transfer Out— for bank service charges, and money that you are moving
to other bank accounts. Covered in Lesson 38.
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Use the following transaction types for money that goes into a bank
account.

Deposit— for money that you put into an account from sales or bill
payments. Covered in Lesson 44.

Transfer In— for interest income, and money that you are moving in from
other bank accounts. Covered in Lesson 38.

Reconcile Field

Use the Reconcile field to match your computer records against the bank
statement, to make sure your balance is correct. There is more about
reconciling on page 287.

Running Totals

Each bank transaction shows a running total for the bank account— which
it calculates from the account starting balance, adjusted by the current
transaction and all previous transactions.

If the running total is positive, it means you have money in the account. If it
is negative, it means the bank is storing negative currency for you.

HINT: Negative currency is red, not green, and it has pictures of bad
former presidents instead of good ones.

To see the current balance, scroll to the last Bank Transaction record, or
check the Current Balance field in the bank account. Of course your actual
bank balance may be different, since transactions usually don’t clear in the
same order as they are entered.

Creating Checks

You will probably enter most checks automatically with the Pay Bills
command (see Lesson 36) or the Write Payroll command (see Lesson 46),
or by instant purchases from an expense transaction (see page 242).

You can also enter checks one at a time— especially if you have already
written the paper check before entering it into Goldenseal. When you enter
checks directly into Goldenseal, you need to “account for’ the payment.
Usually you do that by referencing one or more expense transactions.

The following sections explain how to enter checks for specific situations.
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Paying For One Expense Transaction
To write a check for one unpaid expense transaction, follow these steps:

1. Choose Checkbook Transactions from the Bank menu, then choose a
bank account from the submenu.

2. Click the New button.

3. Enter the payee type, and the account being paid.

4. In the Transaction Paid field, choose the type of transaction that this
payment covers— for example, a material purchase.

Transaction Paid |Materia| Furchase vl
Reference " || looking glass
rmagic mirror
Amount $0.00

wanity glass

*More *
#htiew This Material Furchazse®

5. The Reference field shows all unpaid transactions for the account you
have entered. Choose the item that you want to pay (you can type a
name into the Reference field, or click on the popup button to the right
of the field to see a list of all unpaid items).

Checking Transactions: TCTC Checking

== Accuunﬂ Tc'rc(:heckmg Type [k ook = RecunmleEl
Q Al checkbook Date 7/27/04 2526 =]
tems: 7
Found 7 Pay To Transaction Paid

New |= Account | Cayuga birror & Glsss (=) Reference |mirror shades | =
Status ECayuga Mirrar & Glass Amount $54.00
Breakdown Fitty-four dollars exactly

Address 302 Willow: A !

Run Total: . h?\\r‘r\‘1 4';55'0 Tax Class [Materigis

$3935.10 '

Job Clags  Overhead
Comments Job i b
Category i
) -

(48| e

6. Goldenseal automatically enters the correct amount to cover this
transaction. When you complete the bank check, it marks the original
expense transaction as paid.

HINT: To see the transaction that this payment covers, choose Detail
Transaction from the View menu.
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Paying For Several Expense Transactions

To write a check to pay for several unpaid expense transactions from the
same vendor, you'll usually use the Pay Bills command (see page 257).

If you'd like to enter expense payments directly into a checking transaction,
follow these steps:

1. Choose Checkbook Transactions from the Bank menu, and choose a
checking account from the submenu.

2. Click the New button.

3. Enter Bank Check into the Type field near the top of the window.

4. Enter the payee type, and the account being paid.

5. Enter Purchase into the Breakdown popup menu.

Checking Transactions: TCTC Checking

s

tems: 12
Found 12

MNew |[=l
slatys

Breakdown

Purchase w

Run Tatal:
-53 02297

Accuun‘té TCTC Checking Type Bank Check Reconcile | hdar-00 |E|

Checkbook  office book Date 7027104 2527

Pay To [moterial -]

|E| Amount

Account | Cayuga Lumber

Six thousand nine hundred fifty-eight and 7400 dollars

Comments Tax Class Waterials

By lnyvoice # Description Date Pending Currernt | PastDue | Adiust | TotslDue | ami Paid [ ]
+ ih20443  i2wd Bf23/00 $0.00 F0.00 $349.96: $509.93: $1,359.94: %1 35094 o
+ {998-006  ilumber Bf23/00 $0.00 F0.00 $11.88:  §30.00 4188 §4185
v 343 mare lumber Bf23/00 $0.00 F0.00 $2376:  §30.00 $3376:  HS3T6
LR mare lumber Bf23/00 $0.00 F0.00 $2376:  §30.00 $3376:  HS3T6
+ (T86-99 haterial Purchase £ 10/29/89 $0.00 JOO0: F207576:31 24546 §3 321 22533211 22

-

T ol

6. Goldenseal shows a breakdown table that automatically includes all
unpaid transactions for the selected account.

7. Turn on the check mark in the Pay column for each item that you want
to pay now. You can also change the amount in the Payment column,
to pay for just part of a transaction.

HINT: To see a transaction listed in the breakdown table, double-
click on any non-editable cell in the transaction’s row.
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Direct Purchases

You can make purchases directly from a bank transaction. Direct purchases
appear in job costs the same as regular expenses, although they can be more
difficult to find later (see the note at the bottom of this page).

To enter a direct purchase, follow these steps:
1. Choose Checkbook Transactions from the Bank menu, and choose a
checking account from the submenu.
2. Click the New button.
3. Enter Bank Check into the Type field near the top of the window.
4. Enter the payee type, and the account being paid.
5. Enter Category or Item into the Breakdown field.

NOTE: Don’t use a Purchase breakdown. That is for purchases that
were already entered as separate expense transactions.

6. Enter other details about the purchase.

Checking Transactions: TCTC Checking

Type | Bark Check = Reconcile : =

Q' 9 | Account] TCTC Checking

Checkbook Date 7.27i04 2528
tems: g
Found 9 Pay To Job Class
Hew |[=] Account {Bishops of fhaca = Job {[Branch Cffice Overhe:| (=l

{Bishops of thaca Inc

Iﬁlﬂlus_l Comments
Entered -
Breakdown :
Cateqory ™ [ Tax Class [Waterials
Run Tatal: H
3381064
Cozt Area Cateqory Subcat, ftem Linit Cost Size Gy, | fem Total | Tax
Material chic hat rack F7 5001 4 F30.00: #
Material "Flamingo Price" wallpape F12.50:r00 5 FE250: «
aterial igargoyle corner roosts 57 99:ea 4| $31.96 |
|

-

o
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Preferences from the Options menu, then choose Expenses from the
submenu. Turn off the Allow Direct Bank Purchases option.

HINT: When you enter expenses and pay by cash, check or credit card,
Goldenseal creates an ‘instant purchase’ bank transaction to handle the
payment (see page 242). It's just as easy as a direct purchase.

Paying On Account

You can make a payment ‘on account’” without applying it to a specific
transaction. Goldenseal subtracts the ‘on account’ balance from the amount
owed for purchases, the next time you use the Pay Bills command.

HINT: It is not hard to identify specific bills when you make payments
(see pages 265 to 266), so the only time you need to pay on account is
when you make a payment before you enter the purchases.

To pay a vendor ‘on account’, follow these steps:
1. Choose Checking Transactions from the Bank menu, then choose the
account that is the source of the cash.
2. Click the New button.
3. Enter Payment into the Type field near the top of the window.
4. Enter the payee type, and the account being paid.
5. Enter Paid On Account into the Transaction Paid field.

Should you Use Direct Bank Purchases?

Purchases entered directly into a bank transaction can be difficult to find
later, especially if you don’t remember how you paid for the item. So it’s
usually better to not use direct purchases.

To forbid direct payment of expenses from a bank account, choose
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Q 10| Aecount  TCTC Checking Type Reconcite[ ][
A Checkbook Date 727104 2529 =
ttems: 10
Found 10 Pay To Transaction Paid
New |=1 Account [ Aguvay = Reference § :
Status | Spwvay Farm & Home Center Amount $100.00
Entered -
Breakdown One hundred dollars exactly
Mone -
] Address 213 S Fulton St Tax Class Materials
R i thaca, Ny 14850
53,70065
Job Class  Project
Comments Job i fezm
Category ©
m | [ b
w | all

6. Enter the payment amount into the Amount field.
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Writing Checks to Other Bank Accounts

To write a check that transfers funds to another of your bank accounts
(including Cash accounts), follow these steps:

1. Choose Checking Transactions from the Bank menu, then choose a
bank account from the submenu.

2. Click the New button.

3. Enter the class of the receiving account into the Pay To field.

4. Enter the account into the Account field.

5. Enter other information about the check.

6. When you complete the transaction, Goldenseal automatically creates
a compensating Transfer In transaction in the receiving account.

HINT: To pay bank service charges, or to transfer funds in any way

other than by check, use a Transfer Out transaction (see Lesson 38).

When you transfer money between two bank accounts, the transaction is
considered as an internal transfer— it is neither an expense nor income.

NOTE: If you write checks to pay for bank service charges, you will
need to enter the bank as an Other Cost account. That is not necessary
if bank charges are debited directly from the account (see page 272).

Printing Checks
To print checks onto pre-printed forms, follow these steps:

1. Put any brand of pre-printed check forms into your printer.

HINT: If you are just starting out, it's a good idea to print onto plain
paper first. Different printers have different margins, and you may
need to change the form layout to get it to look right (see Lesson 21).

2. Choose Print Forms from the File menu.

Print Forms E |

Transaction | Checking Transactions "l
Form Type |3 Ck per Paga "'I
Record | Unprinted Checks "l

ltemns To Print &

Cancel |

2. Choose Bank Checks as a Transaction.
3. Choose one of the check forms as a Form Type.
4. Choose Unprinted Checks, or one of the other record ranges.
5. Click the Print button.
NOTE: There is more about the Print Forms command in Lesson 19.

Viewing Transaction Links

When you are viewing a paid expense, choose Payment Transaction from
the View menu to see the bank transaction that made the payment.

When you are viewing a bank check or bank payment that pays for one
expense, choose Details Transaction from the View menu to see the item
that was paid.

When you are viewing a bank check or bank payment that includes a
breakdown of several transactions, double-click in any non-editable cell in
a transaction’s row to see that transaction.

Bank Reports

To see a list of all checking transactions, choose Banking from the Reports
menu, then choose Checking Transactions from the submenu. Other
commands in the Banking menu show you other bank transactions.

HINT: There is more about using reports in Lesson 20.

The Checking Transaction Report is like a checkbook register-- it shows one
transaction per line, with just the most basic information.

If you double-click on a checking transaction in the report, you'll see more
details for that transaction.

Finishing Up
In this Lesson you have seen how to enter checks.

Now that you are experienced with Goldenseal’s check-writing features,
why don’t you have some fun writing sample checks to friends, technical
writers, and charitable organizations such as tech writer support groups?

Of course, if you don’t want to actually send the checks, you can always
use a stapler or duct tape to turn them into chic watermarked hats, just the
right size for the smaller pets in your life.
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Lesson Thirty-Eight: More Bank Payments

Bank payments are very similar to bank checks— the only difference is that

Bank Transactions they don’t have sequential check numbers.
This lesson shows how to handle bank payments, interest, bank service Use bank payments for any of the following:
charges, and transfers between bank accounts. e Electronic payments, wire transfers and ‘e-checks’
It also explains how to reconcile your bank records, and how Goldenseal * Automatic transfers
“posts’ financial information after you complete a bank transaction. * Credit card and debit card purchases

e ATM withdrawals

Other Bank Transactions e Cash payments

The six other classes of bank transactions are very similar to checking
transactions. For each of them you will set up accounts, and then enter
bank transactions when you move money in and out of the accounts.

Goldenseal creates most bank payments automatically when you make an
‘instant purchase” and pay by cash, credit card or checking debit (see

page 242). It also creates bank payments if you use the Pay Bills command
and pay by something other than a check.

You can use any of the following bank transactions: To enter a payment from a cash account, follow these steps:

Cash— for petty cash, cash registers or cash drawers, cash stuffed into
mattresses, piggy banks, or any other cash in your possession.

Checking— for checking accounts (using sequential checks).

Investment— for CD’s, IRA’s, stocks, bonds, precious metals and other
investments. This is a catch-all class that you can use for any business
asset that doesn’t fit into one of the other asset classes.

Savings— for bank accounts that don’t use sequential checks.

Credit Cards—for credit cards that you pay via a monthly statement
NOTE: You do not need a Credit Card account for debit cards "2 | Account pcte pey Cocn 1] Typolramer v] Reconcie] IS}

1. Choose Cash Transactions from the Bank menu.

2. Click the New button.

3. Enter a Payee Type, and the account to whom you’re making the
payment.

4. Enter other details for the payment. You can make the same types of
payments as for checking transactions (see Lesson 37).

2
(where the money is withdrawn from your bank account). Instead, Q .
ion f he bank f hich fund FAY Date 7/27i04 3 =
enter a payment transaction for the bank account from which funds Pay To [ subsortractor <] _
are taken. You also don’t need Credit Card accounts for vendor g Account {Pad beioreann Pantrel S B
accounts, even if you have a plastic card. Just handle it through the T L8 i None d
regular Accounts Payable (see Lessons 33 and 36). New | -LauiPetercanp Painting Frofe Transaction Paid [ Subcontrsotor il ]
Loans— for notes, lines of credit, installment loans, and any other debts. Gtatus Armount T Reference | punch list work =
[Etered ] mou | =
Escrows— for bank accounts that you manage on behalf of others. ==
Breakdown Comments Tax Class Subcontractors
Escrow accounts do not show up on your balance sheet at all.
You access all bank transactions through menu commands in the Bank Fun Total: Job Class Project
menu, similar to the way you handle checking transactions. $73.08 : —
Job & &non privacy screens PR lF —
EXAMPLES: To move money into or out of a Cash account, choose : o
. . 9 Category & Computers
Cash Transactions from the Bank menu. To move money into or out of a B o e
Credit Card account, choose Credit Card Transactions from the Bank EE = <]
menu.
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Bank Service Charges

Use a Transfer Out to enter check printing charges, monthly account fees,
over-limit fees, charges for returned deposits, and any other charges or fees
that you pay directly to the bank.

To enter a service charge for a Checking account, follow these steps:

1. Choose Checkbook Transactions from the Bank menu, then choose the
account to which the charge applies.

2. Click the New button.

3. Enter Transfer Out into the Type field at the top of the window.

4. Enter Other Charge in the Transfer To field.

5. Press the Tab key, and enter the amount of the charge.

Checking Transactions: TCTC Checking

Earned Interest

Use a Transfer In to enter interest that you earn on any type of bank
account.

To enter interest earned from an Investment account, follow these steps:

1. Choose Investment Transactions from the Bank menu, then choose the
account into which the interest is credited.

2. Click the New button.

3. Enter Transfer In into the Type field at the top of the window.

4. Enter Interest Received in the Transfer To field.

5. Press the Tab key, and enter the amount of interest earned.

Investment Transactions: Pink Flamingo Futures

Q' 11 | Account: TCTC Checking Type Reconcile =
Transfer To [ther Charge -] Date 712704 g -l
ftems: 1
Found 11 Account ; Conditions [None -]
New |[=] Amount $1200 Job Class [ Overhead -]
Status — Job | Basic Overhead |=k
Comments |check printing charge ;
Cateqgory | Bank Service Charges ||E|
Breakdown g
Mone
Tax Class Bank Fees Transact. Ref ©
Run Tatal: i
§3 658 .65
S 4] l—l

6. Press the Tab key again, and enter any comments about the transfer.
7. Enter the form of transfer into the Conditions field.
8. Enter job cost information into the Job Class, Job and Category fields.

You probably will assign the cost to an Overhead account, but you
can also assign it to a specific customer, project or other job account.

Interest Charges

When you pay interest on a loan or credit card account, enter it exactly the

same as a service charge, but enter Interest Paid into the Transfer To popup
field.
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nccuunté Pink Flamingo Future: Type __Tmnsfer In - Reconcile El
Transfer From [ Interest Received | Date 7274 2 J
tems: 1 H
Founc 1 Account ; Conditions | None -]
M = Amount §141.25 Job Class [ overhead -]
status -
—— Job | Basic Overhean =
Breakdown Category |Interest =
Hane
Tax Class [nterest income H
Run Totak Transact. Ref i
$7,141.25
wE| -
6. Enter job cost information into the Job Class, Job and Category fields.
You probably will assign the interest income to an Overhead account,
but you can also assign it to a specific customer, project or other job
account.
Other Credits

When you receive a miscellaneous non-interest credit directly from a bank
account, enter it exactly the same as earned interest, but enter Other Credit
into the Transfer From popup field.
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Transfers Between Accounts

Use bank transfers to shift money from one bank account to another. For
example, to transfer funds from an investment account to a checking
account, follow these steps:

One-Time Payments

If you need to make a payment to someone and don’t want to set up an
account for them, follow these steps:

1. Set up a cost account for ‘one time’ payees, and turn on the Allow

1. Choose Checking Transactions from the Bank menu, then choose the
account into which funds will be deposited.

2. Click the New button.

3. Enter Transfer In into the Type field at the top of the window.

4. Enter Investment Account in the Transfer From field.

5. Enter the account that is the source of funds into the Account field.
6. Enter the amount of the transfer.

One-Time Names checkbox (see page 243).
2. Enter a check or bank payment to that account.
3. Turn on the One-Time checkbox, and type in a payee name.

Tax Class Field

Every bank transaction includes a Tax Class field, which classifies your
cash income and expenses for income tax reporting (see page 354).

Checking Transactions: TCTC Checking

Q- 12 | Account, TCTC Checking | | Type[Tmnstern  ~] Reconcile]  |i=)

Goldenseal automatically enters a basic tax class for each transaction,
based on the transaction type and the main account class.

i i Transfer From o il 0 - To assign a different tax class to an account, follow these steps:
IS i - . .
Found 12 Account {Pink Flamingo Futures |} Conditions 1. Choose Material Suppliers from the Accounts menu.
New | =1 Amount Job Chass | Frojct 2. Find the account you’d like to change.
Status : : L e 3. Enter a cost category into the Income Tax Class field.
Comments ;23?;.;‘.’;’]3?;’;’ :]:;i;ﬁgﬁeﬂ Cotegory & _| 4. Goldenseal will automatically use the new tax category for all
Hone ' payments to that supplier.
Run Tctal ToClass Transiers fr Transact. Ref ; =l
v sttt . .
Bank Transaction Posting
BT - Every bank transaction must be “accounted for’. You must apply it to an
[ e 4] >

expense or income transaction, apply it to multiple items with a break-

. down, or use it as a payment ‘on account’ so it covers future transactions.
7. Press the Enter key to complete the transaction. pay

Goldenseal automatically ‘posts” each bank transaction. It will either mark
another transaction as paid, or it will change the “on account’ balance in the
account that made or received the payment.

Follow the same steps to handle other transfers such as an ATM
withdrawal that you put into a Cash account, a transfer from savings to
checking, or an automatic bank payment to a loan account.

N OTE: If you write a check to transfer funds, enter a Check transaction Bank Checks and Bank Payments
instead of a transfer (see page 261).
If a bank check or bank payment has no breakdown, use the Payment Type

When you enter a Transfer In, Goldenseal automatically creates a Transfer field to determine how to apply the payment.

Out in the other bank account. To see the offsetting transaction, double-

click in the Transaction Ref field at lower right. e If you apply the payment to a specific expense transaction, Goldenseal

changes the status of that transaction to Paid.

e If you pay on account, Goldenseal adds a vendor credit that applies to
future transactions.

NOTE: If you are viewing transactions for just one account and you’ve
made a transfer to another account of the same type, Goldenseal won’t
be able to display it.
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If the transaction has a Category or Item breakdown, Goldenseal considers
it to be an expense transaction. Job cost reports will include the transaction,
the same as a regular material purchase (or other expense transaction).

NOTE: Category and Item breakdowns are not available if the Allow
Direct Bank Purchases checkbox is turned off in the Expense
Preferences window (see pages 266-267).

If the transaction uses a Purchase breakdown, Goldenseal applies the
payment to the listed purchases.

Deposits

If a deposit has no breakdown, use the Payment Type field to determine
how to apply the deposit.

e If you apply the payment to a specific income transaction, Goldenseal
will change the status of that transaction to Paid.

e If you enter it as a payment received on account, the customer gets a
credit that will apply to future transactions.

HINT: To view the ‘on account’ balance for an account, open the
browser window for that account and check the calculated values at
the bottom right corner of the window.

If the deposit uses a Payment breakdown, Goldenseal applies the deposit
to the listed items.

NOTE: For more about Deposits, see Lesson 44.

Transfers In and Out

If you enter a Transfer In or a Transfer Out for another bank account,
Goldenseal considers the transaction to be a simple transfer between
accounts. The two account balances are changed, but no other posting is
done.

If a Transfer In is for Interest Received or Other Credit, you can assign the
income to any job account. Usually you will add it to an Overhead account,
but you can also assign it to another type of account. Goldenseal posts the
job costs, but doesn’t post to any accounts.

If a Transfer Out is for Interest Paid or Other Charge, you can assign the
cost to any job account. Usually you will add it to an Overhead account,
but you can also assign it to another type of account. Goldenseal posts the
job costs, but doesn’t post to any accounts.
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Reconciling
The Reconcile command matches your records against the bank statement.
HINT: If an employee enters checks, then an owner or a different

employee should always do the reconcile (and investigate any suspicious
items). It's a good way to catch fraud, or prevent it in the first place.

Before you start reconciling, set up reconcile periods for each statement
period you'll be reconciling. To do so, follow these steps:

1. Choose Other Lists from the Options menu, then choose Reconcile
Periods from the submenu (see page 234).

2. Click the New button.

3. Type in a name for the period (e.g. month and year), then click OK.

4. Repeat steps 2 and 3 for each statement period.

Marking Cleared Transactions
Always start with the bank statement for the first month in which you
started using Goldenseal. Follow these steps to mark each cleared item:
1. Choose Checkbook Transactions from the Accounts menu, then choose
the checking account name from the submenu.

2. Browse through the bank records. If the statement shows that a
particular transaction has cleared, enter the current reconcile period
into the Reconcile field. Repeat for each transaction that has cleared.

Reconciling against the Statement

After you have marked cleared transactions in the Statement field, you can
reconcile your totals against the bank statement. Follow these steps:
1. Choose Checking Transactions from the Bank menu, and choose an
account from the submenu.
2. Choose Reconcile from the Bank menu.

Reconcile

Calculate Current Balance For:
TCTC Checking

Statemnent Period {iar-00 |=
Cancel |

3. Enter the reconcile period that you used for this period, then click OK.
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Statement balance should be $5 585 65,

This period includes:

Checks $341.78 h
Fayrments $11.88 1
Deposits F20.00 1
Transfers Cut $12.00 1
Transfers In $2,030.00 2

4. Check the computer balances against the bank statement.

5. If the balance does not match the bank statement balance, check for
errors, and repeat the reconcile process until it matches.

Reconciling Multiple Periods
If you need to reconcile several month’s worth of bank statements, you'll
need to do them in proper sequence. Follow these steps:

1. Start with the oldest statement.

2. Go through the reconciling process described in the previous section. If
necessary, adjust the account’s starting balance so Goldenseal’s
reconcile balance is exactly the same as the bank statement balance.

3. Move to the next oldest statement.
4. Reconcile that statement so it matches exactly.
5. Repeat steps 3 and 4 until you have finished all bank statements.

Cash Accounting

Cash accounting is based on when money changes hands. You can get that
information from your bank transactions, since all cash income is deposited
to a bank account, and all cash expenses are paid out of a bank account.

HINT: In this case, cash accounting covers income and expenses in
cash, checking, credit card, investment, loan and savings transactions.

To see all of your bank transactions in one place, follow these steps:

1. Choose Banking from the Reports menu, and choose All Bank
Transactions from the submenu.

2. Enter a date range.
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3. Click the Update button. You'll see a simple list of all cash
transactions during the time period.

To see a breakdown of cash income that you can use for income taxes or
detailed income statements, follow these steps:

1. Choose Taxes from the Reports menu, and choose Income Tax Report
from the submenu.
2. Enter a date range.

3. Click the Update button. You'll see a list of all cash transactions
during the time period, broken down by tax classes.

Accrual Accounting

Accrual accounting is based on when expenses and income are actually in
place— usually when goods or services are delivered or installed.

You can get accrual information from your expense transactions—
equipment hours, labor hours, inventory used, material purchases,
subcontractor costs and other costs.

To see a report of accrued expenses, follow these steps:
1. Choose Expenses from the Reports menu, and choose All Expenses
from the submenu.
2. Enter a date range.
3. Click the Update button. You'll see a simple list of all accrued expense
transactions during the time period.

Get accrued income figures from your Sales transactions and project Billing
Records.

Finishing Up
In this lesson you’ve learned how to make bank transfers to handle interest,

service charges and transfers between accounts. You might want to take a
break now, and fix some dinner.

Remember, a crisp dollar bill is a welcome addition to any salad. It has
zero calories and it’s jam-packed with fiber.

HINT: Smart chefs ‘de-vein’ larger denominations by removing the
colored plastic strip from the left side of the bill. Use a freshly honed
filleting knife, and save the strips to make an attractive garnish.
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Lesson Thirty-Nine: Job Costs

The Job Cost command shows you a ‘quick report” of costs and income for
each of your projects, customers, and other jobs.

Looking at job costs is a valuable way to manage your business. It shows
the profitability of each part of your business, and helps you to increase the
accuracy of your project cost estimates.

Viewing Job Costs

Goldenseal lets you see the current financial state of each job very quickly.
To see a summary of job costs, follow these steps:

1. Choose Job Costs from the Costs menu.

Job Costs

Jobs 13 Total Costs 22 24400 Job Types

Total §107 609.00 Total Income $392.00

Job Equip. Labor | Material | Subs Other | O'head |Total Cost| Budget | Income |T
Peach Pit Bath Rem F205 66 1,307 F535 0 F0 2,113 2,330 0
Albary St Repairs 0 §0 kili] 30 F0 0 kili] 30 F0
Anon Billboards PP F0 a0 F16 FEE4 -§5 F0 F7EE 2,768 360
ANON privacy scre 30 2685 474 $60 10 30 $1,324;  §23420 10
Anonymous- Bath 0 §0 0 30 k1] 0 0 4,204 10
Bananas inhouse F0 0 4,466 0 0 F0 F4,466: 17 561 0
Bananas outhouse §438 136 12,345 30 0 0 2,935 §3,944 0
Joe Apple- Bath PP -315 Fa62 1,014 652 10 F0 $2,143 0 0
Jog Apple- Deck TE 245 518 160 30 0 30 $323 §1,235 32
Joe Apple- Kitchen F0 F536 1,427 1,109 F475 F0 §3,547 1,567 0
Peach Pit Remadel 30 662 12462 0 30 30 F3127;  §49,969 30 _I
L T P AP o 1 X 1 T AT T A LYY T T A Adm LYY &

Pr|ntHeport| Save as Text | Details shown on Double-click | Category Breakdoun | Claze I

2. You will see a listing of projects, with a simple cost analysis for each.

The first five columns for each job show the five basic expense classes, with
the amount that has been posted to each project. The next column shows
the amount of overhead allocated to the job.

The final three columns show the total costs for each job (from expense
transactions), the original budget amount (from the project estimate), and
the amount of income received (from deposits and payment receipts).
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Category Breakdowns

To see a detailed breakdown of costs by cost category, double-click
anywhere in the row of the job you’d like to see.

Job Peach Pit Remodel Draw Total Costs F2 97365

Category Equip. Labor Material Subs Other Total Changes Budget Income F
Site Preparation F0.00 $0.00 F3.24 F0.00 $0.00 $3.24 F0.00 F0.00 F0.00
Excavation $0.00¢  $500.00 F40.00 F0.00 §0.00i  §540.00 $0.00¢  $300.00 F0.00
Masonry F0.00 $0.00 F0.00 F0.00 $0.00 F0.00 $0.00; $1,150.00 F0.00
Framing $0.00 $0.00 $2.00 F0.00 $0.00 $2.00 $0.00! $1,950.00 F0.00
Roofing F0.00 $0.00 F32.40 F0.00 $0.00 3240 $0.00; §5,770.00 F0.00
Windows $0.00 $30.00¢  $311.04 F0.00 §0.00i  $401.040  $406081 §1,12000 F0.00 __|
HyvAC F0.00 $0.00; F1 92000 F0.00 §0.00; $1,920.00 F0.00 F0.00 F0.00
Siding $0.00 $0.00 $0.00 F0.00 $0.00 $0.00 $0.00i $2,800.00 F0.00
Wil & Ceiling Fini F0.00 $0.00 F0.00 F0.00 $0.00 F0.00 $0.00; $1,200.00 F0.00 LI

Frint Fiepart I Save az Text |

You'll see a list of cost categories, along with the expense amounts posted
to each category.

NOTE: The breakdown will only show categories that have a contract
amount or an expense amount. If you’d like to include all cost categories
in the display, hold down the Shift key when you double-click on the
row.

To "drill down" to see further details for costs within a category, double-
click in its row. If the selected category has subcategories, you'll see a list of
its subcategories, with a breakdown for each. If the selected category does
not have subcategories, you'll see a breakdown of expense items.

HINT: To bypass the subcategory display, hold down the Shift key
when you double-click on the row. That way you’ll see a list of cost
items for the category.

When you are finished viewing the category breakdown, click the Close
button, and you will return to the list of jobs.
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Item Breakdowns
To see a breakdown of specific cost items for a job, follow these steps:

1. Choose Job Costs from the Costs menu.
2. Click on the Details popup menu at the bottom of the window, and
choose Item Breakdown.
3. Double-click in the row of the job for which you’d like to see a list of
items.
HINT: If you double-click in the Job column, you'll see a list of all
costs. If you double-click in the column for one of the expense
classes, you'll only see items of that class.

Job Cost Items E
Job Peach Pit Remodel Draw Total Costs 2973 68
hem Supplier Type Category Date Amount Billed Paid E
MiSC repairs Wlliam Styron Labor Excavation 8/5400 $300.00 $0.00 $0.00
fix faucet Captain Ahak Labor Plumbing Finizk 943400 §75.00 $0.00 $0.00
inztall windows  iKurt Wonnegut Labor Windowws SM 2400 $90.00 $0.00 $0.00
small purchaze  Bishops of thaca (Materialz  Roofing 101789 3240 $0.00 $32.40
duct furnace pleniCayuga Lumber  iMaterials  HWAC 1002989 ¢ §$1,5920.00 $0.00 $0.00
13 furring Cayugs Lumber  iMaterialz  Framing 10/29/99 F2.00 $0.00 $0.00
gasoline Connemara Equip iMaterials  Site Preparatior 1042999 3324 $0.00 $0.00
windowes- TrimbingCayuga Lumber  iMaterialz Windows SM 2400 $311.04 $0.00 $0.00
Cost Transfer 3 iPeach Pit RemodeliMaterials | Excavation 1042:5/99 $40.00 $0.00 $0.00
-
CUBRRT RSO Y] Save as Tea |

4. A list of specific cost items will be shown.

NOTE: Material and other cost amounts are the same as the amount
of the expense transaction. Equipment, labor and subcontractor costs
are based on the Job Cost Amount in the expense transaction.

Location Breakdowns
To see a breakdown of job costs by location, follow these steps:

1. Choose Job Costs from the Costs menu.
2. Click on the Details popup menu at the bottom of the window, and
choose Location Breakdown.

3. Double-click in the row of the job for which you’d like to see the
breakdown.

Location Breakdown

Job Jos Apple- Kitchen Draw Total Costs $3546 .94
Location Equip. Labor Material Subs Other Total Changes | Budget Income IT
Entry $0.00 $0.00;  $237.60 $0.00 $0.00 F237.60 $0.00 $0.00 $0.00
Kitchen F0.00:  §535.800 $1,102.35 $1,109.358; $475.05) §3,222.34 $0.00 $0.00 $0.00
*Unallocated* $0.00 $0.00 57.00 $0.00 $0.00 $57.00: H1,196.64 39999 $0.00
=
Print Report I Save agz Text I

4. You'll see a list of locations for the job, with job costs for each.

Viewing Other Job Types

To see costs for other types of jobs, use the Job Types menu at the upper
right corner of the main Job Cost window.

You can view job costs for any of the following account classes:

Projects— Totals for active or completed projects.
Customers— Totals for job costs assigned directly to customers.

Equipment— Expenses used to maintain equipment, and income that re-
sults from equipment use.

Real Estate— Expenses used to maintain real properties, and income that
results from rentals.

Investments— Expenses used to maintain investments, and income that
results from the investment.

Overhead— Expenses assigned to Overhead accounts, and income that
results from overhead allocations.

Progress Tracking

You can use the Job Costs command to track project completion, and get a
prediction of the final project cost.

NOTE: The completion percentages are also used for progress payment
billing (see page 310).
To track progress by cost category, follow these steps:

1. Choose Job Costs from the Costs menu.
2. Click on the Details popup menu at the bottom of the window, and
choose Progress by Category.
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3. Double-click in the row of the job for which you’d like to see the

breakdown.

Job Cost Progress |

Job Peach Pit Remaodel Costs To Date 2 93363 Predicted Cost 340,414 .94

Budget  §45 56230 Value §1,002.50 2% Predicted Profit 5,147 56

Category Budget |Cost To Date % Done | Current Val.| Predicted Variance |War % |T|
General Conditions F0.00 F0.00 0% F0.00 F0.00 F0.00 0%
Site Preparation F0.00 §3.24 100% F0.00 §3.24 -§3.24 0%
Excawation F300.00 Fa00.00 100% F300.00 Fa00.00 -f200.00; BV
Concrete Fo.0o Fo.0o 0% Fo.0o F0.00 Fo.o0 0%
Mazonry $1,150.00 F0.00 0% F0.00 $1,1320.00 F0.00 0%
Framing $1,950.00 F2.00 0% F0.00 $1,9320.00 F0.00 0%
Irorwork §0.00 §0.00 0% §0.00 $0.00 $0.00 0%
Roafing $5,770.00 F32.40 2% F§285.50 F545.00 F5122.00; B89%
inciowy s F1,120.00 F401.04 45% Fa04.00 FEe1.20 FL2a.800  Z20%
Rough Plumbing F0.00 F0.00 0% F0.00 F0.00 F0.00 0%
Hy &C Fo.0o §1,920.00 :J% Fo.0o F0.00 Fo.o0 0%
Rough Electric F0.00 F0.00 0% F0.00 F0.00 F0.00 0% LI
Frint Repart | Save az Text I Cancel | ITI

4. You'll see a list of categories, and the costs to date for each.
5. Enter the percentage done for each category.

6. The predicted cost for each line item is shown in the Predicted column
for that row. The Variance columns show you the difference between
the predicted cost and the original budget— as both a dollar amount
and as a percentage.

7. The predicted cost and net profit for the entire project is shown at the
top of the dialog window.

8. To save the changes you have made, click OK. Click Cancel to leave
the progress window without saving changes.

To track progress by location within a project, follow these steps:

1. Choose Job Costs from the Costs menu.

2. Click on the Details popup menu at the bottom of the window, and
choose Progress by Location.

3. Double-click in the row of the job for which you’d like to see the
breakdown.
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4. You’'ll see a list of locations and the costs to date for each.
5. Enter the Percentage done for each location.

6. The predicted cost for each line item is shown in the Predicted column
for that row. The Variance column shows you the difference between
the predicted cost and the original budget.

7. The predicted cost and net profit for the entire project is shown at the
top of the dialog window.

8. To save the changes you have made, click OK. Click Cancel to leave
the progress window without saving changes.

Job Cost Reports

You can view job costs in several other formats using Reports (see Lesson
20). For example, the Job Costs by Category report shows you 'estimated vs
actual' costs for each category. The Job Costs by Subcategory report shows
you 'estimate vs actual' costs for each main category and smaller
subcategories.

Finishing Up
In this lesson, you've learned how to view job cost breakdowns, and how to
enter job progress so you can see a prediction of the final project cost.

You might want to take a break now for a walk to check out some of your
local wildlife. Do you have sea otters nearby? Mallard ducks? Moose?
Raccoons? Giant cockroaches?

Which animals would you like to see returning to your area someday?

Which animals do you think would look best wearing the chic hats that you
made in previous lessons? This might be a good time to clean out your hat
closet, and at the same time practice your wildlife-stalking skills.

HINT: It's hard to put a chic hat on a moose, and it’s even harder to
keep it there. You might want to consider adding Velcro strips on either
side, so it will stick to the antlers.
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Lesson Forty: Sales

This lesson shows you how to prepare for sales, and how to enter sales
transactions.

When to Use Sales Transactions
Use sales transactions for any of the following;:

* When you sell retail goods.
* When you sell wholesale goods.
* When you provide services to customers.

Do not use sales transactions for the following:

e If you will receive more than one payment for goods or services that
cost a relatively large amount. In that case, create a Project account
for the item and use a draw schedule or progress payment to handle
the payments (see Lesson 43).

e When you will bill for time and materials. In that case, create a time
and materials project for the item (see page 312).

* When you sell an expensive item and you’d like to track job costs for it
separately, rather than lumping it in with other work done for the
same customer. In that case, create a project for the item.

Sales Setup

Before you start making sales, there’s some setup you can do that will make
them work better. The next six pages cover sales setup.

Cost Items and Assemblies

If you plan to track inventory or you want to have Goldenseal calculate
prices automatically for you, create Cost Items for each item that you pur-
chase and sell. For more about cost items, see Lesson 13.

If you charge for services, create Assemblies to calculate the cost of each
service item that you provide. Assemblies are also helpful if you do
construction work, if you sell items that require some preparation work, if
you manufacture or assemble items, if you sell individual items from case

lots, or if you give package deals. For more about Assemblies, see Lesson
14.
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Customer Accounts

Create a customer account for each person or business who buys from you.
For more about customer accounts, see Lesson 9.

If you don’t know all of your customers by name, create one or more
customer accounts to handle ‘one time’ sales, and turn on the Allow One-
Time sales option in them (see page 291).

Delivery Methods

Delivery methods allow you to set up a delivery or shipping charges for
orders of different weight or dollar cost.

To enter delivery methods, choose Income Setup from the Income menu,
then choose Delivery Methods from the submenu (see page 236).

Discounts
If you give discounts to some customers, follow these steps:

1. Choose Income Setup from the Income menu, then choose Customer
Discounts from the submenu.

2. You'll see a list of customer discounts. To create a new discount, click

the New button.
Edit Customer Discount
Hame |Cor|tractu:|r Discourt |
Description | basic dizcount for regular
cartractors
et Type Dizcount | Ref #|
Tools 10% =
Hardware % 2
Pairt 10% 3
Mo Digcaunt 0% 4
Basic tems % G
“eanee | [ ok ]
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3. Each customer discount shows a list of item discounts. Enter the dis-
count that you give to this type of customer for each item, then click
OK.

4.1f you give different discounts for different items, choose Income Setup
from the Income menu, then choose Item Discounts from the submenu.
You can enter as many item and customer discounts as you need to
handle all the different discounts you offer.

5. Assign customer discounts in each customer account (see Lesson 9).
Assign item discounts in each cost item or assembly (see Lessons 13
and 14).

Customer Payment Terms
Use customer payment terms to set up billing intervals, due dates, and
other details for billed customers.
To enter a set of payment terms, follow these steps:

1. Choose Payment Terms from the Options menu, then choose
Customers from the submenu.

2. Click the New button.

Edit Customer Payment Term
Hame [1et 30 2% 10 Bill 15th | Base Date | 1071598
Comments

2004 Filing Defes
11504 o~

Form Message (Terms: et 30 2% discount for
paymert within 10 days. 2% per
month added to overdue halances,

INang

G504
Payment Due | 30| [ Days after Bil Date ]
Grace Period El days - |
Discount| 2% |[Percent ~| if paid by | 10| [ Days After Bill Date ]

Late Charge | 2% | [ Monthly Fate ] with minimum of £1.00

[ One Month Mazimum Charge
| ok |

3. Enter information about the payment terms.
NOTE: See page 232 for more about customer payment terms.

Payment Methods

The list of payment methods lets you identify forms of payment that you
receive. You will use payment methods when entering sales, payment
receipts and bank deposits.

To enter payment methods, follow these steps:

1. Choose Income Setup from the Income menu, then choose Payment
Methods from the submenu.

2. Click the New button.

Edit Payment Method |
Hame |Cheu:k | Currency Values
Comments For Customer §1.00
From Bank __$1 .00
Type
P = Transaction Fee Dollars
Discount

Pay Fee To (ither Cost

Usual Terms | & Account | | =1

™| Al Wariable Terms
¥ | Uze Custamer, Tems

e [ ok |

3. Enter a name for the payment method.

4. Enter the type of payment.

5.1f you give a discount for this payment method, fill in the amount.

6. For foreign currency, fill in the currency values— what you give to the
customer, and what the bank gives to you.

7. For payment methods that have a transaction fee, fill in the amount
and the account that receives payment.

8. For billed payment methods, fill in the usual payment terms.

When you make a sale that uses a Billed payment method, Goldenseal will
add it to Accounts Receivable (see Lesson 42). Sales that use other
payment methods are considered as cash sales, which you’ll deposit with
the Deposit Funds command (see Lesson 44).
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Sales Branches
Sales branches allow you to track sales separately for different locations.
To set up a sales branch, follow these steps:

1. Choose Income Setup from the Income menu, then choose Sales
Branches from the submenu.

2. Click the New button.

Edit Sales Branch

Hame |Main Branch

Description
Category System | Mo Categoriss =
Overhead Account | Basic Overhesd =1
Cash Account | Office Petty Cash | =

Sales Tax | Tompkins- City of thace|[=]:

Inventory Account | Office Inventary | =

Sales Commission | 5% Sales

3. Enter information about the sales branch.

When you enter sales, you can assign each transaction to a specific sales
branch.

Sales Tax

The Job Sales Tax command sets up the sales tax rates that you charge to
customers.

To create a sales tax, follow these steps:
1. Choose Income Setup from the Income menu, then choose Sales Tax
from the submenu.
2. Click the New button.
3. Enter the tax agency that collects the payment.

4. Enter the tax jurisdictions that receive a portion of this sales tax, and
the percentage for each.
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Edit Joh Sales Tax

Hame |Tnmpkin3- City of thaca |

Comments

Paid to | State Sales Tax | =

ltem Percent
Mewy York State 4%
ity of thaca 4 25% |

Total Rate 5.25%
Plus Fized Amount F0.00
Rounding

Cancel | ak I

5. Enter the way the sales tax amount is rounded.
You will use job sales taxes in estimates, sales, and project billing.

Unknown and One-Time Customers
If you make cash sales to customers that you don’t know, follow these
steps:
1. Create a Customer account to handle anonymous customers.
2. Create a Sale transaction (see page 292), and enter the account from
step 1 into the Sold To field.

If you make cash sales to customers that you do know but that aren’t
regular customers, follow these steps:

1. Create one or more Customer accounts to handle one-time customers.
In the account, turn on the Allow One-Time Names checkbox.

2. Create a Sale transaction (see page 292), and enter the account from
step 1 into the Sold To field.

3. Turn on the One-Time checkbox.
4. Type in the name of the customer.
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Sales Transactions
To enter sales transactions, follow these steps:
1. Choose Sales from the Income menu.
2. Click the New button.
3. Enter the customer to whom the sale is made.

4. If the sale is for one item, enter a brief description. Otherwise enter
Category or Items into the Breakdown popup (see the next section).
5. Fill in the delivery, price and sales tax fields.

Sales M= E3
= : Date 1272700 32465 =
s Sold To | Jos 'Bad Apple! =
fema: 12 EJDseph P Malapomado Jr i Conditions
Found 12 .
Brief Descrip. [frog bibs | Payment Method {Cash (=
New | | ; :
_ Terms i s
Status Delivery Method | Delivery S-10miles |[=
Sold
Delivery Charge §0.00 Comments
Breakdown b
Gross Price §130.00
Tax Rate {Cortland- non ity |[=0 $90.40 |E§§|
o More Info
Het Price
= = -
et of

6. Enter the payment method.
7.1f the item will be billed, enter payment terms.

8. Click the More Info button to enter the sales branch, sales rep, delivery
instructions and other details.

9. To print a sales receipt, choose Print Forms from the File menu.

Sale Breakdowns

You can itemize a sale with a list of multiple items. To do so, enter
Category or Items into the Breakdown popup field. A category breakdown
lets you type in the name of each item sold, while an item breakdown
shows specific Cost Items or Assemblies.

HINT: Sales breakdowns are almost identical to the category and item
breakdowns in expense transactions (see Lesson 34).
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If you use an Item breakdown, you can use a bar code scanner to enter
items by their UPC code. Goldenseal will automatically fill in the item
price, warn you about low inventory, adjust inventory quantities, and
automatically create a Purchase Order for items that are out of stock.

HINT: See Lesson 47 for more about inventory tracking.

You can save time by setting up templates for your typical sales
transactions. That way you won't need to fill in all the details every time.
For more about templates, see Lesson 24.

Viewing Sales Links

Choose Customer Account from the View menu to see more about the
customer account.

Choose Payment Transaction from the View menu to see the record of
payment for a sale (a payment receipt or a deposit). Choose Deposit
Transaction to see the deposit transaction.

If a Sale transaction has an Item breakdown, you can double-click on any
non-editable cell to see the Cost Item or Assembly for that row.

Finishing Up
In this lesson you have learned how to enter sales transactions. You'll now
be able to sell anything— chic hats, pet flamingos, your soul, your DNA.

Speaking of genetic codes, did you know that Goldenseal contains over 6
million lines of code in the C++ programming language? No wonder it took
us more than 5 years just to finish the first version.

About half of the code is for the basic human interface— what you see on
the screen, and the way things work in clairvoyant fields, tables and all the
other Goldenseal components. The other half of the code handles the data
objects and the many details of business accounting.

There’s no simple conversion factor between programming code and genetic
code, but even the fanciest computer program is still much less complex
than something as simple as a fruit fly.

“Time flies like an arrow. Fruit flies like a banana.” -- Groucho Marx
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Lesson Forty-One: Rental
Management

This lesson shows you how to handle rental properties. If you don’t own or
manage rental properties, you can skip this lesson.

NOTE: You can also use the rental management features for long-term
equipment leases. For short-term equipment rentals or for leases that
include sales tax, use Sales transactions instead (see Lesson 40).

Rental Units

To enter info about your rental units, follow these steps:
1. Choose Real Estate from the Accounts menu.

2. Double-click on an existing rental unit in the table, or click the Add
Rental Unit button to add a new unit.

Edit Rental Unit
Hame |SW1 Berm | v Bath [ Laundry
Comments [ Deck [V Parking
[ Internet " Rent Contral
v Kitchen [ Allow Subsidized
Property | 114 Delavware Ave |E| Size 450
Payment Terms | Standard Morthly =1 Bedrooms
Rental Type currentLease
Rent Amount $450.00 UG TELET
Details Lease Start
Lease End
Picture |

g ok |

Leases
When you sign a lease with a tenant, first create a Customer account for
them (unless you already have one). To do so, follow these steps:

1. Choose Customers from the Accounts menu.
2. Click the New button.

3. Fill in details for the tenant (see Lesson 9).
4. Hit the Enter key to save the record.
Then create a Lease transaction. To do so, follow these steps.

1. Choose Leases from the Income menu.
2. Click the New button.

Q Tenant { Mt McCres = Entered 2/8/02
3
3

w_ |[=

" =
& 5
|

Property Type &ction Taken | Filed =2

Property {114 Delaware Ave  |[=):

Action Taken By {william Styron |E|

Rental Unit {NE Studia =

Comments
Brief Descrip. |h.|1iﬂ hcCree |

Rent Amount e

Lease Start 30102 More Info
Lease End 21280103

[ tonth to Manth

3. Enter details for the rental unit. You can enter the usual payment
terms, the type of unit, usual rent, and details about the unit. If the
unit is currently rented, Goldenseal also shows you details of the
current lease.

4. To save changes in the unit, click OK.
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3. Enter the tenant’s name, and the property they are renting.
NOTE: You can rent real estate or lease equipment.
4. Enter the rental unit, and a brief description of the lease.
5. Enter the rent amount.
6. .Enter the time period of the lease, and the payment terms.
HINT: Goldenseal warns you if this lease overlaps an existing lease.
7. Click the More Info button to enter details about the damage deposit

and last month’s rent, if this lease includes them. You can also enter a
sales rep, payment terms and other details.
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Lease Tracking

Rental Expenses
When you have signed a lease, change its status to Active.

Enter maintenance expenses for rental properties the same as any other

When the lease is over and all bavments have been completed. chanee its expense (see Lessons 33 to 35). Enter Real Estate into the Job Class field,
status to Completed pay P ’ & and the rental property into the Job field.
If you cancel a lease, change its status to Void The Job Costs command will show you expenses vs. income (see Lesson

39).
See the next chapter for details on rental billing.
Other Rental Management Tools

Rental Transactions You can use the following Goldenseal features to help manage rental

Rental transactions are a record of rent that is due. You can also use rental properties:
trqnsachons for deposits, fpr damages or other charges, and for refunds or Appointments— keep track of appointments with tenants and
reimbursements that you give to your tenants.

prospective tenants (see Lesson 10).

To enter a rental transaction, follow these steps: Contact Log— record phone calls and other contacts with tenants and

1. Choose Rental Transactions from the Income menu. prospective tenants (see Lesson 10).
2 Click the New button. Escrow Accounts— manage escrow accounts for damage deposits (see
page 219).
Rental Transactions M= &3 Problem Log— track progress on repairs and other problems (see Lesson
' ; ; Date 2/5/39 32465 = 1.0)‘ ) ) )
A Tenant {Clydene Clemens __|[=] Project Accounts— for new construction and major repairs of rental
" 5 broperty E PR Transaction Type units (see Lesson 9).
EIME: rope E . .
Fourd 2 : et S Payment Method | Cash = Purchase & Work Orders— write purchase orders for supplies, and
Rental Unit § 2nd Fioor e . - work orders for repairs and improvements (see Lesson 6).
Mew |[=] Details i | ¢
Status Brief Descrip. | | . .
Comments Finishing Up
COmIL:
(9| - In this lesson you have learned how to use Goldenseal to manage rental
R EE 0 LILI properties.
You might want to take a break now and ponder how you would handle
3. Enter the tenant. Goldenseal automatically enters the property, rental some unusual rental situations. For example, if you owned the White
unit and usual rent amount. House, would you file eviction papers if the President’s rent were overdue?
4. Enter a brief description for this rent amount. Would his or her party affiliation make a difference? If you owned the
. A
5. Enter the type of payment and the payment method. You can also gto{[den Sﬁt]i Bridge, V\igat color x;voutlctlhyoul paint 1ft' It gou ?Wnec?l the
enter any comments you have about this item. atue of Liberty, would you rent out the plaques for advertising:
HINT: You can use the Billing command to automatically create Speaking of the Statue of Liberty, isn’t that a darned chic hat that she’s
rental transactions for damage deposits, last-month rent and regular wearing? To create it required over 1500 person-hours of work by skilled
rent (see Lesson 42). metal workers, plus 600 kilograms of copper plating and eighteen jumbo
rolls of monument-grade duct tape.
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Lesson Forty-Two: Sales
and Rental Billing

This lesson explains how to use the Billing command to bill for customer
sales and property rentals.

Billing Setup
Before you start sales billing, follow these steps:

1. Create Customer accounts (see Lesson 9) and Customer Payment
Terms with your usual terms (see page 232).
2. Create Payment Methods for the payments you receive (see page 289).
3. Enter Sales transactions for the goods or services that you provide
(see Lesson 40).
Before you start rental billing, follow these steps:

1. Create Rental Payment Terms with your usual terms (see page 294).

2. Create a Lease for each tenant (see page 295). Fill in the rent amount,
the rent period, and any damage deposits or pre-paid rent.

3. Create Payment Methods for the payments you receive (see page 289).

Sales Billing
To create bills for customer sales, follow these steps:
1. Choose Billing from the Bank menu, then choose Sales Billing from the

submenu.
Sales Billing E2
Customers 3 Bill How 3
Cutoff Dat 7128104
Amount Due F941 46 Amount F941 46 €
Bill Customer Sales Pending | Current | Overdue | Discount | Fin Chg Bill How Hems «
¥ iFilbert Fidyet F247 80 F0.00 F0.00 247 .80 F0.00 F449.96 F47278 4
¥ iClydene Clemens F220.00 $0.00 -§30.00 F22000 F0.00 F360.80 F370.40 2
¥ iJoe 'Bad Apple' F54.00 F0.00 F0.00 F54.00 F0.00 F55 .56 F95.25 1

~|
Create Billz Pl|ntHepnlt| Save as Text Oodive-click on a row to see detaiis
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2. You'll see a list of customers, and the amount that is due from each.
3. Click in the first column to choose which customers to bill now.

4. To see detailed sales for a customer, double-click on their name (or
elsewhere in the same row).

Itemized Sales E

Customer Filbert Fidoget Total to Bill How 5472 75

+ | Sale # | Description | Date Sale Amt. | Prev Pd | Discount | Fin Chg | Bill How |Due Date |«

¥ 32467 assorted equipme 1202700 2418 F0.00 F0.00 $15.00 F23.18 1M3M03

¥ 132469 icattle rustling kit 10301 515120 $0.00 $0.00 512395 F275.18 M6

¥ 132470 imore hog sscots | 101 53742 $0.00 $0.00 $41.00 575.420 3MBO1

¥ 132471 iFroot Loops 14801 $25.00 $0.00 $0.00 F41.00 $66.00; 3ME01

[

Print Report | {3y s Tail | Cancel | [0k |

5. You'll see a list of sales that are due. Click on the check marks in the
first column to determine which sales to include in this bill.
6. When you are finished looking at itemized sales, click the OK button.

7. To create bills, click the Create Bills button. Goldenseal will create
billing records for each customer (see page 304).

Viewing Accounts Receivable

The Billing command is a quick way to see the status of your Accounts
Receivable.

To view the billing status for a different date, type a date into the Cutoff
Date field, and press the Tab key to recalculate billing amounts.

To see a more detailed report of receivables that are due and overdue,
choose Income from the Reports menu, and choose Receivables Aging from
the submenu.

To see a list of all unpaid billing records, choose Income from the Reports
menu, and choose Unpaid Bills from the submenu.
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Rental Billing
To create rental bills or to accept rent payments, follow these steps:
1. Choose Billing from the Bank menu, then choose Rental Billing from the

submenu.
Rental Billing
Invoices 5 Bill How 3
Cutoff Date| 7i2504

Total Due 517 560.00 Amount §17,560.00
- Tenant Building Unit Current Past Due Adjust. Bill How |«
< it McCree 114 Delaware AveME Studio F4 26000 F0.00 F0.00 F4 26000
+ Clhydene Clemens 114 Delaweare Ave2nd Floor 7 800.00 F0.00 F0.00 7 800.00
+ Sasha Fuyutsuki 1114 Delaweare &vE S 1 Bdrm 5, 400.00 F0.00 F0.00 5, 400.00

Create Bills

| Print Fepart |

Doubde-click ah 8 row to see details

2. You'll see a list of tenants, and the amount that is currently due from
each. Click in the first column to determine which tenants to bill now.

3. To see details for a tenant, double-click anywhere in their row.

4. You'll see a list of all payments and credits over the entire rental term.
Items that have already been billed are marked with an x in the first
column. Items that are due now are checked.

Itemized Rentals

Tenant 114 Delavware Avel 2nd Floar! Clydene Total to Bill How §1 405.00

- Kem Start End Amount Paid Past Due Adjust. Bill How |«
¥ iDeposit 9M 02 $500.00 F500.00 Fo.00 F0.00 F0.00
¥ Key Deposit 9M 02 §5.00 Fo.00 Fo.00 F0.00 F5.00
¥ iLast Payment 9M 02 $ro0.0o Fo.00 Fo.00 F0.00 Fro0.00
¥ iStarting Rert 9M02 ;995002 $ro0.0o Fo.00 Fo.00 F0.00 Fro0.00
Baszic Rent 10102 : 1053102 $ro0.0o Fo.00 Fo.00 F0.00 F0.00
Baszic Rent 1102 (11530002 $ro0.0o Fo.00 Fo.00 F0.00 F0007
Baszic Rent 12M02 1203102 $ro0.0o Fo.00 Fo.00 F0.00 F0.00
Baszic Rent 103 131035 $ro0.0o Fo.00 Fo.00 F0.00 F0.00 = |
ﬂ Save as Teut Cancel | Ok I
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5. Click in the first column to change the items to bill now. Click in the
Adjust column to enter early payment discounts or late charges.

6. When you are finished with the itemized rental dialog, click OK.

7. To create bills, click the Create Bills button. Goldenseal will ask you
for a payment method. If you are creating bills for unpaid rent, enter
Billed. Otherwise enter the type of payment you have received.

8. Goldenseal will create Rental Transactions for the rent that is due (see
page 296). If you are billing for rent, it also creates a Billing Record
(see page 304).

Damage Deposits
To bill for damage deposits, key deposits and pre-paid rent, follow these
steps:
1. Choose Billing from the Bank menu, then choose Rentals from the
submenu.
2. Double-click on the tenant who has paid a deposit.
3. Put a check mark next to each item that they are paying now.

HINT: If you don’t see the correct deposits or pre-paid rent, you'll
need to enter them into the Lease (see page 295).

Itemized Rentals

Tenant 114 Delaware Avel 2nd Floor! Clydenes Total to Bill How $1 405 .00

' tem Start End Amournt Paid Past Due Adjust. Bill How (4]

¥ iDepost Moz F500.00 F500.00 F0.00 F0.00 $0.00

¥ Key Deposit M0 Fa.00 Fo.o0 Fo.o0 F0.00 F2.00

¥ iLast Payment Moz F700.00 F0.00 F0.00 F0.00 F700.00

+ iStarting Rent Moz ;993002 F700.00 F0.00 F0.00 F0.00 F700.00
Basic Rent 10102 (1053102 Fro0.0a Fo.o0 Fo.o0 F0.00 F0.00
Basic Rent 111102 : 11530002 Fro0.0a Fo.o0 Fo.o0 F0.00 F000°
Basic Rent 12102 1203102 Fro0.0a Fo.o0 Fo.o0 F0.00 F0.00
Basic Rent 103 | 1303 Fro0.0a Fo.o0 Fo.o0 F0.00 F0.00 = |

Save az Text | Cancel | Ok I

4. Continue rental billing, the same as for basic rent.
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Using Pre-Paid Rent

When tenants pre-pay rent at the beginning of a lease term, enter it the
same as damage deposits (see page 301).

When tenants use the pre-paid rent at the end of the term, follow these
steps:
1. Choose Billing from the Bank menu, then choose Rentals from the
submenu.
2. Double-click on the tenant who is using pre-paid rent.

3. You'll see a rental amount for the usual rent. Put a check mark next to
it to include it.

4. You'll see a line for Last Payment Used. Put a check mark next to it.

Itemized Rentals Ed

Tenant 114 Delavware Aved ME Studiod Mitt MoCree Total to Bill How F0.00

. itemn Start | End | Amount Paid PastDue | Adjust. | BillHow [«]

® iBasic Rent 10M/02 (10/3102 $355.00 $355.00 $0.00 $0.00 $0.00

® iBasic Rent 11402 1173002 $355.00 $355.00 $0.00 $0.00 $0.00

W iBasic Rent 120/02 i1203102 $355.00 $355.00 $0.00 $0.00 $0.00

¥ iBasic Rent 1103 | 173103 $355.00 $355.00 $0.00 $0.00 $0.00

+ Basic Rert 2103 | 202803 $355.00 $0.00 $0.00 $0.00 $355.00

+ iLast Payment Uze 2128003 -§355.00 $0.00 $0.00 §0.00;  -§355.00
Deposit Refund 212803 -$500.00 $0.00 $0.00 $0.00 $0.00
Key Refund 212803 -§5.00 $0.00 $0.00 $0.00 $0.00

Bt Beport | Save as Test | Cancel | oK |

5. Continue rental billing, the same as for basic rent. If the two amounts
cancel out, you won’t need to bill anything.

Damage Charges
If you charge a renter for damages, follow these steps:

1. Choose Rental Transactions from the Income menu.

2. Click the New button.

3. Enter the renter, and any details about the damages.

4. Enter Damage Charge into the Transaction Type popup field.
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Rental Deposit Return
To return deposits at the end of a lease term, follow these steps:

1. Choose Billing from the Bank menu, then choose Rentals from the
submenu.
2. Double-click on the tenant who is using pre-paid rent.

3. Put a checkbox next to the deposit return item(s) at the end of the
lease. If there are damage charges, also include them.

Itemized Rentals

Tenant 114 Delavware Avel ME Studiaf Milk MoCree Total to Bill How -§505 .00

v Itern Start End Amount Paid Past Due Adjust. Bill How |Z|
¥ :Basic Rent 1102 1145002 35500 F355.00 F0.00 F0.00 $0.00

¥ :Basic Rent 12002 1203102 35500 F355.00 F0.00 F0.00 $0.00

¥ :Basic Rent 1HI0s 15310035 35500 F355.00 F0.00 F0.00 $0.00

¥ :Basic Rent 205 202805 35500 F355.00 F0.00 F0.00 $0.00

¥ iLast Payment 35500 F355.00 F0.00 F0.00 $0.00

¥ iLast Payment Lise 212803 -§355.00 -F355.00 F0.00 F0.00 $0.00

¥ :Depost Refund 212803 -§500.00 F0.00 F0.00 F0.00 -§500.00
ey Refund 212803 -§5.00 F0.00 F0.00 F0.00 -55.00 -

C B Bepoit | Saveas Tewt | Cancel | oK |

4. Continue rental billing, the same as for basic rent. When you are asked
for a payment method, choose Billed.

5. Goldenseal will create a Rental Transaction for each credit and charge,
and a Billing Record for the total refund (or charge).
To issue a deposit refund check, follow these steps:
1. Choose Checking Transactions from the Bank menu, then choose the
account from which you’ll make payment.

HINT: If you keep damages in an escrow account, choose Escrow
Transactions from the Bank menu.

2. Click the New button.

3. Enter Renter in the Pay To field, and enter the tenant into the Account
field.

4. Enter Billing Refund into the Transaction Paid popup field.
5. Enter the billing record into the Reference field.
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Billing Records

Billing records keep track of the bills that you send out to customers,
tenants, project owners, and anyone else who owes you money.

You'll create most billing records with one of the Billing commands. When
you click the Create Bills button, Goldenseal automatically creates billing
records for each marked account.

To view billing records, follow these steps:
1. Choose Billing Records from the Bank menu.

Billing Records H=
Q' 4 Account Type Customer Date 7/2804 5=
FAN Account | Filbert Fidoet =1 _ : ;
e q Terms | Met 30 Bill 15th =
Found 4 Current Billing | Message | =
Hew I = + Finance Charge §0.00 Comments
Status = Amount Due 3
< | Retg Descrigtion sl Date| Bill Date | Amount | Preved | adiust | amt Due [ |
== < A24E7  lassorted equipmert 12027000 12002 $a4 18 $000;  $19000  FS318 .
< A24E0 icattle rustling ki 1301 L 1MSI01 P $151.20 §000; $123930 $27518 —
< i32470  imore hog ascots L v I Wy ET v F37.42 §0.00 F$41.00 F75.42
0 < 32471 iFroot Loops BT 1M S0 $25.00 $0000  $41.00  FEE.00 =
D48 I L'J

2. You'll see a browser window that includes bills of all types.

3. Each record shows one billing cycle for one customer, tenant or
project. The total billing amount is calculated, including sales tax,
retainage and finance charges.

4. Most bills include a breakdown table, which is a list of unpaid
transactions or steps in a project. The table shows the same
information as in the Billing commands. You can change the items or
billing amounts in the table, just as you did in the Billing commands.

Printing Bills

To print a billing statement for a customer, choose Print Form from the File
menu, then choose Billing Statement in the Form Type field.

NOTE: For more about form printing, see Lesson 19.
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To find and print the sale transactions covered by a customer bill, follow
these steps:

1. Choose Billing Records from the Bank menu.

2. Find the record that lists the sales you’d like to include.

3. Choose Detail Transactions from the View menu.

4. Goldenseal will open the Sales window and show the listed
transactions in the found set.

5. To print the invoices, choose Print Form from the File menu, choose
Billing Invoice in the Form Type field, and choose Found Records in
the Record Range field.

Individual Billing

If you'd like to make a bill for just one customer or just one project, you can
create a billing record without using the Billing command. For example, to
create a bill for a single customer, follow these steps:

1. Click the New button.
2. Enter Customer into the Account Type popup menu.
3. Enter Sales into the Breakdown popup menu.

4. Goldenseal will automatically fill in a list of sales that are ready to be
billed for this customer.

Bill Tracking

Each billing record keeps track of an amount that is owed to you—
whether it comes from sales, rentals or project work.

To view a list of unpaid bills, choose Income from the Reports menu, then
choose Unpaid Bills from the submenu.

When you receive payment for the bill, you'll apply the payment to a
specific billing record (see Lesson 44). The billing record will then “pass
along’ the payment to any transactions that are included in the bill.

Finishing Up
In this lesson you've learned how to make customer and rental bills.

Before you move on, you may want to take a quick break to take your pet
for a walk. Or if it’s a fish or a gargoyle, teach it to speak.
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Lesson Forty-Three Project Billing

Goldenseal includes specialized billing for projects This lesson covers the
following billing types:
Draw Schedules— For projects that use a fixed series of payments.

Progress Payments— For projects with payments based on the percentage
completion for different categories or locations.

Time and Materials— For projects with payments based on actual costs.
Allowances— For allowances used in a project estimate.
Change Orders— For changes made in a project.

For project billing, the Billing Record is the start of the billing process. It

usually contains a specialized breakdown which shows work completed
and ready to bill.

Project Account Setup

In the Project account, use the Billing Type popup field to determine how
you will handle billing for this project. Six types of billing are available:
Budget— For internal projects for which you will never create bills.

Draw Schedule— For billing that uses a fixed series of completion stages
(see below). When you use this billing type, enter a specific draw
schedule into the Draw Schedule field.

Time and Materials— For billing based on actual costs, plus an optional
management fee (set in the payment terms—see page 306).

Progress by Category— For billing based on percentage completion for
each cost category.

Progress by Location— For billing based on percentage completion for each
location in the project.

Progress by Item— For billing based on percentage completion for each
breakdown item in the project.

Project Payment Terms

Use project payment terms to set up basic billing options for projects. To
do so, follow these steps:

1. Choose Payment Terms from the Options menu, then choose Projects
from the submenu.

2. You'll see a list of project payment terms. Click the New button.

Edit Project Payment Term

Hame | 25% TaM |

Comments
Payment Due | 15| [Days Adter Bl Date ]
Form Message |Terms: Met 30. 2% per month Grace Period days
aclded to overdue balances, with :
mmirimum charge of §1.00. Retainage | $0.00 | [Dollars ~]
Discount | 0% | [ Parcent «| if paid by | 0] [Days Atter Bl Date_¥]

Late Charge | 2% | [ whrthly Rate | with minimum of ¥1.00 Base Date

[~ One Month Maximurn Charge

2004 Biling Dates

i ine =

Time & Materialz Billing Option=
Management Fee [ Use Multiple Markups
*All kems* 25%
Equipment 25% [v Include Cost lkem b arkup:
Labor W Include Sales Tax
=2 [ Include Adjustments AL e
Other Costs 25% l .
[ Apply To Materials Only

Subcontractors 25%

Ceaneel ] [ ok ]
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3. Enter a brief name for the terms, and any comments you have about it.

4. If you'd like to print a longer description of payment terms onto bills,
enter it into the Form Message field.

5. Enter the billing frequency, and the date that bills are due.
6. If you give a grace period before you start charging interest, enter it.

7. Enter any ‘hold back’ or retainage amount that is used for this type of
project billing. Retainage is not collected until the project has been
completed (see page 316).

8. Enter any discounts you offer for early payments, and any charges
you add for late payments.
9. Enter the management fee(s) that you use for time and materials
projects that use this set of payment terms.
10. Enter a starting date into the Base Date field at upper right.
Goldenseal will automatically show you the billing dates for this year.
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Draw Schedules

To create a schedule of project draw payments, follow these steps:

1. Choose Income Setup from the Income menu, then choose Draw
Schedules from the submenu.

2. You'll see a list of draw schedules. Click the New button.

Edit Draw Schedule

Hame |Remadeling Drramy |

Description | dravy schedule for
remodeling projects

Deposit F0.00
Final Payment F0.00

Calc Method

Project Phaze Amount
Sign Cortract 0% A
Demolition Complete 0%
Framing Complete 25%
Dryvwvall Complete 20%
Painting Complete 25%
Final Completion 18%

Total 100%

[ First Itern iz Down Payment

1 o]

3. Enter payment information. You can charge a flat dollar amount as a
deposit or final payment. The remaining payments draws are each a
percentage of the remaining project amount.

NOTE: The table must add up to 100%. Goldenseal will complain at
you if it doesn't.

4. When you are finished setting up the draw schedule, click OK.

To assign a draw schedule to a project, enter Draw Schedule into the Billing

Type popup menu, and enter the desired choice into the Draw Schedule
field.

Draw Schedule Billing

Draw schedule bills use a fixed set of payments at different stages of
project completion. They apply to projects that have Draw Schedule as a
project type (see Lesson 9). They are the simplest project billing type.

To create a draw schedule bill, follow these steps:

1. Choose Billing from the Bank menu, then choose Draw Schedules from
the submenu.

2. You'll see a list of projects that use draw schedule billing, and the
amount that is due from each (see illustration on the top of the next
page). Click in the first column to choose which projects to bill now.

Draw Schedule Billing
Projects 5 Bill How u]
Contracted §52 466 67 Amount F0.00
- Project Contract | Done | Previous Current |Retainage | Past Due | Adjust Bill How N
Joe Apple- Kitcher: F3IT0O3E:  15% $60.00 F0.00 F0.00 F61.56 F0.00 F0.00
Peach Pit Bath Re F2,330.00 5% F125.82 F0.00 F0.00 F135.89 F0.00 F0.00
Peach Pit Remodel;  $435 56250 0% F0.00 F0.00 F0.00 F0.00 F0.00 F0.00
Albany St Repairs $0.00 0% $0.00 §0.00 §0.00 §0.00 $0.00 §0.00
Anonymous- Bath §4,203.81 0% §0.00 §0.00 §0.00 50.00 §0.00 §0.00
|
| Frivt Beport | Save as Text | Doukle-click on 2 vow to see details

Page 308 Lesson Forty-Three  Project Billing

3. To see a detailed list of draw schedule steps, double-click anywhere in
a project’s row.

Itemized Draw Schedule
Project Joe Apple- Kitchen Draw Remaodeling Dras Total to Bill How F180.00
* Phase Contract % Done | Walue Done | Previous Current Bill How (]
¥ iSign Contract F20.00 100% F2000 F2000 $0.00 F0.00
» iDemalition Complete F40.00 100% F40.00 F40.00 0,00 F0.00
¥ iFraming Complete F100.00 100% $100.00 $0.00 F100.00 F100.00
+ iDryweall Complete F50.00 100% FE80.00 $0.00 FE0.00 $50.00
Pairting Complete F100.00 0% F0.00 F0.00 F0.00 $0.00
Firal Completion $59.99 0% §0.00 §0.00 F0.00 F0.00
=]
Save az Text | Cancel | )% |
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4. In the Phase column, you’'ll see a list of draw schedule milestones.
HINT: To set up a list of draw schedule milestones, choose Income
Setup from the Income menu, then choose Draw Schedules from the
submenu (see page 308).

5. If a milestone is completed, click on the check mark in the first column.
If a milestone is partially completed, enter either the percentage of
completion, or the dollar amount that is ready for billing. Goldenseal
will add the amount to the Bill Now column.

6. The Previous column shows items that were completed in a previous
billing.

7. When you are finished setting up the billing amount for a project, click
the OK button.

8. Repeat steps 3 to 7 for each project that is ready to bill now.

9. To create bills, click the Create Bills button. Goldenseal will
automatically create billing records (see page 304).

Progress Payment Billing

Progress payment bills use the percentage of completion in each of the cost
categories, locations or cost items in a project.

To create a progress payment bill, follow these steps:

1. Choose Billing from the Bank menu, then choose Progress Payment
from the submenu.

Progress Billing
Projects =] Bill How ]
Contracted 54409119 Amount $0.00
s Project Contract | Done | Previous Current | Retainage | Past Due | Adjust | Bill How E
Anon privacy scre §23,420.00 0% §0.00 $0.00 $0.00 F0.00 $0.00 F0.00
Anon Billboards PE $2,406.24 0% §0.00 -§399.64 $0.00 F0.00 $0.00 F0.00
Joe Apple- Bath P $0.00 0% §0.00 $0.00 $0.00 F0.00 $0.00 F0.00
Baranas outhouse 53,944 .21 0% §0.00 $0.00 $0.00 F0.00 $0.00 F0.00
Bananas inhouse ¢ §14 32074 0% §0.00 $0.00 $0.00 F0.00 $0.00 F0.00
-

Create Bills F'nntFieletI Save as Test Dowbie-click on a raw to see detalls

2. You'll see a ‘quick report’ list of projects that use progress payment
billing, and the amount that is due from each. Click in the first column
to determine which projects to bill.

3. To set the amount to bill for a project, double-click anywhere in its
row.

4. You'll see a list of cost categories, locations or cost items, and the
percentage of each step that has already been completed.

HINT: To set up the list of categories or locations in the project, open
the Project account and change the Category System or Location
Package field.

5. Click in the first column to bill for a category that has been partially or
completely finished.

HINT: If you will only bill for part of the item, you can adjust either
the percentage completed or the amount due.

Itemized Progress Payment
Project Bananas outhousze Total to Bill How 137914
v Phase Contract | % Done | Walue Done | Previous Current Bill How E
¥ [Site Preparation $0.96 100% $0.96 $0.00 $0.96 $0.96
¥ [Excavation §835.35 100% F335.38 $0.00 $935.38 $8359.35
¥ iConcrete §115.60 100% F115.60 $0.00 F11560 §115.60
¥ iMasonry 42720 100% F427.20 $0.00 427 .20 $427.20
Sidirg $141.10 0% $0.00 $0.00 $0.00 $0.00
Insulation F20.77 0% $0.00 $0.00 $0.00 §0.00
Wizl & Ceiling Finishe $3015 0% $0.00 $0.00 $0.00 $0.00
Doors $196.90 0% $0.00 $0.00 $0.00 $0.00 |
Tile & Glazs §195.77 0% $0.00 $0.00 $0.00 §0.00
Speciaties §2a7.38 0% $0.00 $0.00 $0.00 §0.00 1I
F'nntFlepDrtI Save as Text I Cancel I ITI
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6. When you are finished setting up the billing amount for a project, click
the OK button.

7. Repeat steps 3 to 6 for each project that is ready to bill now.

8. To create bills, click the Create Bills button. Goldenseal will
automatically create billing records (see page 304).
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Time and Materials Billing

Time and materials bills use the actual cost of work to calculate billing
amounts. You can cover overhead and profit with a ‘management fee’, or
with markup and billing rates that are higher than actual costs.

To create time and materials bills, follow these steps:

1. Enter expenses for the project— use material purchases, equipment
hours, and other expense transactions (see Lessons 33 to 35).

2. Choose Billing from the Bank menu, then choose Time and Materials
from the submenu.

Time and Materials Billing
Projects 2 Bill How 2
Total Budgets 2 714.79 Amount: 2 714.79
+ Project Budget Previous Current | Retainage Paid Adjust Bill How |Hems| «
¥ Joe Apple-Deck T: 1 234 65 F3240;  $1.58340 JO.0o $32.40 F000:  $1,593.40 7
¥ iPeach repairs T& $4 440.00 FOO0F F1,121.39 F0.00 000 FOO00 B1,121.39 4
|
Create Bills | Print Report | {5 | Doniple-click an 3 row to see details

3. You'll see a ‘quick report’ list of projects that use time and materials

billing, and the amount that is due from each. Click in the first column

to determine which projects to bill now.
4. To see detailed costs for a project, double-click anywhere in its row.

Itemized Costs
Project Joe Apple- Deck TAM Total to Bill How 1,593 40
¥ | Cost Type Supplier Hem Date Cost Markup Bill How =]
+ Equiptment Backhos post holes /5100 Fro.o0 F17.a0 a7 .50
+ Equiptment Backhos deck prep woark 9M 300 F175.00 F43.75 21875
+ Labor Mormolu Mehumme dig trench- utilties @ 95500 FE60.00 F165.00 FE25.00
+ Labor Captain Ahab framing cabinets /5100 F75.00 F18.75 Fa37s
+ Labor Hurt “Wonnegut deck prep woark 9M 300 F150.00 Far.an F1a87.50
¥ Materials Arvvay misc stuff B122/00 §132.84 F33.21 F166.05
" Materials Acpwvay hiog ties Gi2200 F11.88 §2.97 F14.85
|
Save az Tenxt Cancel | 0k |
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5. You'll see a list of expenses.
6. Click in the first column to change the billing status of any item.
7. When you are finished checking expenses for a project, click OK.

8. To create bills, click the Create Bills button. Goldenseal will
automatically create billing records (see page 304).

Billing Rates

Use billing rates to set the amount to bill for equipment, labor and
subcontractor hours that apply to a time-and-materials project. Billing
rates are also used to calculate job costs.

To create billing rates for equipment, follow these steps:

1. Choose Billing Rates from the Options menu, then choose Equipment
from the submenu.

2. Click the New button to create a new billing rate.

Edit Equipment Billing Rate

Hame |Elackhoe Rate |

Description

Calc. Method

Amount | $35.00| per [Hour -|
Plus Startup Cost F0.00

Overhead Account | Branch Oifice OverIHEE

3. Enter information about the rate.
To set the billing rate for an equipment account, follow these steps:

1. Choose Equipment from the Accounts menu.
2. Find the account you’d like to change.
3. Enter a billing into the Billing Rate field.

When you create an equipment hours, labor hours or subcontractor cost
record, Goldenseal automatically enters the usual billing rate for that
account. Enter a new rate into the T & M Billing Rate field if it is different
for this record.
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Allowance Billing

Use allowance billing for items in a project estimate that are handled as an
allowance (see Lesson 6). The original allowance budget amount is already
included in the regular project billing amount, so allowance billing covers
the difference between the original estimate and actual costs.

NOTE: If costs are less than the original allowances, the billing amount
is negative. In that case it will be a credit against the main project cost.

To create bills for allowances, follow these steps:

1. Choose Billing from the Bank menu, then choose Allowances from the
submenu. You'll see a list of active projects that have allowances.

Allowance Eilling
Projects 1 Bill Howr 1]
Total Allowances $1 61000 Amount F0.00
+ Project Base Amt. | Mat'l Cost (Other Cost| Current | Previous Adjust Bill How |Hems| ~
‘Bananas outhouse | §1,610.00) $1,472.26 $0.00 $0.00; $0.00; $0.00. jooo; 2
|
ﬂ | Save as Tedt | Double-click an g row to see details

Change Order Billing

Use change order billing for changes in a project. Each change order is a
‘mini-estimate’ for extra work (see Lesson 10). Change orders can be for a
simple fixed amount, or they can be calculated as time-and-materials.

To create bills for change orders, follow these steps:

1. Choose Billing from the Bank menu, then choose Change Orders from
the submenu. You'll see a list of all active projects with change orders.

Change Order Eilling
Projects 4 Bill How ]
Change Orders $1.977.00 Amount F0.00
* Project Base Amt. | Mat'l Cost (Other Cost| Current | Previous Adjust Bill How |tems| «
Jog Apple- Kitchen & 51105800 §1,102.35 F205.00 F0.00 F0.00 F0.00 F0.00 3
Peach Pit Remodel D F376.00 F311.04 Fo0.00 $0.00 $0.00 0,00 Fo.00 1
Anon Billbosrds PP 33300 000 F396.31 F0.00 F0.00 F0.00 Fo0.00 1
remodeling wark $160.00 F0.00 F0.00 $0.00 $0.00 0,00 F0.00 1
|

2. To bill for the allowances on a project, double-click on its row.

Itemized Allowances
Project Bananas outhouse Total to Bill How -§137.72
* | Ref # Allowance Base Amt.| Calc Method Mat'l Cost Other Cost Prev Bills | Het Due | Bill How <
- 4 kitchen appliances | $1 50000 Materialz Only §1 30680 $0.00 F000; -F193200 -F193.20
b Sistancard bath acce: F110.00:Materials Only F165.45 F0.00 F0.00 $55.45 F55.45
|
Save as Text | Cancel | (]S |

3. You'll see a list of allowances for the project, along with details for the
costs to date. To bill for an item now, click in the far left row. To see a
list of specific costs for an allowance, double-click in its row.

4. When you are finished marking allowances for a project, click OK.

5. To create bills, click the Create Bills button. Goldenseal will
automatically create billing records (see page 304).
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| Save az Text | Dowkle-click on g row to see detalls
2. To bill for the change orders on a project, double-click on its row.
Itemized Change Orders
Project Joe Apple- Kitchen Drawe Total to Bill How $0.00
+ | Ref#| Change Order |Base Amt.| Calc Method |[Mat'l Cost Other Cost Prev Bills | Het Due | Bill How | ~
4 uparaded banans bs  F755.00 Mat' with Mac $974 B5 $150.00 000 FO74 BS 000
Gibacksplash fruitflies F200.00; 410 Costs 12773 $45.00 000 7273 F0.00
Tifruit fly mutations F120.00 40 Costs $0.00 F10.00 0,00 F10.00 0,00

x|

Save as Text | Cancel | ] I

3. You'll see a list of change orders for the project, along with details for
the costs to date. To bill for an item now, click in the far left row. To
see a list of costs for a change order, double-click in its row.

4. When you are finished marking change orders, click OK.

5. To create bills, click the Create Bills button. Goldenseal will
automatically create billing records (see page 304).
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Retainage

Goldenseal makes it easy to handle retainage— an amount that is ‘held
back” until a project is completed.

Charging Retainage
To set up payment terms to include retainage, follow these steps:
1. Choose Payment Terms from the Options menu, then choose Projects
from the submenu.
2. Open an existing payment term, or click the New button.
3. Enter the retainage amount into the Retainage fields (see page 306).
4. Enter other information about the project payment terms.
5. Click OK.

To charge retainage in a specific project, follow these steps:
1. Choose Job Accounts from the Accounts menu, then choose Projects
from the submenu.
2. Find the project.

3. Enter the payment terms which contain retainage into the Payment
Terms field.

Deducting Retainage

When you create each Billing Record, the retainage amount is automatically
deducted. You can see the deduction on the Billing Record (see page 304).

Billing for Final Retainage Amount
When you are finished with a project, follow these steps to bill for the
retainage balance:

1. Do a final billing for the project. For a draw schedule or progress
payment project, make sure all items have been 100% billed. For a
time and materials project, make sure that all costs have been billed.

2. Choose Billing Records from the Income menu.

3. Click the New button.

4. Enter Projects into the Account Type popup menu.
5. Enter the project into the Account field.

6. Enter Retainage Balance into the Billed Item popup menu. The current
balance of retainage is automatically entered into the Gross Price.
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Miscellaneous Charges

Goldenseal automatically computes finance charges based on the unpaid
balance from the customer or project, and the charges included in the
payment terms that they use. Finance charges are shown in the Finance
Charges field.

You can also type in a finance charge amount.

To bill for finance charges manually, follow these steps:
1. Choose Billing Records from the Bank menu.
2. Click the New button.
3. Enter the account type and account being billed.
4. Enter Finance Charge into the Billed Item popup menu.
5. Enter the amount of the charge into the Gross Amount field.

Finishing Up

In this lesson you have learned how to do billing for sales and projects.

You might want to practice this lesson by creating some invoices to send to
people you know. Now is your chance to convert all the favors you have
done over the years into cold hard cash!

Don’t worry about what you put into the bills. Most people will pay them
without looking at the details, so long as you've developed a good-looking
logo (see Lesson 18).

HINT: If your logo is not attractive enough to inspire people to pay you
spontaneously, Billing Records can also be used for bribes, kickbacks,
extortion and blackmail.

ANOTHER HINT: In that case you might want to add “unmarked bills’
as a payment method. To do so, choose Income Setup from the Income
menu, then choose Payment Methods from the submenu.

STILL ANOTHER HINT: When record-keeping for illegal activities, it’s
a good idea to use euphemisms. For example, you can use “pansies’
instead of “hush money, ‘petunias’ instead of ‘bribes’, and ‘chrysanth-
emums’ instead of ‘assassinating business rival’. For a complete guide
to sleazy business euphemisms, see Appendix C.

YET ANOTHER HINT: If you are a florist, you may be falsely accused

of illegal activities because of the previous hint. For a list of acceptable
substitutes for common flower species, see Appendix D.
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Lesson Forty-Four: Making Deposits Allocating Payments

Use the Received For popup menu to allocate the payment.
This Lesson shows you how to handle incoming payments.

If a payment covers a specific transaction, enter the type of transaction into
the Received For field, and enter the transaction into the Reference field.

HINT: The menu only shows unpaid transactions for the payer.

Payment Receipts

Use payment receipts to make a record of money that you receive. If a payment does not cover a specific transaction, enter Gift or Paid On

You do not need to use payment receipts— the deposit transaction usually Account into the Received For field.
serves as sufficient record of payments received (see page 322).
Create a payment receipt in any of the following cases: Write-Offs

e When you want to print a receipt, and there is no other transaction
that you can use for that.

* When you receive a payment in more than one form (such as cash and

check combined). In that case, enter multiple payment receipts. 2. Click the New button, and enter the transaction into the Received For
* When you are receive payment in unusual form, such as foreign and Reference fields.

currency, gift certificates, coupons, or a credit memo. 3. Enter a Payment Method that uses Write-off as a method (see page
* When you want a separate record of a payment for any other reason. 289).

If you decide to write off a sale or project billing, you can change its status
to Void, or follow these steps to get a specific record for the writeoff:

1. Choose Payment Receipts from the Bank menu.

Creating a Payment Receipt

To enter an optional payment receipt, follow these steps:
1. Choose Payment Receipts from the Bank menu.

Payment Breakdown
If a payment covers several transactions, follow these steps:
1. Enter Payments into the Breakdown popup field (at the left side of

the window).
Payment Receipts H=] E3
: N ] i X
Q Account Type pete 10EsR8 2 =
AN . : : -4 Date  7i26M4 1 =
) . Received From | Sasha Fuyutsuki | = Payment Method | Sash = = Account Type | Customer HESL .
e : ) e - g
; : Received From i Filbert Fidget = ; .
Found 3 : : - : ; ;
Received For [ Tarrasin ] essage [T for P — =) e Message | &
; Faund 4
New | Reference | Rertal Transaction #32|(=J oun Amount ;. EHnnEE
Status Comments Mew |[=] Payment Method | =
Received 'I Amount
Breakdown Status | Transaction Type| Rec # Descriti Datt_amt Due | adjustment| Prot #mount | |
m — ransaction Type | Rec escription ran [¥= justime| oL
Sale 14:azzorted equipment 1202700 F34.18 F0.00 F0.00 -
Breakdown - -
Sale 16:cattle rusting kit 17301 F151.20 F0.00 $0.00
D T bl Zale 17 imore hog ascots 1701 F3T 42 000 000
B4 | : 9 5
ale 1&8iFroot Loops 158101 F25.00 000 000
. IR -
2. Click the New button. [Ie4EE Kl 3
3. Enter information about the payment.
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2. Goldenseal automatically enters a list of unpaid items for this

account. Put a check mark next to each item that is being paid now.

NOTE: If the payment is for less than the full amount of a trans-
action, enter a partial amount into the Payment Amount column.

Depositing Funds

To deposit funds into a bank account, follow these steps:

1. Choose Deposit Funds from the Bank menu. You'll see a ‘quick report’

window that lists items that may be ready for deposit.

2. Click in the Type field and choose the type of items you’d like to
deposit. See the next section for more about the choices.

Deposit Funds
Sources 3 Deposit How 2 Type
Amount Received $745.76 Amount $746 76
- Source Amount Cash Checks |Credit Cd.| Other Credits | Deposit Itemsj
¥ iMain Branch 46561 294 .41 F0.00 F171.20 F0.00 F0.00 F465 .61 4
¥ Spencer Office F281.15 $235.70 $42.45 $0.00 F0.00 F0.00 F281.15 2
¥ Mo Sales Branch F0.00 $0.00 F0.00 $0.00 F0.00 F0.00 $0.00
Create Deposit | Print Repart | Double-click an g vaw to see details Close

3. You'll see a list of income items, with the amount due, and the amount

that is ready to be deposited.

4. Double-click on an item to see a detailed listing of the transactions
that are included.

NOTE: There are no further details for payment receipts or cash
sales by date.

Itemized Deposit

Source hMain Branch Total To Deposit How $463 61

+ | Rec # Account Date Description Due Amount Adjust Pmt Method| Deposit

- 12i{Joe 'Bad Apple'i 1202700 (frog hibs 1202700 14040 F0.00:Cash F140.40

- 13iClhydene Clemer: 1202700 imaterials 122700 F171.20 F0.00:Discaver F171.20

- 21 iJoe 'Bananas' | 1M00T iReplacement gargo 101 F141.05 F0.00:Cazh 14103

- 23iBrandon Yertug 1MS01 Mard Flamingo waix 15 1296 F0.00:Cazh F12.96

~|

Save a3 Text | Cancel oK |
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5. Put a check mark next to each item that you want to include in this
deposit. You can also adjust the deposit amount, if you have received
a partial payment.

6. When you are finished adjusting the deposit details, click OK.

7. Click Create Deposit to deposit all of the marked items.

Bank Deposit

Account Type | checking -]

Account

Cancel I (1]8 |

8. Enter the bank account into which the deposit will be made, then click
OK.

9. Goldenseal will automatically create deposit transactions, and mark
the source transactions as paid.

Types of Deposit Income
Goldenseal shows different items in the Deposits Funds window, based on
what you choose in the Type popup menu.

Payment Receipts— A list of all undeposited payment receipts.

Cash Sales by Branch— A list of sales branches, with the amount of cash
sales received at each location.

Cash Sales by Date— A list of undeposited cash sales by date.

Billed Sales— A list of customers, with the outstanding balance for each.
Billed Projects— A list of projects, with the outstanding balance for each.
Rentals— A list of rental leases, with the outstanding balance for each.
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Bank Deposits

Bank deposits are very similar to other bank transactions (see Lessons 37
and 38). You'll probably create most deposits with the Deposit Funds
command (see previous pages), but you can also enter them directly.

Use deposits whenever you collect money from sales, billing or other
transactions, and want to put it into a bank account. If you keep money in
a cash account, you’ll also use deposits to add to the funds there.

Do not use deposits for money that you transfer from one bank account to
another— use a bank transfer instead (see page 274). Also use transfers for
interest and other miscellaneous income that comes directly from the bank.

Creating a Deposit
To create a checking account deposit, follow these steps:

1. Choose Checking Transactions from the Bank menu, then choose the
account that will be used.
2. Click the New button.

3. Enter Deposit into the Transaction field.

Paying One Item
To deposit a payment from one sale or billing record, follow these steps:
1. Enter the type of transaction into the Payment Type field.
2. Enter the specific transaction being paid into the Transaction field.
HINT: To view the transaction or transactions that are being paid,
choose Detail Transaction from the View menu.

If the deposit does not reference a specific transaction, enter Received On
Account into the Payment Type field. Goldenseal will add the deposit
amount to the “on account’ balance for the payer.

Using Breakdowns
To deposit a payment for more than one transaction, follow these steps:

1. Choose Checking Transactions from the Bank menu, and choose an
account from the submenu.
2. Click the New button.

3. Enter Payment into the Breakdown popup menu.

Checking Transactions: TCTC Checking

12 | Account TCTC Checking | i

Received From | Customer -| Date  7/28/04

Account | Filbert Fidet “3 Conditions |Mone

{Filbert Fidget & Sons Inc

Transaction Paid | Sale

ctatus Comments Reference || cattls rustling kit

Breakdown

More -

Fun Tatal:
-F1,118.49

(8|

Tax Clags Saies fmcome

Checking Transactions: TCTC Checking

Q' 13 | Account! TCTC Checking | | Type Reconcile IE

4 Received From | Customer -] Date _ 7/28/04 "1 =
tems: 13 = " i
Found 13 Account |Flbert Fidget [ Conditions [Hane ~]

New |= Total Amount | Eomments
SELLTE: Tax Clags Saies ncome
Breakdown | |  Type Account | Ref# | Descrigtion Date AmtDue | Adiust | amtpaid | PaidBy [
Payment + Sale Filkiett Ficloget azsorted equipme 12027000 §3415 F0.00 53418 Al
Run Total: + Sale Filbert Fidget cattle rustling kit 14301 F151.20 F0.00 F151.20

-H021.33] L isge Filbert Ficget mare hog ascots © 1701 §3742 0000 §IT42R
+ Sale Fillrett Ficloet Froot Loops 105801 F25.00 F0.00 $25.00

] [ -

[ |24E8 Bl 2

4. Enter the type of account making the payment into the Kind field.
5. Enter the account making the payment into the Received From field.
6. Enter information about the deposit.
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4. Goldenseal will automatically fill in a list of undeposited items from

this account. Put a check mark next to the items that are part of this

deposit. If partial payment has been received for some items, enter the

amount into the Payment Amount column.
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Deposits On Account Lesson Forty-Five: Payroll Setup

If a customer pays you money that doesn’t apply to a prior transaction,

follow these steps: Goldenseal includes a full-featured payroll system that handles all types of
1. Create a Deposit transaction. deductions, withholdings, insurance and taxes.
2. Enter the customer name and other details. Payroll integrates with the other parts of Goldenseal— the information that
3. Choose On Account in the Transaction Paid popup field. you enter for payroll is also used to calculate job costs and time and

materials billing.

Deposit Posting Since payroll can be very complex, this manual will cover it in two separate
lessons. This lesson shows you how to set up your payroll, and the next

When you receive payments or make deposits, Goldenseal automatically shows you how to run it on a weekly basis.

‘posts’ the action to the transactions that are included in the deposit.

If you include sale, billing record or rental transactions in a payment receipt

transaction, Goldenseal changes their status to Paid. Paid transactions will Payroll Overview

no longer appear as a part of Accounts Receivable. Before you begin to use payroll, you need to set up the following lists:

If you include sale, billing record or rental transactions in a deposit, Benefits— Create benefit items and benefit packages, and assign a benefit
Goldenseal changes their status to Deposited. package to each employee.

Labor Billing Rates— Create labor billing rates to calculate the cost of

If t ipt or d it \ tofat tion, . . 1 .
& payment receipt of CEpostt CoVers Onfy patt o” a tansacion labor for time and materials billing and job costs.

Goldenseal changes its status to Part Paid. The remaining balance will still

be included the next time you use the Deposit Funds command, or the next Payroll Taxes— Create or import tax items, tax tables and tax packages,
time you create a payment receipt or deposit and reference the partially and assign a tax package to each employee.
paid transaction. HINT: Goldenseal already includes current tax tables for each state

and Canadian province. All you need to do is import them into your
L. company file (see page 396).
Finishing Up Vacations— Create vacation items and vacation packages, and assign a
In this lesson you have learned how to make deposits. vacation package to each employee.
Wage Schedules— Create standard wage schedules and sales commis-
sions, and assign them to each employee. You can also assign dif-
ferent wage rates to each employee.

You might want to take a break now, and wander down to the local branch
office of your local bank. Take a sniff. Doesn’t it smell good? That's the
aroma of fresh currency.

In fact it smells so great, why make deposits at all? Just keep the stuff Youalso need to set up two types of accounts:

around the office, and you won’t need to use room freshener. Or hang a bill Employee Acc’ounts.— Create an account fpr each employee (see page

from the rear-view mirror in your car or truck, instead of a scented pine 222). You'll assign each employee billing r ates, a wage schedulg, a

tree. benefit package, a tax package and a vacation package. You will also
o ) ) fill in the number of exemptions, and other tax withholding

Yes, you can also fold dollar bills into a chic green hat, suitable for information that applies to the taxes that you pay.

shopping or other festive occasions. It only takes about a half-dozen. You Other Cost Accounts— Create an account for each tax agency (see page

might need to use some duct tape as a stiffener, if the bills are worn. 228).

HINT: For even more festive headwear, convert your currency into

. L ) This lesson will cover each of these items.
foreign denominations that have brighter colors.
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Benefit Items

Use benefit items for medical coverage, pensions, retirement contributions
and other employee benefits. Benefits can be employee deductions,
employer expenses, or payments made directly to employees.

To create a new benefit item, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Benefit Items
from the submenu.

2. Click the New button.

Edit Benefit Item

Hame [Family Medical |

Description

Benefit Type [~ Taxable

Amount | $0.00 | [ Dollars |
Based On | Par Pay Pariod vI
[ %fith a Minimum of $0.00 | per Period
[ Up To aMaximum of $0.00
Add To or -
Subtract From (o Subtraction -
Rounding | Hearest Penny vI
Start Accruing | g | |Weeks vl After Hiring
Pay To Type [ Other Cost -]
Pay To | Spercer Agercy =

3. Enter information about the benefit.

Benefit Packages

Use benefit packages to assign specific benefits to each employee.

To see the items included in a benefit package, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Benefit
Packages from the submenu.

2. Click on a package, then click the Edit button.
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Edit Benefit Package

Hame | Supervisor Package |

Description

fems nciuded Fef #
Biasic Dental E
Basic Medical 1
¥ Family Medical 2
4
3

i,

Keogh Plan
¥ Tool Allowance

Edit Benefit ltems |

3. You'll see a list of all benefit items. Only those items that have a check
mark will be included in this package.

Assigning Benefits
To assign benefits to an employee, follow these steps:

1. Choose Employees from the Accounts menu.
2. Find the employee account.
3. Enter a benefit package into the Benefit Package field.
If an employee receives different benefits for different types of work, follow
these steps:
1. Create a wage schedule for each type of work (see page 335).
2. In each wage schedule, turn off the Use Employee Benefit Package
checkbox, and enter the benefits that apply to that type of work.
3. When you enter labor hours, assign the appropriate wage schedule to
that work. The listed benefits will also be applied to that work.
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Commission Rates
If you pay a sales commission to employees, enter one or more
commissions— they are similar to wage schedules.
To enter a commission, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Commissions
from the submenu.

2. Click the New button.

Edit Commission
Hame [5% Seles | Base Period | 4199
Description
Pay Periods
Start Close | Payday Pd?

Rate [5% | [Persent of tross = 1202503 123103 17204 4]
11104 10704 109004
Pay Period [wesky d 1804 | 17404 11804
Pay Day | First Friday ~| M504 | 102104 | 102304
When Paid |1I1|hen ol "l 172204 ¢ 152504 1730004
1/29/104 ¢ 204104 206104
¥ Usze Emploves Benefit Pack.ac 2 2T | ansnd
2M204 ¢ 21804 2520004

W Use Employes Tax Packs SO e ST v|

W Use Employes Yacation Pack

g o ]

3. Enter information about the commission.

Using Commissions
To assign a commission to an employee, enter it into the Commission field
in the employee account record.
To assign a commission for sales in a sales branch, follow these steps:

1. Choose Income Setup from the Income menu, then choose Sales
Branches from the submenu.
2. Click on a sales branch, and click the Edit button.

3. Enter the commission rate into the Commission field.

Labor Billing Rates

Use labor billing rates to calculate the amount you charge for time and
material billing of labor, or labor job costs.
To create a labor billing rate, follow these steps:

1. Choose Billing Rates from the Options menu, then choose Labor from
the submenu.
2. You'll see a list of billing rates. Click the New button.

Edit Labor Billing Rate
Hame |Carper|ter Billing Rate |

Description

Calc. Method

Amounit | $25.00] per[Hour -|
Plus Startup Cost F0.00

Overhead Account | Basic Overhead |IE|

3. Enter information about the billing rate.

Billing Calculations
When you set up labor billing rates, you can use several different
calculation methods:
Flat Rate— A fixed dollar rate is used.
Variable Rate— A different dollar rate is used for each employee.
Pay Rate— The employee’s basic pay rate is used.
Pay Rate Plus Percentage— The employee’s basic pay rate is used, plus an
additional ‘burden’ percentage to cover employer taxes.
Net Cost— The employee’s total payroll cost is used, including employer
taxes, insurance, and benefits (see page 199).
Net Cost Plus Percentage— The employee’s total payroll cost is used,
including employer taxes and insurance, plus a percentage to cover
employer costs not included in tax items or benefit items.
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Tax Items Tax Tables

Create a tax item for each item that you withhold from employee payroll, Tax tables compute federal, state and provincial tax withholding. They
and for each employer tax or insurance that is based on payroll. usually use a “step table” with different rates for different wage amounts.
Tax tables are always based on the formula method for computing taxes

HINT: Gold 1 already includes th t setup for US and
e S 1S onro sSSP T o an (not the multiple-page ‘lookup tables” used for manual computation).

Canadian federal taxes, and taxes for all states and provinces (see
page 161). You'll only need to modify tax items or tax tables if the HINT: You'll probably never need to create a new tax table.
withholding rate changes, or if you want to add additional withholding

. . To update a tax table from a state tax booklet, follow these steps:
for items such as union dues.

1. Choose Payroll Setup from the Costs menu, then choose Tax Tables

To create a tax item, follow these steps: from the submenu.

1. Choose Payroll Setup from the Costs menu, then choose Tax Items 2. Click on the tax that has changed, then click the Edit button.
from the submenu.
2. Click the New button. Edit Payroll Tax Table
Hame |California Zingle | Description
Edit Payroll Tax Item ) )
First Adjustment
Hame |Federal Tax | | $158.00 | [ Low Income Cutatf -|
Comments [ 2004]tables Single Table {Federal Single = ™ Minimum Deduction? Calculation Method | Standard Step Table |
Married Table {Federal Married = ™ Maximum Deduction? Base Period [Wesk ¥]
Dual Income Table | Federal Married =1 [ Adjust After Table iz Computed [ Allow Negative Results?
Head of House Table | Federsl Single = Second Adjustment
Calculation Method [harital Tax Tables -| : ; | $19.00] [Per otate A0 = from Lolo Dolars | _Zercent
Other Table {Federal Single =1 - or State Flowance $0.00 $39.00 $0.00 1% ~
Tax Type | Fed Withholding -] [ Adjust &fter Table is Computed $99.00 $234 00 $0.99 29,
Based O | Gross Wage -] Base Period Third Adrustment $234.00)  $369.00 $3.69 4%
ir USTmEe
Subtract From | No Subtraction -| [ Allow Megative Results? | 351 00 [Dollars 2 = $369.00 $512.00 $9.09 E%
— : $512.000  $648.00 767 8%
First Adjustment [Hone -] Pay To Type [ Adjust After Table is Computed 645,01 $0.00 §25.55 gy
Second Adjustment | None -| Pay To Aceount {IRS- morthly withholding (=] Fourth Adjustment
) | | | F1.35 | | Per Other Alowance "I
Rounding | Nearsst Perny hd [ Adjust &fter Table is Computed
Cancel | Ok | 5 )
El Fifth Adjustment =
[ Mathing -]
3. Enter information about the new tax item. You can set up the 9]
calculation method for the item, and who receives payment for it.
HINT: Check the Reference manual for more about Tax Items. 3. Check the tax booklet. If the amount of an exemption has changed,
change the numbers on the left side of the window.
Tax Cutoffs 4. Check the withholding ‘step table’ in the booklet. If the cutoff
Goldenseal automatically computes year to date figures for each deduction, amounts, base amounts or percentages have changed, enter new
and stops deducting those items that cut off at a certain amount. values into the table on the right side of the window.
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Tax Packages
Use tax packages to assign specific taxes to each employee.

Some states require multiple tax packages as a way to assign taxes for each
marital status.

You may also need to use more than one tax package if different employees
have different withholding items— for example, if only some employees
pay union dues, if some get EIC payments, or if you have employees that
live in different states.

To see the tax items that are included in a tax package, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Tax Packages
from the submenu.

2. Click on a package, then click the Edit button.

Edit Payroll Tax Package
Hame [ California Tax package |
Description
Taxes Inchyded Fef#
Advanced EIC 2
A Employee Training 177 |
CA State Dizability 16
¥ Califarnia State Tax 07
Commuter Tax 10
¥ Federal Tax 1
¥ FICA- Med Employer ]
¥ FICA- Med Whold -
¥ FICA- S5 Employer 7
¥ FICA- 55 wWhold 5]
¥ FUTA S |
Edit Tax lterms |
9 ] Lo ]

3. You'll see a list of all tax items. Only those items that have a check
mark will be included in this package.

4. To add a tax item to this package, click on it until there is a check
mark to its left. To remove an item from this package, click on it until
it has no check mark to its left.
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Category Taxes

Some taxes and insurance rates use different rates for the same employee
when they do different types of work. For example, in some states the
worker’s compensation rate is more expensive when an employee does
work that is considered more dangerous.

To set the rates for each type of work, follow these steps:

1. Choose Category Setup from the Costs menu, then choose Category
Systems from the submenu.

2. Click on the name of a category system, then click the Edit button.

Edit Category System
Hame |FuII Construction | Description | categories and subcategories for
construction
Ca_teqorv Class Code Comp Rate | Tax Rate
eneral Conditions Direct 2 I;% F0.2Y -

Site Preparsation Direct B 11% F.00_|
Excarvation Direct C 11% ¥1.00
Concrete Direct o X% F2.00
Mazonry Direct E 22% 5200
Framing Direct F 3% F3.00
Irarvacark Direct G 33% $3.00 -|

Subcat Comp Rate | Tax Rate [¥ Comp Rates &z Percent
Project Overhead 3% $0.30 4| Default Comp
Permits & Fees 3% #0.30 [ TaxRates As Percent
Insurance & Legal 3% F0.30 Default Tax 100
Professional Services % FO.30__|
Temporaries 3% $0.30 [ Require Subcateqornies?
Cranes & Scaffolds 3% F0.30
Eartal zn=n T | Edit Categories |

Subcategom Report |
Cahicel | ak. |

3. In the list of categories, type the rate for each category into the Comp
Rate or Tax Rate column.
NOTE: You may need to adjust your category system so it matches
the tax rate classifications for your state or your insurance company.
4.If you also use subcategories, click in each category, and enter rates
into each of its subcategories.

Payroll Setup  Lesson Forty-Five Page 333



Vacations Wage Schedules

Use vacation items for vacations and holidays. To create a new vacation Wage schedules are used to set the pay period, payday, and other basic

item, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Vacation
Items from the submenu.

2. Click the New button.

Edit ¥acation Item
Hame | Thanksgiving |
Description | ‘
Type
Holidays
Calculation Method
Base Date |11,/20/95 W Ewveryear
Floating Holiday
Date This Year
11425104
of
Hours Paid
Vacations
Amount Accrued u] per
Reduce to Max of u] on
Start Accruing | U| | Days '| After Hiring
x|

3. Enter information about the vacation or holiday.

Use Vacation Packages to assign specific vacations and holidays to each
employee. To see the items in a vacation package, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Vacation
Packages from the submenu.
2. Click on a package, then click the Edit button.

3. You'll see a list of all vacation items. Only those items that have a
check mark will be included in this package.

payment information.

HINT: If you use the same pay period for all employees, you can use
just one wage schedule (even if they each have a different wage rate).

To create a new wage schedule, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Wage
Schedules from the submenu.

2. Click the New button.

Edit Wage Schedule
Hame |Ski|led Carpenter | Base Period 3759
Description
Pay Periods
) Start Cloge | Payday Pd?
Wage Type [Houly =] ¥ LUseVariable Rate 12M4/03 12020003 © 11204 -
Rate | [Per Hour -] 12/21003 1202703 14904

1202803 10304 101604

17404 1AD04 | 172304
Pay Day | 5econd Friday ~ 14104 | 1AT04 © 163004
1G04 | 1024104 © 20604
12504 1U3104 ¢ 2013004

Pay Period |'tl1|'eek|3r "|

W Use Employes Benefit Package

W Use Employes Tax Package 24 04 704 | 202004
W Use Employes Wacation Packag 20804 2404 ¢ 2027004
) 21504 | 221004 | 3504
Ouertime Rate Cutoff 222104 | 202804 | 31204
Daily 22904 | 3EO04 31904
Weekly T4 3NI04 | 32604
Saturday IN404 | 32004 . 4204
Sunday [Double Time ] 204 FET0g 2 4804 = |
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3. Enter information about the new wage schedule.
HINT: If you use different pay periods, you may want the name to

describe the pay period— for example, ‘monthly salary” or ‘hourly
paid weekly’.
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Pay Period and Paydays

Choose the interval to use for pay periods— you can select weekly,
biweekly, monthly, or some other payment interval.

Also choose the way to calculate paydays. Payday can be on a fixed
weekday (either one week or two weeks after the close of the pay period),
or it can be a fixed number of days before or after the close of the pay
period.

Enter a Base Period date— the start date for any pay period.

Goldenseal will then calculate all pay periods and paydays for the current
year, and display them in the table at right.

Wage Rate Amounts

Goldenseal gives you two ways to handle the wage rate amount in each
wage schedule— you can use a variable rate (different for each employee),
or a fixed rate (the same for everyone).

To use a variable rate, turn on the Use Variable Rate checkbox. Each
employee will receive a different wage rate. Enter the wage rate amount into
the Wage Amount field in the Employee account.

HINT: Turn the checkbox on if you pay employees with the same pay
periods and overtime rates, but use different wage rates.

To use a fixed rate, turn the checkbox off, and enter the wage rate amount
into the Rate field. Goldenseal will pay all employees that use this wage
schedule at exactly the same rate.

HINT: Turn the checkbox off if you have standard wage schedules that
are the same for all employees.

Owners and Salaried Employees

If the company owner is paid via regular draw checks, create a Wage
Schedule for the owner, and enter the wage type that best describes the
payments. Use Owner Hourly for payments per hour worked, Owner
Salary for regular amounts, and Owner Draw for irregular amounts.

If some employees are paid a regular amount each period no matter how
many hours they work, create a Wage Schedule for them and enter Salary
as the wage type.

Wage-Based Benefits and Taxes

If each employee receives the same benefits and pays the same taxes for all
the work they do, turn on the checkboxes for Use Employee Benefit
Package and Use Employee Tax Package. In that case, Goldenseal will use
the information that you entered into the employee account.

If employees receive different benefits or pay different taxes for different
types of work, turn off those checkboxes, and enter a benefit package or tax
package into each wage schedule. That way you can control the rates that
are used for each item of work, when you enter labor hours.

Assigning Wage Schedules to Employees
To assign a wage schedule to an employee, follow these steps:
1. Choose Cost Accounts from the Accounts menu, then choose
Employees from the submenu.
2. Find the employee record.
3. Enter the wage schedule into the Wage Schedule field.

4. If the Wage Schedule uses a variable rate, enter this employee’s rate
into the Wage Amount field.
HINT: You can assign only one variable rate to each employee. If you
pay more than one wage rate to an employee, you will need to create
more than one Wage Schedule for them, and turn off the Variable
Wage Rate option for all but one of them.

Other Cost Accounts

Create other cost accounts for each tax or insurance agency that collects
taxes or withholding. If you pay more than one tax to the same agency, you
only need one account. For more about other cost accounts, see page 228.

Finishing Up
In this lesson you have learned how to set up for payroll. It's complicated!

Maybe you’d be better off to just fire all your employees. Nobody would
steal your pencils then, and you could take a nap or eat chocolate any time
of day without being disturbed.

Speaking of chocolate, our manual-writing staff is definitely addicted.
Have you ever thought about sending them some?
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Lesson Forty-Six: Writing Payroll

After you have set up for payroll, you’'ll enter employee hours and then
write payroll each pay period. Goldenseal does all the calculations, so all
you need to do is data entry and a bit of double-checking for special
situations.

HINT: As a bonus, Goldenseal uses the same labor information to
compute job costs and time and materials billing.

Labor Hours

Before you do payroll, enter labor hours records for the work done by each
of your employees. Labor hours records are similar to the other expense
transactions covered in Lessons 33 to 35.

To enter hours, follow these steps:

1. Choose Labor Hours from the Costs menu.
2. Click the New button.
3. Enter the employee doing the work.

Labor Hours

=] E3
g ) Date 91100 =
% Employee Mormalu McMummers | (=] - il 22
| ! |
fems: a4 Time Spent G| [Hour - ey ] i
,_-Er::gd 24 HHHEE) Job {Bananas outhouse | [=
Days Worked More Info
New | Applies To
Brief Descrip. |prir|ts and drawings | . e
Status Transaction il &
'I = i
Wage Schedule {Standard Wage Rate
Breakdown a d Cummentg
Details gave drawings to Chuck at Kayuga
Khztom Keramics
A
EAERS hd
LEE o

4. Enter the amount of time that the employee spent on this work.
5. Enter the number of days that are covered by this record.

NOTE: Goldenseal uses the time spent and days worked values to
calculate overtime.
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6. Enter a brief description of the work done by the employee. You can
also enter a more detailed description if you want.

7. Goldenseal automatically enters the employee’s usual wage schedule.
You can change it if you'll use a different wage schedule for this work.

HINT: If you use more than one wage schedule for an employee, enter
a different Labor Hours record for the work done at each wage.

8. Enter the way you want to compute overtime for this work.
9. Enter the project where work was done.

HINT: If the employee works on more than one project during a pay
period, enter a different record for each project.

10. Click the More Info button, and enter any additional billing and job
costing info that applies to this work.

11. Repeat steps 2 to 10 for any additional work done by the employee.

Applies To

Use the Applies To field to assign labor to an allowance or change order, so
this work will be included in the billing amount for them. You can also
assign labor to a bid or work order.

You can also use the Hours Reduction option to subtract these hours from
the employee’s pay. Use it if you entered too many hours in a previous
labor hours record that has been closed and can’t be changed.

HINT: To correct a labor hours record that has not been closed, simply
enter a different amount in the Time Spent field.

Labor Breakdowns

Use breakdowns to enter more than one piece of work into a labor hours
record.

To assign job costs to specific cost items, choose Item in the Breakdown
field (for more about breakdowns, see Lesson 34).

To assign work to more than one cost category without using cost items,
choose Category in the Breakdown field.
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Multiple Wage Rates

If you pay an employee more than one wage rate during a pay period,
follow these steps:

1. Create a labor hours record for the first wage rate.

2. Enter the desired wage schedule into the Wage Schedule field.
3. Enter the hours worked at that rate.

4. Enter job cost information for the work.

5. Repeat steps 1 to 4 for the work done at each additional rate.

Salaried Employees and Owners

Enter hours for salaried employees, partners, unpaid workers and owners,
just as you do for hourly employees. It will increase the accuracy of your
job costs if you keep track of their time and assign it to jobs.

When you run payroll, Goldenseal will adjust the wage rate so salaried
employees get their usual salary amount.

For employees or owners that get an irregular draw, you can type in
whatever the draw amount is for that period. You can also write a check
directly to owners, if their draw is not handled as a part of payroll.

Overtime
Use the Details field to set overtime conditions (and a few other things).

At the Standard rate, Goldenseal automatically applies the overtime rate to
the excess when there are more than eight hours per day or more than 40
hours in a weekly pay period.

NOTE: If you use overtime cutoff amounts that are different from 8
hours per day or 40 hours per week, change the cutoff amounts in each
wage schedule (see page 335).

If you do not want overtime to be assigned to a labor hours record, choose
No Overtime in the Details field. To pay all the hours at the standard
overtime rate, choose Overtime Rate. To pay all the hours in a record at the
Saturday or Sunday overtime rate, choose Saturday Rate or Sunday Rate in
the Details field.

NOTES: To set the overtime rates, choose Payroll Setup from the Costs
menu, and choose Wage Rates from the submenu. You can also adjust
overtime hours when you write payroll (see the next section).
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Comp Time

If the employee is doing work that will not be paid now, choose Add To
Comp Time in the Details field. The hours will be job costed, and added to
the employee’s comp time balance instead of being paid now.

If prior comp time is being paid now, choose Use Comp Time in the Details
field. The work will be paid now, but not job costed.

Paid Holidays and Vacations

When employees use paid holiday or vacation time, enter the hours as
usual, and enter Paid Holiday or Paid Vacation into the Overtime field.
You can assign the holiday cost to an overhead account, or to a specific job.

If you forget to pay employees for a paid holiday, Goldenseal will remind
you about it when you write payroll for that pay period.

Goldenseal automatically accrues vacation time in each pay period.

Time and Materials Billing and Job Costs

The way Goldenseal calculates labor costs for time and materials billing
and job costs depends on the calculation method in the labor billing rates
that you assign to each employee account and labor hours record (see page
329).

If the billing rate uses a fixed rate or the Pay Rate option, the total cost of
labor is calculated as soon as you enter a labor hours record.

If the billing rate uses the Net Cost option, the actual cost of labor is not
calculated until after payroll is completed (see the next pages). After you
write payroll, Goldenseal automatically adds “burden’ to the billing
amounts. Burden includes the cost of taxes, insurance and benefits that are
paid by the employer.

NOTE: Before you write payroll, Goldenseal temporarily uses the Pay
Rate calculation amount for billing and job costs.

If you need to do time and materials billing before you write payroll, don’t
use the Pay Rate calculation option in the labor billing rate. Instead, use a

flat rate, or use the Pay Rate plus Percent option and add a percentage to
cover approximate employer burden (and overhead costs, if desired).

HINT: The Net Cost option is more accurate, since it uses actual
payroll costs.
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Writing Payroll

Once you have entered employee hours, follow these steps to write payroll:

1. Choose Write Payroll from the Bank menu.

Current Payroll

Employee 4
Gross Wages 51,523 67

Pay How 4
Het Wages §4 57312

Start Date| 9300
End Date 959,00

2. You'll see a list of work done during the pay period, based on the
Labor Hours records for this employee.

3. You can adjust the overtime hours if they are not correct. You can also
decide not to include some hours in this pay period— simply turn off
the check mark in the far left column.

4. When you have finished adjusting hours, click OK.

Viewing Deductions
To see a list of tax deductions, double-click in the Deduction column in the

employee’s row.

- Employee Hre | OT |Days| Wages |(Commiss. Deduct. | Cat. Tax | Benefits Emp. Tax| Wac. | Total Due | &
< Captain Ahak 105 u] 1 F80.25 F0.00 §7.82 F7.01 F0.00 FFE2 0.27 Fe1 .43
* Willism Styron 265 u] 3 $594 82 F0.00 4712 F0.00 F0.00 Fo028; 027 Fa47 80
< Hurt Yonnegot k1l u] 4 FEO00.00: F4.521.18 1 97681 F0.00 FO00: F452.09: 0.00; 344437
»" ihlormolu Mohumi 49 1 5 Fo44 .50 F0.00 544 98 F0.00 F0.00 F4602: 027 F499.52
x|
Wwiite Paprall | Print Repart | Wage Schedule | |E| | Cloze |
2. You'll see a ‘quick report’ list of employees, hours and payroll
deduction amounts.
3. Double-check to make sure all values are correct.
Viewing Hours Worked
To see an itemized list of the hours that an employee has worked, follow
these steps:
1. Double-click in the employee’s row on the Hours column.
Itemized Employee Hours
Employe Furt Yonnegut Total to Pay How $600.00
+ | Ref # Date Job Work Done Wage Rate Days | Hrs | OT Rate OT Hrs| Pay How |=
H 3 9S00 Peach repairs TEEgeneral superyvisi F19.25 2 12 FO.00 1] F23225
H 5: 9800 Anon privacy scridoor installation F19.35 1 3 FO.00 1] F55.06
H 128 9700 Basic Overhead general supervisi F19.35 1 g F0.00 1] F154.84
H 27 8400 Lakar Day F19.35 il g F0.00 1] F1a4.89
ﬂ Save az Text Cancel | (1] I
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Itemized Deductions

Employee hbormolu Mchiumimers Total Deducted $44 .55

+ Tax tem Baze Wages| Calculation Conditions Amount Prior ¥TD ]
* Advanced EIC F544 50:Marital Tax TahlesiNone F0.00 F0.00
* MY State Married $544 50:Tax Table Mone .72 F0.00
¥ FICA- S5 Wihald $544 50 Direct Percent Maone F33.76 Fo.00
¥ FICA- Med Whold 544 50 Direct Percent Mone F7.90 F0.00
¥ Commuter Tax 1iDirect Dollars Mone F1.00 F0.00
* NYS Disahility 544 50:Direct Percent Mone o060 Fo.00
-

Cancel | ak. |

Save az Text |

You can also see category taxes, benefits, employer taxes or accrued va-
cation for this pay period. Simply double-click in the appropriate column.

Changing Pay Periods
Goldenseal starts out with the earliest pay period that contains unpaid

labor hours. Use the Pay Period popup menu to change to a different pay
period.

You can enter the current pay period, any of the three previous periods, or
the next pay period. You can also view all labor hours, or you can enter a
custom date range.

After you change to a different pay period, Goldenseal automatically
adjusts the Start Date and End Date fields and fills in the appropriate
labor hours.
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Using Multiple Wage Rates Payroll Records

Goldenseal starts by including all employee hours in the payroll report, Goldenseal keeps details of each payroll payment in a Payroll Record. The
even if you used more than one wage schedule. record contains several breakdowns that show the hours paid, employee
NOTE: If you use more than one pay interval (for example, weekly and withholding amounts, employer taxes and benefits.
biweekly), you'll only see labor for one payroll interval at a time. To view payroll records that have already been created with the Write
To see the work done under just one wage schedule, enter a wage schedule Payroll command, follow these steps:
into the Wage Schedule field. 1. Choose Payroll Records from the Costs menu.
The Wage Schedule field is useful if you have a mixture of salaried and 2. Scroll to the record you’d like to see.
hourly employees, or if you write separate paychecks for different types of HINT: If you have already created a paycheck for this record, you
work. To write payroll for just one wage schedule, follow these steps: won’t be able to change any items on it. However, you'll still be able
1. Choose Write Payroll from the Costs menu to view the breakdowns for hours or deductions.
2. Enter the wage schedule into the Wage Schedule field. 3. Enter Wages in the Breakdown field to see the employee’s hours.
3. Click the Write Payroll button. 4. Enter Deductions in the Breakdown field to see employee deductions.

4. Repeat steps 1 to 3 for each additional wage schedule. You can also

leave the Wage Schedule field blank to include all remaining work.

Employee {William Styron |= Date 7/28/04 13 =
Creating Paychecks Pay Period 9300 to /910
. . Wages $594.92 T
When you are ready to create paychecks for this period, follow these steps: Commissions 5000 t==,  Comments
1. Click the Write Payroll button. New | Period Totals
Status
Bank Payment | QT Date Joky Wiork Done Diay Eate Hr: 0T Rate |OT Hrs | Total Due [
| 4 13 9800 iJoe Apple- Beth instal doars 2 52245 14 3367 0 §31430 «
Pay From Breakdown f . 14 3900 .Joe Apple- Bath install bath accessc 1 $2245 45 §3367 0. $101.03
_ 4 26 940 Labor Dy 0 §2245 & $0.0 0. $17950
Account | TCTC Checking | =3
Checkboo [office book | 2
eckboo |office boo - i (B -
e o
ext Mumber: 2330
“eaee ] [ ok
5. Enter Employer Taxes in the Breakdown field to see employer taxes.
2. Choose the bank account from which you'll write paychecks. If you 6. Enter Benefits in the Breakdown field to see benefit deductions.
use multiple checkbooks, enter the checkbook that you want to use. 7. Enter Vacations in the Breakdown field to see vacation and sick time
3. Click OK, and Goldenseal will automatically create a payroll record used and acgrued. o
and a paycheck for each employee. 8. Click thg Period Totals button to see total wages, commissions,
HINT: If you don’t want to create paychecks right away, leave the deductions and employer taxes.

Account field empty. You'll still get payroll records for the period.
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Direct Entry of Payroll Records 3. Enter an employee into the Employee field.

To create a payroll record that calculates wages and deductions for a single 4. Enter the type of adjustment that you are making.
employee, follow these steps: 5.If the gdqutment appligs toa speciﬁ; tax item, benefit item or
1. Choose Payroll Records from the Costs menu. vacation item, enter it into the Applies To field.
2. Click the New button. ..
3. Enter an employee into the Employee field. Printing Paychecks and Paycheck Stubs
4. Choose Wages from the Breakdown popup menu. After you create paychecks, you can print them onto check blanks, with a
5. Goldenseal automatically fills in all available hours for this employee. detailed breakdown of wages, benefits and withholding.

HINT: You may need to remove some items from the breakdown, if
they are not included in this pay period.

_ _ 1. Choose Print Form from the File menu.
6. Goldenseal automatically calculates deductions, employer taxes, 2. Enter Checking Transactions into the Transaction popup menu.
benefits and vacations.

3. Enter Paycheck into the Form Type popup menu.

To do so, follow these steps:

HINT: If you need control over the pay period or the wage rates that

are included, use the Write Payroll command (see page 342). 4. Chpose the ¥ecord range you'd like to print.
5. Click the Print button.
Payroll Adjustments You can also print payroll records to give a breakdown of payroll

deductions, which you can use as an attachment when you don’t print

You can also use simple payroll records to handle bonuses, pay checks (or when you print on checks that don’t have room to show wages,

adjustments, vacation changes and tax payments, to enter payroll if you benefits and withholding).
are entering past paychecks, if you figure payroll deductions manually, or if To do so. follow these steps:
you use a payroll service but write your own paychecks. ’ ps:
. 1. Choose Print Form from the File menu.
To enter a payroll adjustment, follow these steps: 2. Enter Payroll Records into the Transaction popup menu.
L Clr}oose Payroll Records from the Costs menu. 3. Enter Employee Deductions into the Form Type popup menu.
2. Click the New button. 4. Choose the record range you’d like to print.
Payroll Records o= 5. Click the Print button.
Q. ° Employee | Captain Ahab = R 2004 16 =
CA : : Vacations and Holidays
tons: 9 B R # Sick Te M _ Comments [7sre gving Fim 3 bormrs Goldenseal automatically keeps track of the accrued balance of vacations,
aun Applies To = - hecause he helped nurse the sick time and comp time for each employee. To view the current balance for
New | = R 7] o2 = - gargoyles back to health an employee, choose Employees from the Accounts menu, and find the
Status Period Totals employee record.
HINT: Goldenseal automatically accrues vacation time during each pay
Breakdown eriod. To adjust the balance, make a Payroll Record (see page 346).
[T - p J y (see page 346)

If an employee gets a paid holiday, Goldenseal will remind you to create a
i - Labor Hours record for the holiday pay, if you haven’t already done that
= LIJ when you use the Write Payroll command for that pay period.

[]
[

Page 346 Lesson Forty-Six ~ Writing Payroll Writing Payroll ~ Lesson Forty-Six Page 347



Payroll Reports

To see a report of employee hours, choose Payroll from the Reports menu,
and choose Employee Hours from the submenu. Enter a date range, and
click the Update button.

You'll see a list of Labor Hours records, grouped by employees.

Employee Hours Hi=l
kems Labor Hours ™ More Details Print
Update
Date Range 411908 TI28004 Save as Text
Employee Hours 1998 to 2504
Employee Date Hrs Time Unil Days Wage Schedule Overtime Amount Job Category

Captain Ahab

Captain Ahab 9500 2 Howr 1 Starter Laborer Standard FI700 Anon privacy scre Computers

Captain Ahab Q800 11 Hour 2 Starter Laborer Standard $9350  Anon privacy scre Consuftants

Captain Ahab Q700 G Hour 1 Starter Laborer Standard $21.00  Anon Billkosrds PF lronwork

Captain Ahab Q4800 5 Howr 1 Starer Laborer Standard $42.50 Peach Pit Remodel Plumbing Finish

Captain Ahab /5100 5 Hour 1 Starter Laborer Standard F4250 Joe Apple- Deck T Framing

Captain Ahak /800 & Hour 1 Starter Laborer Standard $51.00 Bananas outhouse Excavation

Captain Ahab 9800 25 Hour 1 Starter Laborer Standard $21.25  Joe Apple- Kitcher ronwark

Captain Ahab 9M 200 3 Howr 1 Starter Laborer Standard $2550 Joe Apple- Kitcher Tile & Glass

Captain Ahab 9M100 6.2 Hour 1 Starter Laborer Standard $25.25 Joe Lpple- Kicher Depreciables

Captain Ahab Q44000 & Howr 0 Starer Leborer Paid Holiday FE5.00

Subtotal 55 10 $467.50 =
| | »

To see employee withholding, choose Payroll from the Reports menu, and
choose Withholding by Employee from the submenu. Enter a date range,
and click the Update button.

Withholding By Employee [ _ (O]
kems Deduct By Emp Report I~ Mare Details Pritit
Update
Date Range 72504 713104 TEEEEN Save as Text
Withholding By Employee HEH0L ta 304 -
Deduction Employer Tax
CAPTAIN AHAB
Federal Tax $0.00 §0.00
Achvanced EIC $0.00 §0.00
FUTA F0.00 Fo0.m
FICa- S5 Whald 953 F0.00
FICA- S5 Employer F0.00 ¥553
FICA- Med vahold F1.29 F0.00
FIZA- Med Employver F0.00 §1.29
Commuter Tax $1.00 §0.00
A Single- Dor 1 $0.00 §0.00
A State Digability $0.00 F7.m
CA Emploves Training F0.00 F0.09
Captain Ahab Total $7.82 $34.63 -
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The withholding report shows totals for each Tax Item for each employee.
To see an itemized list of withholdings, follow these steps:

1. Turn on the More Details checkbox.

2. Turn off the Condensed checkbox.

3. Click the Update button.

withholding By Employee [_ O]

ems Deduct By Emp Report W tore Details Print
Update
Date Range [This Week  »|| 72504 i34 Save a3 Tent

ltem Range Al tams Acct Class Date Field
Breakdown hain Account Match Field
™ Condenzed
FICA- hed YWhold Qr2z2m0 F5421.15 Fra 61 F0.00  Mone ﬂ
Subtotal $76.61 $0.00
FICA- Med Employer
FICA- Med Employer 972200 F5421.18 F0.00 7861 Mone
Subtotal $0.00 $78.61
Commuter Tax
Commuter Tax 9r2200 F1.00 §1.00 F0.00 kone
Subtotal $1.00 $0.00
HYS Disability J
WY Digability 9722100 §5.42115 F0.60 $0.00 Mone
Subtotal $0.60 $0.00
Kurt Yonnegut Total $1,976.81 $458.09 -

To see a similar report listing totals for each tax, choose Payroll from the
Reports menu, and choose Withholding by Tax Item from the submenu.

For more about reports, see Lesson 20.

Finishing Up
This lesson has shown you how to write payroll each week.

Now that you’ve finished the easy part of payroll, you may feel ready to
re-hire the employees that you fired after the last lesson. Of course by now
they may have discovered the lucrative business of selling chic hats on the
Internet, and they may not want to come back.

HINT: Check out our optional Internet Chic Hat Sales Module if you
want to join your ex-employees in the lucrative business of selling chic
hats on the Internet
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Lesson Forty-Seven: Inventory

Goldenseal keeps an inventory count for any Cost Items that you want to
track. You can also track inventory for Assemblies that you manufacture.

Inventory counts increase automatically when you enter material purchases
with an item breakdown (see page 248). Inventory decreases when you
make sales with an item breakdown, or use inventory in projects.

You can also adjust inventory counts and value with Inventory Transfers.

Setting up for Inventory

To use Goldenseal for inventory tracking, create one or more Inventory
accounts (see page 214).

To track inventory quantities of a Cost Item, follow these steps:

1. Choose Cost Items from the Costs menu.
2. Find the item you want to track in inventory.
3. Turn on the Inventory checkbox.

HINT: If you want to inventory many items, use the Replace All
command to change them all at once (see Lesson 16).

If you manufacture items and then sell them, you can also track inventory
quantities for Assemblies (see Lesson 14).

Inventory Valuation

Every Cost Item and Assembly includes a separate calculation for the
inventory value of that item. You'll set the calculation method for it in the
Markup System for each item (see Lesson 13).

Use the Valuation field in each Inventory Account to set the value that
you’ll use to value inventory. The inventory value makes the most sense, but
you can also use the purchase price, resale price, or project price.

Inventory Aging

Use the Price Aging field in each Inventory account to set the way you'll
handle the replacement of inventory. First In First Out (FIFO) means that
you will ‘rotate’ prices and sell old stock first. First In Last Out (FILO)
means that you'll sell new stock first. Average All means that you'll average
the price of new and old items each time you add new stock.
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Purchases

To purchase items for inventory, follow these steps:

1. Choose Material Purchases from the Costs menu.

2. Click the New button.

3. Enter Items into the Breakdown popup field.

4. Enter supplier information.

5. Enter the items you are purchasing into the breakdown table.
6. Enter Inventory into the Job Class popup field.

7. Enter an Inventory account into the Job field.

Goldenseal will automatically increase the inventory count of each item
you’ve purchased.

Sales

To sell items from inventory, follow these steps:
1. Choose Sales from the Income menu.
2. Click the New button.
3. Enter Items into the Breakdown popup field.
4. Enter customer information.
5. Enter the items you are selling into the breakdown table.
6. Enter an Inventory account into the Inventory Account field.

Goldenseal will automatically decrease the inventory count of each item
you are selling.

Inventory Use

To use inventory items on a project or as part of your overhead costs,
follow these steps:

1. Choose Inventory Used from the Costs menu (see page 252).

2. Click the New button.

3. Enter Items into the Breakdown popup field.

4. Enter an inventory account into the Account field.

5. Enter the items you are using into the breakdown table.

6. Enter job cost information.

Goldenseal will automatically decrease the inventory count of each item
you've used. It also includes the items in job costs for the project.
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Inventory Transfers

Use Inventory transfers to make any kind of adjustment to inventory
quantity or value.

To enter a transfer, follow these steps:

1. Choose Special Transfers from the Bank menu, and choose Inventory
Transfers from the submenu.

2. Click the New button.

Inventory Transfers

] rensrer rpe G sn ] - BT
tems: 4 Inventory Type Take From Mot Used
Found 4 Category | Roofing =1 Account IS
Hew I =l Subcat | =1
Add To Inventory
Status H " :
lem | roofing cemert : i :
| d |E’ Account | Johsite Inventary |E
Broakdown quantiy 4] Comments
.
Unit Value F29.95
Total Value: i

=l 3

3. Enter the type of transfer (see next page).

4. Enter information about a single item you are transferring, or enter

Items into the Breakdown popup field, and enter multiple items into
the table.

5.If the transfer reduces inventory in an account, enter a Take From
account.

6. If the transfer adds inventory to an account, enter an Add To account.

Transfer Types

You can make any of the following types of inventory transfers:

Transfer— move inventory from one account to another.

Manufacture— create an assembly from its components. Goldenseal
will add to the quantity of the assembly, and reduce the quantity of
its components.

Revalue— change the value of inventory.
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Shrinkage— reduce inventory quantities due to losses of any kind. You
can allocate the value of the loss to any overhead account.

Startup Stock— for inventory that exists when you first start using
Goldenseal. Its value is considered as starting equity.

HINT: If you don’t have time to enter all your startup stock when
you first use Goldenseal, that’s OK. Just run your business as usual,
and enter the original startup stock whenever you have time.

Reconciling Inventory
To match computer inventory to actual inventory, follow these steps:

1. Choose Inventory from the Reports menu, and choose Item Count
Blank from the submenu.

2. Click the Update button, then click the Print button.
3. Take physical inventory, and fill in the actual quantity for each item.
4. If you need to make adjustments, enter Inventory Transfers.

Finding Shortages

To see a list of items that need to be ordered, choose Inventory from the
Reports menu, and choose Shortages Report from the submenu. Click the
Update button, and you'll see a list of all material items that have
inventory counts that are smaller than the ‘reorder at’” amount.

Price Requests

To request current prices from suppliers, follow these steps:
1. Choose Cost Items from the Costs menu.
2. Use the Find commands to find the items for which you want prices.

3. Choose Inventory from the Reports menu, and choose Price Request
Blank from the submenu.

4. Click the Update button, then click the Print button.

Finishing Up

Before you move on, you may want to take a break and brush up on your
juggling skills. Sure, you can already do three chain saws, but how about
three chain saws and a porcupine? Blindfolded?

Yes, we know it’s hard to put a blindfold on a porcupine..
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Lesson Forty-Eight: Taxes

Goldenseal includes special handling for four types of taxes:

Income Tax— You can allocate expenses and income to different
categories, so it’s easy to use your Goldenseal data to fill out tax
forms.

Payroll Tax— Goldenseal automatically withholds payroll taxes from
employees, and then pays withholding and employer taxes to tax
agencies or insurance companies when they are due.

Sales Tax— Goldenseal automatically charges sales tax on sales or
project billing, and pays it automatically to sales tax agencies.
Vendor Withholding— Goldenseal allows you to withhold backup
withholding or other taxes from suppliers and subcontractors.

This lesson explains how to use Goldenseal for each type of tax.

Income Taxes— Cash Basis

If you use cash accounting for tax purposes, the easiest way to classify
your income and expenses is to use the Tax Class field, which is found in
every bank transaction.

Goldenseal groups expenses into the five basic cost areas (equipment,
labor, materials, subcontractors, other costs), plus a few other categories
such as bank fees and interest paid. It groups income into project income,
rentals and sales, plus a few minor categories such as bank interest.

To put expenses from a vendor into a different category, follow these steps:
1. Choose Material Suppliers, Subcontractors or Other Costs from the
Accounts menu.
2. Find the account you’d like to change.
3. Enter a cost category into the Income Tax Class field.

To see a report of all financial transactions broken down by tax class,
follow these steps:

1. Choose Taxes from the Reports menu, and choose Income Tax Report
from the submenu.

2. Use the Date Range popup field to enter a date range.

3. Click the Update button.

Income Tax Report =]

Kkems Bank Transactions ™ More Details Print I
Update | Sk |
Date Range [ Al tems || amoms || rizema | Gave as Test |
Income Tax Report =
Bank Account  Payee Type Account Date Trans Type Paid Out DepositeBecord # Ty Status Conditions
Materials
TZTC Checking Material Agwvay G6M2/00  Bank Check §23.36 §ooo 3 Cleared Mone
TZTC Checking Material Apvay EM2/00  Payment §11.88 §0.00 02 Cleared AT Tranzactio
TZTC Checking Material Cayugs Mirror & Glas 7227104 Bank Check §54.00 §0.00 2526 Cleared Mone
TCTC Checking Material Cayuga Lumber Ti2Ti04  Bank Check $6,955.07 Fooo 2527 Entered MNane
TETC Checking Material Bishops of thaca TI2704  Bank Check $134 .42 §0.00 2528 Cleared Mone
TETC Checking Matetial Agay TI27M04  Bank Chack $100.00 §0.00 2529 Cleared More —
Jab Trailer Cash Material Bishops of thaca 10024000 Paymert $32.40 $0.00 1 Ertered Mone
ATAT Wisa Material Cayuga Lumber 154101 Payment Jra2 22 $0.00 1 Ertered  Mone
Subtotal $7,536.35 $0.00
Payroll
TETC Checking Employes Captain Ahak Q2200 Bank Check 51.43 F0.00 25350 Ertered Mone
TZTC Checking Employes Kurt Yonnegut 9/22/00  Bank Check 3,444 57 §o.00 2532 Entered Mone
TZTC Checking Employes Mormoly Mchdummers 922200 Bank Check §4958.52 §0.00 2533 Entered Mone
Subtotal $4,025.32 $0.00
Subcontractors
Jobsite Petty Cash  Subcontracto Paul Petercamp Paint 7227704 Paymert $29.92 fonoo 3 Entered Mone
Subtotal $59.92 $0.00 -
< ;I_I
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4.If you'd like to get the report data into a spreadsheet, click the Save
As Text button.

HINT: The Income Tax Report shows all bank transactions. You
won't include bank transfers on the income tax form, since they only
shift funds and are neither income nor expense. You may also have
other income or expense transactions that don't belong on your tax
form for some reason.

Income Taxes— Accrual Basis

If you use accrual accounting for tax purposes, you can probably still use
the Income Tax Report to prepare taxes. Start with the cash numbers, and
then make any adjustments for accrual conditions.

For example, you may need to adjust the following expenses for the year in
which they accrue:

* Prepaid expenses such as insurance

* Accounts payable in the last month of the fiscal year

e Paychecks at the end of the fiscal year

e Payroll taxes that you collect in one year and pay in another
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You also may need to adjust the following income amounts for the year in
which they accrue:
e Projects that are partly-complete at the close of the fiscal year
e Sales that have not yet been paid
* Write-offs that you've taken via Payment Receipts that use a write-off
as the payment method.
For a report of all expenses accrued during a time period, follow these
steps:
1. Choose Expenses from the Reports menu, and choose All Expenses
from the submenu.
2. Enter a date range.
3. Click the Update button.
For a report of sales income during a time period, follow these steps:
1. Choose Income from the Reports menu, and choose Sales from the
submenu.
2. Enter a date range.
3. Click the Update button.
For a report of project accrued income during a time period, follow these
steps:
1. Choose Projects from the Reports menu, and choose Project Bills from
the submenu.
2. Enter a date range.
3. Click the Update button.

Payroll Taxes

When you use the Write Payroll command, Goldenseal automatically
calculates tax withholding and employer taxes, and ‘posts” each deduction
and employer tax item to the account that receives payment for the tax.

NOTE: Before you write payroll, you'll need to assign each Tax Item to
a tax agency so it will post properly (see page 357).

When tax payments come due, you can easily use the Pay Bills command to
pay those taxes to each tax agency.

NOTE: Goldenseal also prints W-2 forms for employees. To do that,
choose Employees from the Accounts menu, then choose Print Forms
from the File menu and use the W-2 form.

Payroll Tax Setup
Create a Other Cost account for each tax agency, and for any insurance
agencies that collect payroll-based insurance.
To do so, follow these steps:
1. Choose Other Costs from the Accounts menu.
2. Click the New button.
3. Enter details for the account (see page 228).
To assign taxes to a tax agency, follow these steps:

1. Choose Payroll Setup from the Costs menu, and choose Tax Items
from the submenu.

2. Double-click on an item.

3. Enter the tax agency into the Pay To Account field.

4. Click OK.

5. Repeat steps 2 to 4 for each Tax Item.

Paying Payroll Taxes
To pay payroll taxes to a tax agency, follow these steps:

1. Choose Pay Bills from the Bank menu.

2. Click in the popup field at upper right, and choose Payroll Taxes as
the item to pay.

Pay Bills %] |

Yendors 3 Pay How 3

Cutoff Dat 72504 Payroll T
Total Owed 3205057  Amount  $2,05067 el | [Pyl Toves -
Pay Vendor Baze Current Past Due Adjust Total Due |Due Date | Pay How ItemsE
# RS- monthly withho Fo.00; F2A407 F0.00 Fo.00;  F2410.71 - 24101 25
¥ State Employment T 000 F47T5.20 F0.00 F0.00 47520 - F47T5.20 16
RS- snnual FUTA 000 F61 96 F0.00 F0.00 F61.96 - F61 96 G
[

EreateEhecksl Frint Repart | Save as Text | Double-ciick on @ row to see details
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3. You'll see a list of tax agencies, with the amount due to each. Click in

the Pay column to mark the agencies that you want to pay now.

4. To see an itemized list of taxes due, double-click on the agency name.
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5. You'll see an itemized list of every payroll item due to this agency.

Other Costs =]

.

Date 702504 4

s

Tax Agency |IRS- manthly withholdir | [(=J;

tems:
Found

4
4

ftemizedPayroliTawes |
Tax Agency: IRS- monthly wwithholding Total To Pay How 52 410.71
Pay| Employee Tax ftem Date |Base Amt| Tax Amt | Rate | Adjust | Total Due | Pay How [=]
¢ Hurt Vonnegut  Misc Deductions | 9027000 FO.00 F10.00 0% FO.00 F10.00 F10.00
¥ iCaptain Ahab  Federal Tax 1152599 F331.50 F1092 0% F0.00 F10.92 F1092
¥ Captain Ahab FICA- 55 Employer: 11525539 F331 .50 F2055 0% F0.00 F20.585 F2055
¢ Captain Ahab FICA- Wed Employe 11425/39 §331 .50 5451 0% FO.00 F4.81 F4.81
¢ William Styron (FICA- 55 Employet 208000 F7E3.30 F47 32 0% F0.00 Fa7 .32 F47 32
¢ Wiilliam Styron FICA- Med Employé 20900 F7E3.30 F11.07 0% FO.00 F11.07 F11.07
¥ iCaptain Ahak FICA- Med Whold 11525099 F331.50 F20.55 0% F0.00 F20.55 F2055
¢ William Styron FICA- hWed Whold 28300 F7E3.30 F47 32 0% F0.00 Fa7 .32 F47 32
¢ Captain Ahab Federal Tax Q22000 Fa9.25 F0.00 0% F0.00 F0.00 F0.00
¥ Captain Ahab (FICA- Wed Whold | 9022000 F89.25 $1.29 0% F0.00 F1.29 F1.29 ll
Print Repart I SaveasTe:-:tI Cahcel I ITI

6. Click in the Pay column to set the items to include items in this
payment, then click OK to return to the main dialog.

7. To pay taxes, click the Create Checks button.

8. You'll be asked how to pay for these items. Enter a bank account, or
leave the field blank if you plan to pay it later. Then click OK.

Payroll Tax Payments

When you use the Pay Bills command for tax payments, Goldenseal creates
an Other Cost record for each tax payment. It uses a Payroll Tax
breakdown to itemize every tax withholding item that is included in this
payment.

HINT: When you create a tax payment, Goldenseal automatically
‘posts’ the payment of each individual withholding item, so they won't
ever show up in the Pay Bills command again.

To view tax payments, follow these steps:

1. Choose Other Costs from the Costs menu.

2. Use the browser controls or the Find command to locate a specific
payment (see the next page).
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Mew |E

Status

Breakdown

Payroll Tax

—, Job Class
Brief Descrip. [IRS 2nd atr | ) Job | |=3
i - More Info
IR e P —
Invoice # | | Transaction § £[E:
Comments
Pmt Method
Details | Met 30 Due 15th =
- Einployes Tax fem Diate Baze Amt | Tae Amt Adjust Pay: [iowy I_
" Hurt Yonnegut Mizc Deductions QU270 F0.00 1000 000 $10.00 «
+ Captain &hab Federal Tax 11025099 $331.50 1082 000 §10.82
+ Captain &hab FICA- 25 Employer ;11425099 $331.50 F20.53 000 2055
¥ Captain Ahab FICA- Med Employer : 11525099 $331.50 F4.81 $0.00 F4.51 T
+* William Styron Advanced EIC 2/800 §763.30 F72.53 $0.00 F72.53
+* William Styron FICA- S5 Employer 2/800 §763.30 Fa7 52 $0.00 Fa47.32
< il Thoean FIimn Rad Frnlauear aann TR 2N 14 N7 O nn F14 07

W]~

[

[a2t

k|

To write a check to the tax agency, follow these steps:

1. Choose Pay Bills from the Bank menu.
2. Choose All Other Costs in the vendor popup field at upper right.

3. Put a check mark next to the tax agency (and any other items you’d
like to pay now).
4. Click Write Checks.

You can also enter a single check to the tax agency, as follows:

1. Choose Checking Transactions from the Bank menu, and choose a
bank account from the submenu.

2. Click the New button.

3. Enter Other Cost into the Pay To field, and the tax agency into the
Account field.

4. Enter Other Cost into the Transaction Paid field.
5. Enter the tax payment transaction into the Reference field.
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Payroll Tax Reports
After you've made a payroll tax payment, you can get a report of the tax
payment in a form that is more useful for filling out tax forms.
To do so, follow these steps:

1. Choose Taxes from the Reports menu, and choose Tax Payment By
Tax from the submenu.

2. Enter an Other Cost record into the Other Cost field.

3. Click the Update button.

Tax Payment By Tax !EI E
kems Tax Pirt by Tax Report ™ More Details Print |
’ . |Update I Sart I
Other Cost [IRS 2nd Gtr = Save as Text |
Tax Payment By Tax =

Base Amoun Deduction
FEDERAL TAX

Captain Shab $420.75 1082
Furt Yonnegut 342115 $1,560.49
Federal Tax Total $5,841.93 $1,571.4
ADVANCED EIC

Willistn Styron 1 39622 $72.53
Marmolu Metumimers Fo44.50 F0.00
Advanced EIC Total $1,902.72 $72.53

FICA- 55 EMPLOYER

Captain Ahab 42075 F26.08

Willistn Styron 1 33522 Fiad. 2

Kurt Yonnegut §5.42115 F336.11

formoly Mokummers F544 50 F33.76

FICA- S5 Employer Total $7,744.65 $480.16

FICA- MED WHOLD

Captain Ahak 42075 F21.84

Willistn Styron 1 396522 $95.95

Kurt Yonnegut F5421.18 FraE1 -

4] »
4. You'll see a report listing each tax paid, with the amount paid for each
employee.

To see a breakdown of the individual tax items paid for each employee,
follow these steps:

1. Turn on the More Details checkbox.

2. Turn off the Condensed checkbox.

3. Click the Update button.
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Sales Taxes and GST Taxes

When you enter sales and project bills, Goldenseal automatically “posts’ the
tax amount to the account for the agency that receives the sales tax.

When tax payments are due, you can easily pay those taxes to each tax
agency.

Sales Tax Setup

Before you collect sales tax, create an account for each sales tax agency. To
do so, follow these steps:

1. Choose Other Costs from the Accounts menu.

2. Click the New button.

3. Enter details for the account (see page 228).

Create a separate sales tax rate for each municipality for which you collect
taxes. To do so, follow these steps:

1. Choose Income Setup from the Income menu, and choose Sales Tax
from the submenu.
2. Click the New button.
3. Enter details for the tax rate (see page 233).
4. Enter the tax agency into the Paid To Account field.
5. Click OK.
6. Repeat steps 2 to 5 for each separate tax rate that you collect.
If you collect GST tax and also get a credit for GST taxes that you pay to

vendors, you'll also set up a Vendor Withholding credit to handle the credit
portion of the tax (see page 364).

Charging Sales Tax and GST Tax
To charge sales tax, follow these steps:

1. Enter a sales transaction (see page 292) or a project bill (see Lesson
43).
2. Enter a sales tax rate into the Tax Rate field.

3. Goldenseal automatically computes the tax amount, and adds it to
the amount due to the tax agency.
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Paying Sales Taxes
To pay sales tax or GST Tax to a tax agency, follow these steps:

1. Choose Pay Bills from the Bank menu.
2. Click in the popup field at upper right, and choose Sales Tax as the

item to pay.
Pay Bills
Vendors 1 Pay How 1
Cutoff Date | 7/25i04 Sales T
Total Owed 39997  Amount $00.97 | | [sates Tax ~]
Pay Yendor Sales Current | Past Due Adjust | Total Due |Due Date | Pay How [ems :‘
¥ State Sales Tax | §965.24; $99.97; $0.00; $0.00; ga997 - L

Frint Fepart | Save az Text | Daubfe-ciick on 8 row to see details

3. You'll see a list of all tax agencies with sales tax due.
4. To see an itemized list of taxes due, double-click on the agency name.

Itemized Sales Taxes
Tax Agency: State Sales Tax Total To Pay How $93 97

Pay| Customer Tax Rate Date |Base Amit| Tax Amt | Rate Adjust | Total Due | Pay How (]
¥ Joe 'Bad Apple' | Cortland- non City ;1202700 $1:30.00 F10.40 5% F0.00 §10.40 $10.40
¥ iFilkert Fidget Tioga J2i2r0n 31 .63 F2.53 5% $0.00 $2.53 $2.53
¥ iJoe 'Bad Apple' (Cortland- non City | 14001 §30.00 F4.00 % F0.00 F4.00 F4.00
* iFilkert Fidget Tioga 14301 F140.00 F11.20 5% $0.00 §11.20 F11.20
il Anorymous Y City 109001 F220.00 F18.70; 85% F0.00 §18.70 §15.70
* loe 'Baranas' MY City M0 $120.00 F21.05) 5.5% $0.00 $21.05 $21.05
¥ Brandon “enturd Cortland- non City | 141 5001 §12.00 F0.96 5% F0.00 $0.96 FO9ET
¥ Joe Apple- Kitch: Cortland- city SI2600 FE0.00 4 .56 % F0.00 F4.56 F4.56
¥ Peach Pit Bath R Tompking- Mon-Cits 2026/00 F12582 Fo.o7 5% $0.00 §10.07 o007 - |

| Cancel | 0K |

Print Repart |

5. You'll see an itemized list of every tax item due to this agency.

6. Click in the Pay column to set the items to include items in this
payment, then click OK to return to the main dialog.

7. To pay taxes, click the Create Checks button.

8. You'll be asked how to pay for these items. Enter a bank account, or
leave the field blank if you plan to pay it later. Then click OK.
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Sales Tax Payments

When you use the Pay Bills command for sales tax payments, Goldenseal
creates an Other Cost record for each tax payment. It uses a Sales Tax
breakdown to itemize every sale or project bill included in this payment.

To view tax payments, follow these steps:

1. Choose Other Costs from the Costs menu.
2. Use the browser controls or the Find command to locate a specific
payment.

Sales tax payments are very similar to payroll tax payments (see pages 360
to 361).

Sales Tax Reports

After you've made a sales tax payment, you can get a report of the tax
payment in a form that is more useful for filling out tax forms. To do so,
follow these steps:

1. Choose Taxes from the Reports menu, and choose Sales Tax Payment
from the submenu.

2. Enter an Other Cost record into the Other Cost field.

3. Click the Update button.

Sales Tax Payment _ (O
kems Sales Tax Report ™ More Details Frint

Other Cost [ June Sales Tax =3 = B es Tk | —————————

Sales Tax Report =
Base Amount Tax Amt.
Tompkinz- Mon-City F125.82 F1007
Tioga F203.30 F18.50
WY City F3742 F45.05
Cortland- non City F202.00 776
Cortland- city F60.00 F4.56
Grand Total $965.24 $99.97

To see a breakdown of the individual sales, follow these steps:
1. Turn on the More Details checkbox.
2. Turn off the Condensed checkbox.
3. Click the Update button.
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Vendor Withholding and GST Credit

Use vendor withholding for taxes that you deduct from vendors and
subcontractors. It also handles the credit on GST taxes paid on expenses in
Canada and other countries.

Vendor Withholding Setup

Before you collect vendor withholding, create an account for each tax
agency that receives payments. To do so, follow these steps:

1. Choose Other Costs from the Accounts menu.

2. Click the New button.

3. Enter details for the account (see page 228).

Create vendor withholding rates for each tax that you withhold. To do so,
follow these steps:

1. Choose Cost Setup from the Costs menu, and choose Vendor
Withholding from the submenu.

2. Click the New button.

3. Enter details for the tax rate (which may be a credit for GST).

4. Enter the tax agency into the Paid To Account field.

5. Click OK.

6. Repeat steps 2 to 5 for each separate tax rate that you collect.

Charging Vendor Withholding

To charge vendor withholding, follow these steps:
1. Enter a material purchase (see page 238), a subcontractor cost (see
page 253) or an other cost transaction (see page 255).
2. Enter a vendor withholding rate into the Withholding field.

3. Goldenseal automatically computes the withholding amount, adjusts
the amount of the purchase, and adds the tax or subtracts the credit
due to the tax agency .

Paying Vendor Withholding

To pay vendor withholding to a tax agency or calculate a GST credit,
follow these steps:

1. Choose Pay Bills from the Bank menu.
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2. Click in the popup field at upper right, and choose Vendor
Withholding as the item to pay.

3. You'll see a list of all tax agencies with withholding payments due.

4. To see an itemized list of taxes due, double-click on the agency name.

5. You'll see an itemized list of every withholding item due to this
agency.

6. Click in the Pay column to set the items to include items in this
payment, then click OK to return to the main dialog.

7. To pay taxes, click the Create Checks button.

8. You'll be asked how to pay for these items. Enter a bank account, or
leave the field blank if you plan to pay it later. Then click OK.

Vendor Withholding Reports

After you’ve made a withholding payment, you can get a report of the
payment in a form that is more useful for filling out tax forms.

To do so, follow these steps:

1. Choose Taxes from the Reports menu, and choose Tax Payment By
Tax from the submenu.

2. Enter an Other Cost record into the Other Cost field.
3. Click the Update button.

Finishing Up
This lesson has explained how to work with taxes, and how to get those
tax payments into the mail with a minimum of hassle.

As we all know, taxes are a beneficial thing, and if it weren't for taxes like
the Texas Text Tax and the Tennessee Tropical Trinket Transfer Tax, all
government action would grind to a halt, chlorophyll would stop
synthesizing, and life on this planet would soon cease to exist.

However, we would like to point out that not all taxes are good. For
example, a federal Chic Hat Tax is in legislative committee at the House
and Senate at this very moment.

This short-sighted act is the work of the powerful scalp-sunscreen lobby,
and it will only drive chic-hat purchasers to cross the borders into Canada,
France and Mexico for their hat purchases. It will also cause serious
economic harm to our embattled wax fruit and duct tape industries.

We urge you to contact your senators and representatives immediately!
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Lesson Forty-Nine: Special Transfers

Goldenseal includes several transfer transactions. Use them to handle
unusual situations, when you need to make adjustments that can’t be
handled by ordinary business transactions.

Asset Transfers

Use asset transfers when you need to change the value of an asset becaus
of damage, improvements or changing markets, or when you sell an asset.

NOTE: When you purchase an asset, simply create an Equipment or
Real Estate account, and enter the starting value.

To create an asset transfer, follow these steps:

1. Choose Special Transfers from the Bank menu, then choose Assets
Transfers from the submenu.

2. Click the New button.

Asset Transfers

e

_ 10
Transfer Type [value Change 7] fate TOESRE !
Asset Type [Eppmen ] Account Type [uemess <]
ftems: 1
FELLE 1 Asset |Backhoe |=2: Account]|Basic Overhead =1
Mew
=] Comments

Status Amount F2,750.00 depreciation probably due to Mormalu
Eritered - Mohurmmer s trying to operate it and
ending up in zomeone's living roam.

3. Enter the type of adjustment, the asset account whose value has
changed, and the amount of the adjustment.

4. Enter the account that will be charged with the amount of the value
change.
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Cash Transfers

Use cash transfers to handle any transfer of funds that can’t be handled
through an ordinary business transaction. A cash transfer does not affect
accounts payable, billing or job costs. All it does is subtract money from
one account’s balance, and add it to the balance of another.

When to Use Cash Transfers

Create a cash transfer to handle any unusual transaction that can’t be
handled with one of the other transactions in Goldenseal.

Cash transfers are most often used to transfer funds between Utility

accounts, if you've set up a “classic’ set of bookkeeping accounts. You can
also involve project and overhead accounts in cash transfers.

NOTE: To transfer cash to or from a cash account or a bank account,
create a bank transaction and use Transfer In or Transfer Out as a
transaction type (see page 274).

Creating a Cash Transfer
To create a cash transfer, follow these steps:

1. Choose Special Transfers from the Bank menu, then choose Cash
Transfers from the submenu.

2. Click the New button.

Cash Transfers

— |O) x
Date 10/20000 1 -
Type [ Uity ccount -] Type [ Uity #ccourt -]
E?S:d j] Pay From | Undeposited Cash Sale|[(=]: Pay To | Other Expenses Cash |[=);

Comments [0 o' colored pencil set. 1We

included it a5 company insventary
accidentally. She will loan it to us

Mo [ amoun o]

Status

f

D&,

3. Enter the accounts involved in the transfer, and the amount of the
adjustment.
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Cost Transfers

Use cost transfers to adjust job costs. You can move costs from any job,
category and location to any other job, category and location.

Lesson Fifty: Utility Accounts

Utility accounts are “classic’ bookkeeping accounts. They represent abstract
NOTE: Cost transfers only affect job cost reports. They have no impact accounting items that are not related to any specific person or business.
on account balances, billing or accounts payable. Goldenseal uses Utility accounts ‘behind the scenes’ to manage some tasks.

You can also create your own utility accounts if you’'d like to use “classic’
When to Use Cost Transfers accounting within Goldenseal.
Use cost transfers whenever you need to adjust job costs in one or more
jobs. You might use them to fix data entry errors, or to account for work
done on one job that really should be costed to another. You can also use
them for project job costs from before you started using Goldenseal.

HINT: Even if you never look at them, Utility accounts will still keep
Goldenseal’s accounting functions running smoothly.

Viewing Utility Accounts

. . o 1 :
Creating a Cost Transfer To view Utility accounts, follow these steps
To create a cost transfer, follow these steps: 1. Choose Utility Accounts from t}l?e Aﬁcounts menu.
. 2. You'll see a browser window that shows all Utility accounts.
1. Choose Special Transfers from the Bank menu, then choose Cost y
Transfers from the submenu. T — N =
2. Click the New button. : Utill ty JEYEP— Created 10453 _ T E
= tems: V1 Account Hame |Unbiled Sales | Reporting Type fects Receivable
Q Transfer Type | Tanster -| Date 10/25/93 | 1 = Found 71
Comments [ Include in Starter File
& Brief Description |Cnst Tranzfer 1 | e
Fand Amount
sl - ” pe— T
Aot -
New | MOVE FROM: MOVE TO: = Current Balance £529.80
Cost Type |ruh1eria|s v| Hew Cost Type|mhteﬁals v| Active Rom Connt &
Status
Job Type [ Project -| Hew Job Type | Froject -| 7] Permanent Rew Count ¢ —_
Breakdown Job | Anon Billbosrds PP |E| Hew Job { 2ron privacy screensHEE I:‘ [é EES | lL
Category | Specialties |=t Hew Categony:| Iroravork ||E|
Subcategory |Siors ® Graphics | [=k Hew Subeat, StructuriMetal |[=] Goldenseal uses gach Utility account to store totals for a specific
. ; o : accounting function. The utility account also keeps a list of transactions
Location | =k Hew Location;| = .
: that it can use to generate reports.
Comments .
You can change the name of any utility account, and you can enter any
T=H comments you have about it. You cannot change the reporting type or
== [ current balance for any of the standard utility accounts that Goldenseal

starts out with. You also can’t change the basic function— Goldenseal will
continue to use the Unbilled Sales account to track billable sales, even if
you rename it to something else.

3. Enter the accounts involved in the transfer, and the amount of the
adjustment.
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New Utility Accounts

Goldenseal lets you create new utility accounts. You can move funds in and
out of them, the same as you would for “classic’ bookkeeping accounts.

HINT: The only time you need to add utility accounts is if you prefer to
use a “classic” accounting style, and want to create additional accounts
to itemize expenses, revenue or other items.

When to Use new Utility Accounts

Create new utility accounts if you’d like to divide any of the basic
accounting functions between more than one account.

For example, you can create additional expense accounts to track expenses,
or new revenue accounts to track income.

HINT: Before you set up more utility accounts, consider using cost
categories, cost locations, job types or cost types as a way to allocate
income and expenses. They probably will accomplish the same thing,
and they are easier to use.

Types of Utility Accounts
Utility accounts can be of any of the following types:

Accounts Payable— Totals that you currently owe to suppliers and sub-
contractors.

Accounts Receivable— Totals for billed sales, billed projects, rents that are
due, and similar items.

Equity— The owner’s value in your business. Some equity accounts
handle the assets and liabilities that were put into your business upon
its creation, and some handle ongoing profits and losses.

NOTE: To set up owner equity that you want to track separately,
choose Liability Accounts from the Accounts menu, then choose
Owner Equity from the submenu.

Expense— Totals for expenses of different types, either accrued (when
work is done) or cash (when the item is paid).

Misc. Assets— Other items considered as an asset on the balance sheet.

Misc. Liability— Other items considered as a liability on the balance
sheet.

Prepaid Expenses— Expenses that you have marked as prepaid.

Revenue— Totals for gross income from various sources, either accrued
(when work is done) or cash (when the item is paid).
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Undeposited Funds— Money received but not yet deposited.
Unpaid Benefits, Taxes and Expense— Miscellaneous unpaid items.
Utility— Other items that are not listed on the balance sheet.

Creating a New Utility Account
To create a new utility account, follow these steps:

1. Choose Utility Accounts from the Accounts menu.
2. Click the New button.

3. Enter a name for the new account, and choose a basic type of account
from the Reporting Type popup menu.

Using Utility Accounts

To use a new expense or revenue account, you'll first need to set up the
layouts so you can show the utility account on data entry screens. Then you
can add it to reports.

For example, to add an Expense Account field to an expense transaction,
follow these steps:

1. Choose Custom Layouts from the Options menu, then choose
Transactions from the submenu.
2. You'll see a window for changing layouts (see Lesson 32). Choose
Material Purchases from the Transaction popup menu.
3. Select the #--1¥ Field tool from the palette at the left side of the
window (underneath the rounded rectangle).
HINT: When you single-click on a tool, it will be used only once.
After that, the selector tool (arrow) is restored. When you double-
click on a tool, it stays selected until you select a new tool.

4. Click in the layout at the place where you’d like the field to be, and
drag to the opposite corner.

HINT: You may need to enlarge the layout to fit the new field. To do
so, click on the lower right corner of the layout and drag, or choose
Size & Margins from the Options menu and enter larger numbers.
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Select A Field E3 |

Credit Account :I
Credit Account Class

Currency

Crate Paid

Day of Morith

Dary of Week

Dehit Accourt
Dehit &ccourt Class
Cuie Cate

Expenze Account
Foreign Currency Amount

Include in Starter File
TI

¥ Create Label

Cancel | 778K

5. You'll see a list of available fields. Choose Expense Account from the
list, and click OK.

Using New Expense Accounts

Goldenseal starts out with five expense accounts for equipment, labor,
materials, subcontractors and other costs. Goldenseal automatically posts
equipment hours to the equipment expense account, material purchases to
the material expense account, and so on.

To post expense transactions to a different expense account, enter the new
choice into the Expense Account field in the expense transaction.

Using New Revenue Accounts

Goldenseal starts out with four basic revenue accounts— for sales, project
income, rentals and other income.

To post income transactions to a different revenue account, add the
Revenue Account field to the sales, rental transaction or billing records
layouts, and then enter a different revenue account..

Using Cash Transfers

You can also use cash transfers to move funds between utility accounts (see
page 367). The transfer will simply add to one account’s balance, and
subtract from the other’s.
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Using Utility Accounts in Reports

To show totals for a new utility account in a report, first create a calculator
that uses the new account. To do so, follow these steps:

1. Choose Calculations from the Options menu, and choose Utility
Accounts from the submenu.

2. Click the New button.

3. Enter the new account into the Account field.

4. Enter the type of calculation into the Field field. For example, to get
totals during a time period from a new expense or revenue account,
choose Total In Date Range.

5. Click OK.
To use the new calculation in a report, follow these steps:
1. Choose Custom Layouts from the Options menu, and choose Reports
from the submenu.
2. Open the report where you’d like to show the account total.
3. Click on the Calculator tool.

4. Click at one corner of where you’d like to show the field, and drag to
the opposite corner.

5. You'll see a list of calculated fields. Enter Utility Accounts into the
popup menu at top, then choose the calculator you just created.

Utility Account Links

Some Utility accounts ‘link’ to the transactions included in the account.

For example, to see a list of billable Sales transactions that have not yet
been billed, follow these steps:
1. Choose Utility Accounts from the Accounts menu.
2. Use the Browser to get to the Unbilled Sales account (it’s the first
one).
3. Choose Detail Transactions from the View menu.

Finishing Up
In a way, Utility accounts handle the ‘invisible’ money in your business.
And likewise, sometimes the most chic hats are the ones you can’t see.

Maybe that’s why there is so much interest in the new line of microscopic
‘nano-technology’ hats and garments in the latest Victoria’s Secret catalog.
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Lesson Fifty-One: Passwords
and Security

Goldenseal includes a password protection system to control access from
each person who uses your company file. You can create a different level of
access for each employee.

This lesson shows you how to create and use passwords, and how to use
the Audit Trail and other security features.

Creating Passwords
To create a new password for someone who uses Goldenseal only to enter
payroll data, follow these steps:
1. Choose Passwords from the Options menu.
2. You'll see a list of passwords.
3. Click the New button.
4. Enter the user’s name, or however you’d like to name the access level.

5. Enter the password that is used to enter this level. You can use any
text, numbers or punctuation, up to 31 characters.

Edit Password E3

User Hame |Payroll Ertry |
Comments Data Entry Reporting
BN T
Account Se‘tupm= m=
Password Text [FICA and FUTA Futzer Banking‘=m= m_‘—_“*
Hint |tz names Billingm= m=
l.':untsn:ts:m= m=
_ Estimates(—— (e
[~ Employes Hours Only | =3 Financials@z m:
) Inuentury@ G_‘_ﬁ
Time Lockout Payrnll=m= =m=
W Allow Exports Projects E' E'
[T Allovw Imparts Purchases m:
Passwords Audit Trail Rentals El E]
ﬁ *, " g ﬁ@-ﬁﬂ Sales=m= =m=
G_‘_‘_‘_' G_‘_ﬁ Time Logs QZ ‘=m:
Preferences
ﬂ Cancel | ()4 I

6. Use the slider controls to set the level of access to each part of the
company data.
HINT: If you hold down the Shift key when you move a control, all
the other controls in the same column will move to the same place.

7. When you are finished, click OK. You'll need to confirm the password
as you leave.

Access Levels

Four levels of access are available for data entry in each basic part of
Goldenseal:

@ No Access— The user will not be able to see or do anything.

— .
= View Access— The user can see records, but can’t create new records
or change existing ones.

!

 Write Access— The user can create records or change existing records.

Full Access— The user can create records or change existing records.
The user can also change print forms or data entry layouts.

Three levels of access are available for reports:
2 No Access— The user will not be able to view any reports.

Print Access— The user can view and print records.

Full Access— The user can view and print reports. The user can also
change report layouts.

Four levels of access are available for passwords:

Ej No Access— The user will not be able to view or change any
passwords, including their own.

!

» Write Access— The user can view and change their own password.

"X, Full Write Access— The user can view and change their own
password, and passwords for any other users who have a lower level
of access.

Full Access— The user can change any passwords.

The audit trail can bet set to No Access, View Access, or Full Access.

NOTE: Even with full access, you can only change comments in the
audit trail— all other fields are permanently locked.
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Master Password

There is always one master password which allows access to everything in
the program. You cannot delete the master password.

To assign a new password to the master password, follow these steps:

1. Choose Passwords from the Options menu.

2. You'll see a list of passwords.

3. Select Master Password from the list, and click the Edit button.
4. Type a password into the Password field.

5. Click OK. You need to confirm the password as you leave.

WARNING: Don’t forget the master password! If you lose all full
access passwords, you may permanently lose access to your data.

Time Lockout

Use time lockout to restrict access to records that are older than a certain
date. A user with a password that has a lockout will not be able to change
records that are older than the lockout date.

NOTE: Time lockout applies only to users that have write access. If a
user has full access to a level, they’ll be able to change records no matter
how old they are (either the records or the user).

Using Passwords

When you first start with Goldenseal, it does not require passwords.
Anyone can do anything, anywhere in the program. If you don’t create any
passwords, that is how the program will remain.

HINT: If only one person uses the program, or if all users are trusted,
you can probably avoid using passwords. However you might still want
to use a password as protection from snoopy outsiders.

Once you have created new passwords, Goldenseal will ask you for a
password each time you open the company file.

Please Sign On E3

User | Payroll Ertry =
Password | AR RALRALRRL |
Hint | Cancel | ok |
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Choose the password level that applies to you, and enter the password.
HINT: Goldenseal passwords are not case-sensitive. If your password
is ‘Gargoyle’, then you can type gargoyle or gArgOYLE.

If you enter your password incorrectly, you'll be allowed a few more tries to
enter it correctly.

Password Access

Some menu commands are not available to those whose password access is
not high enough. When you open an account or transaction window,
Goldenseal checks your password, and give you the type of access from the
Password list.

No Access— no records will be visible.

Read Access— you can see records, but they are always locked and
can’t be changed.

Data Entry or Full Access— you can see records, and you can change
them unless they are closed, or are older than the time lockout date.

If you are using passwords, Goldenseal displays your current level of
access on the left side of the browser window.

Password Hints

To be practical, passwords need to be simple enough so you can remember
them without writing them down. They also need to be complex enough
that someone else can’t deduce them.

We suggest a nonsense phrase of items that only you know about (you have
23 characters to play with). For example, “garg19oyle flam87ingo”, which
is Turtle Creek’s founding year, favorite roof ornament and favorite bird.

Deleting Passwords
If you want to stop using a password, follow these steps:
1. Choose Passwords from the Options menu.
2. Click on the password you want to remove.
3. Click the Delete button.

If you remove all but the master password, Goldenseal will stop asking for
a password when you open the company file.
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Audit Trail

The audit trail lets you see exactly what has been entered and changed in
the company file, and by whom. It is a record of everything important that
has happened within the company file.

To set up the Audit Trail, follow these steps:

1. Choose Preferences from the Options menu, and choose Data Entry
from the submenu.

2. Turn on the checkboxes for the actions you’d like to record.
HINT: The audit trail increases file size, and slows down the saving

of records slightly. If you don’t need it, turn off all the checkboxes for

audit trail actions.

To view the audit trail, follow these steps:

1. Choose Security from the View menu, then choose Audit Trail from the

submenu.

HINT: You can only view the audit trail if you have signed on with a
password that gives you access to it (see Lesson 51).

Audit Trail Entries =] B
290 290 ;I
Action Change Transaction
N 2ag Transaction Type Hone Available User | Master Passyword | _I
Found 233 ttern Hame | prints and drawings ltemn Humber 22
Main Account Type Employes Accounts Transaction Date 941100
Main Account | Maormoly Mohummers | _I
Date Entered 7,25
Second Account Type  Project Accounts Time Entered 11:31
Full Access Second Account | Bananas outhouse | _I
Amount
w
< v

2. You'll see a standard browser window. Each record shows one action
that happened with the company file.
HINT: To see the actual transaction record shown in an audit trail
record, choose Detail Transaction from the View menu.
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You can use the Find command to locate specific types of records in the
Audit Trail window. For example, to find all transactions changed by a
specific employee, follow these steps:

1. Choose Find from the Edit menu.

2. Enter Transaction Changed into the Action Field, and enter the
employee’s password in the User field.

3. Click the Find button.
4. You will see a listing of all transactions changed with that password.
Use the audit trail if you suspect dishonesty, if you want to find out the

person responsible for an error, or if you just want to see who has entered
what when.

HINT: To get full use of the audit trail, assign each employee a different
password, and keep them secure so one user can’t sign on with
another’s password.

Verify File

On rare occasion, that data in your company file may become damaged due
to hardware, system or software errors. Use the Verify File command to
check the integrity of your company file. To verify, follow these steps:

1. Choose Security from the View menu, and choose Verify File from the
submenu.

2. Goldenseal will check every object in the company file (it may take a
few minutes, if you have a large number of records).

3. If there are any problems, Goldenseal will report them to you. It also
tells you the size of your data, and the amount of empty space in the
company file.

To repair any file damage, follow these steps:

1. Choose Export from the file menu, and choose Entire Company File
from the submenu.

2. Save the file on your hard drive.

3. Exit/Quit from Goldenseal.

4. Reopen Goldenseal, and create a new (empty) company file.

5. Choose Import from the File menu, and choose Company File from the
submenu.

6. Select the file that you exported in step 2. Goldenseal will import all
of your company data, and ‘tidy up’ any problems that it finds.
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Compress File
To compress your company file so it takes up less space, follow these
steps:
1. Make a backup copy of your file (see Lesson 17).

2. Choose Security from the View menu, and choose Compress File from
the submenu.

3. Goldenseal will rearrange the data in your company file so there is less
empty space.
HINT: Goldenseal is fairly efficient at managing empty space in the
file, so you probably will see only a small reduction in file size.

Database Report
To see the raw contents of your company file, follow these steps:

1. Choose Security from the View menu, and choose Database Report
from the submenu.

Database Object Classes

Class Hame Class ID | Count 1=t Obj. Hame Memory Loc Size File Loc. =

File Header 2 1 - u] 256 u]

Clazs Directory 3 1 Class Directary 3 0x01511045 9204 256

Subclass List 4 a0 Subclass List 1 0:c01 Seeddd g3 B464

Mool 5} 41 Made 7 0:015ee90d5 152 35043

1D Inches 7 T23 1D Index 7 0:x015ee9ds 280 9640

Company Info 28 1 Hog Wallowy Construct 0x015c570E T4 157925

Ltility Account 3 Kl Unbilled Sales 0:x015cBe30 M7 2145200

Checking Accourt 37 2 TETC Checking 0x015ca925 406 SOFESE

Savings Account 35 1 Pigaie Savings 0x01:5c7 255 F00 231024

Project Accourt 39 13 Joe Apple- Deck T&M  0x015c74c0 755 2060936

Subcontractor Account 40 3 Paul Petercamp Paintin 0x01 5c7d48 585 450432

Real Estate Account 4 El 214 W Albany 00138265 397 2356016

Equipment Account 45 T Backhoe 001 5cfhai 405 318832

Credit Card Accaunt 49 2 ATAT Wisa 0:x015d01 a5 266 2007176

Loan Accourt =0 5 TCTC Mortgage 001 5050 321 130856

Cunener Ennity Seconnt 51 4 Basic Cwwner Ennitw v Sc8e70 17, 147ERA hd

Save az Test Donble-click to see listing of objects

2. You'll see a list of all record classes currently stored in Goldenseal,
with the number of records in each.

3. To see specific records in a class, double-click on a row.

4. You’'ll see a list of all records in that class. Goldenseal lists technical
information such as the object ID, the current location in RAM, the
location on disk, and the object size.

5. To see the raw data stored in a single record, double-click on its row.
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Object Details
Customer Account- Filbert Fidget
Field Size Yalue Disk Contents &

Safety Tag 4 JBOT JBOT

Recard ID# 4 1 -

flsLeat 1 Bit True

flsRoaot 1 Bit True

fTempoarary 1 Bit False

fLocal 2 Bit= 1]

filetwaorkLocked 1 Bit False

fBusy 1 Bit True

fBoalt 1 bit False

fSpareBit 1 Bit False

fliCProblems 1 Bit Falze

fLockType 2 Bit= 3

fReadFormat 0] 0

Accourt Mame 15 Filkett Ficlget -Filbert Fidget

Comment 23 has violent tendencies  -has violert tendancis: hd

Save as Text

Other Security Reports

To see the records that are currently ‘cached” in RAM, choose Security from
the View menu, and choose Cache Report from the submenu. You can also
choose Clear Memory Cache to remove items from the cache. The only items
that should remain are records that are currently visible in a browser
window, and possibly a few support objects.

To see the records in your company file in the order they are stored on disk,
choose Security from the View menu, and choose File Order Report from the
submenu.

Finishing Up
In this lesson you have learned how to create passwords, check the audit
trail, and use other security features in Goldenseal.

Did you know that over 35% of computer users use the name of their pet as
a password? Another 12% use the word “gargoyle”, and 9% use the word
“flamingo”. Then again, 7% of computer users have a pet flamingo named
Gargoyle, and another 14% have a pet gargoyle named Flamingo.

Did you know that over 23% of computer software manuals include fake
statistics? Here at Turtle Creek, well over 142% of us are shocked,
positively shocked, by such statistics.
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Lesson Fifty-Two: Financial Reports

Goldenseal includes a variety of reports that show you valuable infor-
mation about your business. Reports are a useful management tool.

Lesson 20 explains how to use the basic Reports window. This lesson
covers some additional reports used for accounting and finances.

Balance Sheet

The balance sheet shows you a compact listing of your assets, liabilities
and net worth. It’s a good way to see how solvent your business is.

To see a balance sheet report, choose Financials from the Reports menu,
then choose Balance Sheet from the submenu.

Balance Sheet [_ (O] x|
Kems Calculation ™ More Details Print
Date Range Al kems 4/19/98 FI2G04 Save as Text g
Balance Sheet Hawnd =
ASSETS LIABILITIES
Savings $124.75 Credit Cards F453.36
Checking -54,643.44 Loans $110,720.00
Cash $3,030.68 Current Liabilities $111,173.36
Investments F17.591.25
Undeposited Sales §741.76
_ Employees Payable §0.00
542.04
Undeposited Repts ¥ Materials Payable $9,261.93
Liquid Assets $16,112.24 Subcontractors Payable 53,254 33
Other Costs Payable §14 654,79
Equipment F0.00 Payables $27,171.05
Inventory $2,088.95
Real Estate $210,610.00 Unpaid Payroll Tax $540.15
Fixed Assets $212,698.95 Unpaid Sales Tax $3.00
Other Liabilities $543.16
Customers Due F0.00
Projects Due §197 .45 o $136.344.41 -
Receivables $197.45 Total Liabilities m

Click the Update button to have Goldenseal fill in the most recent values.
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Income Statement

The income statement shows you a compact listing of your income and
expenses. It's a good way to see how profitable your business is.

To see an income statement, choose Financials from the Reports menu, then
choose Income Statement from the submenu.

Income Statement H=
hems Calculation ™ Mare Details Frint
Date Range 4419/98 Tr2a04 Save ax Text
Income Statement 215798 t 11/18/02 J
Income Cash Accrued
Project Income $37,989.60 $40,015.94
Sales Income $736.76 $1,268.56
Rental Income $450.00 $950.00
Bank Income $30.00 $30.00
Misc Income $0.00 $0.00
439,206 .36 $42,267.50
Expenses

Equipment Expenses $0.00 $345.50
Labor Expenses $4,566.51 $2,610.90
Material Expenses $12,456.1 F11,199.31
Subcontract Expenses $4,414.90 $5,310.74
Other Expenses $12,669.00 $12,565.00
Bank Expenses $0.00 $0.00
Hisc Expenses $0.00 $0.00
$34,106.52 $32,034 .45
Net Income $5,099 84 $10,233.05

The Income Statement gets all income values within the date range that is
specified in the Date Range field. To see income and expenses for a
different period, change the Date Range popup field (see Lesson 20).

The Cash figures are based on bank transactions, and the Accrued
transactions are based on expense transactions and income transactions
(sales, project billing and rental transactions).

HINT: If you only want to use the cash or accrued values, you can use
the Custom Layouts command to remove some of the fields from this
report (see Lesson 21).
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Material Purchases Report
To see a list of material purchases, follow these steps:

1. Choose Expenses from the Reports menu, then choose Material
Purchases from the submenu.

2. Click the Update button..

Material Purchases |- [O] %]
kems hiaterial Purchases ™ More Detail: Frint
Update Sort
Date Range 4419/95 TiZB104 Save as Text
Material Purchases #1998 to  FEEO4 -
Date Supplier Brief Description Inv # Amount Job Status Paid By Date Pd Ck #
/22000 Aguvary misc stuff 232 F13284 Joe Apple- Deck 1 Ertered
Bi22000  Aguvary hiog ties 333 11858 Joe Apple- Deck 1 Paid TCTC Checking GM 200 02
Bi23/00  Cayuga Lumber  2x4 h20443 F34996 Bananas outhous Paid TCTC Checking Ti2T04 2527
Bi23100  Cayuga Mirror & looking glass 101-333 F95040  Anon privacy sct Ertered
2300 Cayugs Mirror & vanity glass 22 $331 60 Bananas inhouse Ertered
Ei2300  Cayuga Mirror & mirror shades 1212 $54.00 Basic Overhead  Paid TCTC Checking TIATI04 2526
22000 Agvay hog azcats F343 $14.04  Joe '‘Bananas' Entered
52300 Bishops of thacs hardware G422 F22 65 Bananas outhous Entered
523100  Bishops of thac: more hardware 33.04-02 3154 Peach repairs TaH Entered
Gi23/00  Bishops of thace still more hardware 95-003 ¥131 16 Peach Pit Bath Re Ertered
/23100 Cayuga Lumber  umber 953-006 %1185 Peach Pit Bath Re Paid TCTC Checking TI2TI04 2527
Bi23/00  Cayuga Lumber  more lumber 343 $23.76 Peach Pit Bath Re Paid TCTC Checking Ti2T04 2527
Bi23/00  Cayuga Lumber  more lumber 22 F2376  Anon privacy sch Paid TCTC Checking Ti2Tn4 227
Fi2000  Acpvay blocks & stuff 4454 F23.36 114 Delaware Ay Paid TCTC Checking BM200 03
218/99  Seneca Supply  wwood $271.27  Peach repairs T Entered
QEM00  Seneca Supply  kerosene rental 4545 $16.50 Anon Billboards P Paid Captain Ahab 1o 1 -
1] | B

Job Cost Reports

Goldenseal includes several reports that show job costs for your projects.
HINT: For a quick snapshot of job costs, you can also use the Job Costs
command (see Lesson 39).

To see a category breakdown of estimated versus actual costs, follow these

steps:

1. Choose Projects from the Reports menu, and choose Costs by
Category from the submenu.

2. Enter a project into the Project Account field.
3. Click the Update button.

Costs By Category !E

Kems Job Cost Category Report ™ More Details Pritt
; ; Update
Project Account | Bananas inhouse |E| Save as Text

3. You'll see the standard report, which is a simple list of all material
purchases.

4. Use the scroll control to view all of the items in the report.

5. To see more detail about a purchase, double-click on its row.
Goldenseal will open a regular browser window for the purchase that
is listed in that row. It shows you everything about the purchase. If
the transaction has not been closed, you can make changes to it.

HINT: Sometimes a report is the fastest way to locate a specific
transaction.

You can use the Date Range field and the Item Range field to limit the
purchases that you see in the report. You can also use breakdowns to group
purchases by supplier, job, status or other fields (see Lesson 20).

HINT: Many other reports also show a list of transactions, similar to
the Material Purchases report..
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Project Costs- By Category Al
Equipment Labor Materials Suhenntractnrs Other Costs TOTAL
Category Est Actual Est Actual Est Actual Est Actual Est Actual Est Actual

Masonry 30 F0 F413 F0 Faa0 30 F0 $0 F0 $0 §77a $0
Framing 0 0 §1,370 F0 F3,083 0 0 F0 F0 $0 $4 463 §0
Roofing 30 30 232 F0 222 30 30 F0 F0 $0 §a434 §0
Sicling $0 F0 $0 F0 $0 $43 F0 $0 F0 $0 $0 $43
Iriterice Trim F0 F0 $155 F0 263 $3457 F0 §0 F0 $0 $418 §3,457
Tile & Glaszs 0 0 651 F0 $7.530 0 0 $0 0 k] 5,211 k]
Speciaties $0 $0 §0 F0 $0 $E32 $0 §0 F0 $0 $0 $832
Equipment & Furnis! 0 F0 $0 0 ki) §125 F0 $0 $0 $0 $0 F125
Grand Total $0 $0  $2,854 $0  $11,467  $4,457 $0 §0 $0 0 #4321 §4,457
<] J_‘

4. You'll see a report of estimated and actual costs for each category.
You can also choose the following reports in the Projects menu:

Costs by Class— Estimated versus actual, by class and category.

Costs by Subcategory— Estimated versus actual, by category and
subcategory (if subcategories are available in the project).

Costs by Location— Estimated versus actual by location.

Itemized Costs— Actual expenses, listed individually and grouped by
category and subcategory.

Itemized Estimate— Estimated expenses, listed individually and
grouped by category and subcategory.
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Other Reports

There are more than eighty reports available under the Reports menu.

Other parts of this manual have already covered some of the other reports,
including the following;:

Contact Log report (see Lesson 20)

Material Takeoff report (see Lesson 8)

Schedule report (see Lesson 20)

Tool report (see Lesson 20)

Itemized Estimates (see Lesson 20)

Income Tax report (see page 354)

Payroll Tax report (see page 360)
Most of the remaining reports show accounts or transactions in a table,
similar to the Material Purchases report. A few use calculators, similar to
the Balance Sheet.

We can’t always think of every possible report that might be useful. If there
is something you’d like to see that is not already in a report, please contact
us with your ideas! We will work it into a future version of Goldenseal.

HINT: A sketch or sample of the report is most helpful to us.

More Ways to See Data

You can also use the ‘quick report’ commands to see a quick summary of
accounts payable (see Lesson 36), job costs (see Lesson 39), accounts
receivable (see Lesson 42), undeposited funds (see Lesson 44) and payroll
(see Lesson 46).

If you want to see all the data for accounts or transactions, you can also
use the Export command to create a text file with the contents of every
record and every field (see Lesson 25).

Finishing Up
This lesson has shown you how to view financial reports.

You might want to take a break now and do something you haven’t done
for a while. Do you have a musical instrument in the attic? Has it been
years since you played your air guitar?

Of course it goes without saying that all those activities will be enhanced if
you also wear one of the chic hats from a previous lesson!

Lesson Fifty-Three: Calculators

Calculators fetch a value or a list of values from accounts, lists or
transactions. Use them when you want to show a single value or a short list
of items. Calculators can also add multiple items and do other math.

In this Lesson you will make a calculator that shows the average contract
price for projects. To do that will require three calculators.

Total Amount for All Projects

To create a calculator that displays the total contract amount for all pro-
jects, follow these steps:

1. Choose Calculations from the Options menu, then choose Accounts
from the submenu.

2. You'll see a list of calculators. Click the New button.

3. Enter a name, and any comments you have.

4. Choose Projects from the Source popup menu.

5. Choose Contract Amount from the Field popup menu.

6. Choose Sum as a Calculation Type.

Edit Account Calculation E3
Hame | Tatal Cortract Price | Field Match

tract price for

Field Value | =

Current Value

Source $102,232.51
Field

Caleulation Type [~
Rounding ez ey ]

Time Range [ e ]
Duto Choice (Tme s ~]  Lavout Tog a0

ﬂ Cancel | 0K I

7. Leave the other fields the same. When you have finished, click OK.
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Number of Projects
To create a calculator that displays the number of projects, follow these
steps:
1. If you closed the Account Calculation window, choose Calculations
from the Options menu, then choose Accounts from the submenu.
2. Click the New button.
3. Enter a name, and any comments you have.
4. Choose Projects from the Source popup menu.
5. Choose Contract Amount from the Field popup menu.
6. Choose Count as a Calculation Type.
HINT: As you change the calculator, you'll see the current value.

Edit Account Calculation

Hame [Project Court | Field Match

Description | e RylFlolal=Tge) ff da=Ts e

Field Valug :

Current Value

Cateuttion Type Gz ]
Rounding eaes ey ]

Time Range
Date Choice Layout Tag| 4023
Cancel | (0] 8 |

7. Leave the other fields the same. When you have finished, click OK.
8. Click the Close button to close the list of Account Calculations.

Average Contract Amount

To create a calculator that computes the average contract price from the
two previous calculations, follow these steps:

1. Choose Calculations from the Options menu, then choose Custom
from the submenu.

2. You'll see a list of custom calculators. Click the New button.

3. Enter a name, and any comments you have.

4. Enter Accounts for the First Source.

5. Enter the first calculator you made into the First Calculator field.

6. Enter Divide by Calculator into the Calculation Type field.

7. Enter Accounts for the Second Source.

8. Enter the second calculator you made into the Second Calculator field.

Edit Custom Calculation

Hame |Average Cortract Price |

Description |total contracts 7/ number of
cortracts

First Source |P¢coums '|

First Calculator | Total Contract Price |[=;

Calculation Type | Divide by Calculator 'l

Second Source |A:coums 'r|
Second Caleulator | Project Court | =
Constant u]
Rounding Method | Mearest Penny "I

Layout Tag | 005

9. You can leave the other fields the same. When you have finished, click
OK.
10. To leave the list of calculators, click the Done button.

Using a Calculator
To use a calculator, add it to a report layout (see Lesson 22).
When you view that report via the Reports menu, the calculator will fill in a

value based on the current data in your company file, and the current
conditions you've entered at the top of the report window.
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Payroll Tax Calculator

Goldenseal provides special calculators for payroll taxes. You can assign
them to wage rates, tax items or benefit items. They will calculate totals for
an employee, and fill in a number for W-2 and other payroll reports.

To create a new payroll tax report field, follow these steps:

1. Choose Payroll Setup from the Costs menu, then choose Tax Report
Fields from the submenu.

2. Click the New button.

Edit Payroll Tax Calculation
Hame |State Income Tax | tems Included
De=cription Class ftem
Tax tem MY State Single -
Tax tem MY State Married

Calculation Method | Deduction Amourt bl

Time Period | Last Vear -
Start Date |1 00
End Date |12/3100 =

3. Enter a name for the tax report field. You can also enter a brief
description for it.

4. Enter calculation details.

5. If this item takes values for certain taxes, benefits or wage rates, enter
them into the Items Included table.

6. Click OK.

Using in Reports
To use a tax report field in a payroll report, follow these steps:
1. Choose Custom Layouts from the Options menu, then choose Reports
from the submenu.
2. Enter Payroll into the Area popup menu at the upper right corner of
the window.
3. Choose a report from the Report popup menu.
4. Click on the Calculator tool (beneath the Oval tool).

5. Click in the layout at one corner of where you’d like the new field to be
located, and drag to the opposite corner.

Calculated Fields
Type | Payroll Taxes "'I
Mongualified Plans ﬂ

Social Security Tips
Social Security Wages
Social Security Withheld
Social Security- Employer
State Dizability Withheld

State Income Tax
State Wages & Tips
SUTA, tax

2 Box 12a

2 Biox 12k

W2 Box 12c
WD e 42

v

v Create Label

Cancel | ok I

6. You'll see a dialog to choose a calculated field. Choose Payroll Tax
Fields in the Calculation Type popup menu— Goldenseal will show
you a list of all tax report fields.

7. Choose a tax report field from the list, then click OK.

8. The tax report field will be added to the layout at the selected
location.
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Other Calculators

Goldenseal includes several other classes of calculators that you can use to (this page is intentionally blank)
put custom values into reports and printed forms.

Use any of the following:

Breakdown Calculations— Get values from transaction breakdown
items.

List Calculations— Get values from list records.

Transaction Calculations— Get values from any class of transaction.

Income Tax Calculations— Calculated values for income tax reports,
(similar to payroll tax calculators).

Utility Account Calculators— Get values from utility accounts.

EXAMPLE: Most of the calculators in the Income Statement are
Utility Account calculators.

Some calculators also fill in Dimension values for your estimates— those
have already been covered in Lesson 23.

Finishing Up
This is the last Lesson. You're done! You now know everything you might

ever need to know about Goldenseal, chic hats, gargoyles, duct tape, and
even about life.

NOTE: And you probably thought Goldenseal was just an estimating
and accounting program.

Now is definitely a good time for a break. Maybe it’s even time for a
vacation.

Have you ever thought about someplace exotic?

How about Tuva, in the center of Asia, where the musical instruments are
all made from horse body parts and people throat-sing? Not a McDonald’s
within a thousand miles.

Or then again, you might prefer the Mall of the Millennium in Mormolu,
Missouri. Five McDonald’s all under one roof, and free souvenir glasses for
anyone who eats at all five in a single day.
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Getting
Started on
Your Own

Now that you have completed the ABC’s of Goldenseal, you are ready to
start using it to run your own company.

To do so, follow these steps:

1. Open one of the Starter Files.

2. Import data from your existing records.

3. (Optional) import Goldenseal data for payroll or unit costs.
4. Set up lists, category systems and other basic information.
5. Start creating transaction records.

Check the Getting Started On Your Own section in the Goldenseal
Estimating manual for some setup hints. This section covers some
additional setup items that apply only to the accounting portions of
Goldenseal.

Account Setup

You'll need to set up some accounts before you can enter any business
records into Goldenseal. Most people enter just the accounts that the need
for their first few transactions, and then keep entering accounts as they
need them.

HINT: After a month or two, you won't need to spend so much time
setting up!

If you already have data in Quicken or QuickBooks, you can export your
data from those programs and then import accounts and lists into
Goldenseal. For more about that, check our website at www.turtlesoft.com
(click the Site Map button, then click the QuickBooks link).

If you already have data in another program, you can probably import your
data into Goldenseal so you don't have to retype everything. See Lesson 25
in the Getting Started with Estimating manual for more about importing.
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Owner Equity

If you have a sole proprietorship, or if only one person owns your entire
company, you can skip this section.

To set up ownership shares in Goldenseal when more than one person owns
a share of the business, follow these steps:

1. Choose Other Lists from the Options menu, then choose Owners from
the submenu.

2. Select an existing owner and click Edit, or click the New button.

Edit Company Owner

Hame [willy "the Wombat"

Contact [William Wombaorulla

|
Full Hame | |
|
|

Telephone |555-3333

Address | Cuthack Acres
Winolaroola NSWALstralia B42 4R

Tax ID Humber |Aust 454-2222

Comments | Chief of Southern Operations

Crance| ok ]
3. Enter information about the owner (a person, partnership or
corporation).
4. Click OK.

5. Repeat steps 2 to 4 for each owner. When you are finished, click the
Done button.

To allocate ownership shares, follow these steps:

1. Choose Liability Accounts from the Accounts menu, then choose
Owner Equity from the submenu.

2. Click the New button.
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Dwner Equity Accounts !E[ E

| - Created 21301 1 &
A =& Owner Equity Account
tems: 4 Account Hame |Basic Owner Equity | Comments
Found 4
v Starting Balance
L=
Status Dvner Percent [ |
Fotive - R 100% & [T Include in Starter File
(&1
Current Bafance g7z2.00
— Last Changed 11503
[
(BB hd
S o
3. Enter the first owner into the first row of the Owner breakdown table.
Also enter their percentage of ownership.
4. Press the Return key, and enter the next owner and their percentage.
5. Repeat step 4 until all owners are entered.
6. If you use more than one way to divide profits or ownership, click the
New button, and repeat steps 3 to 5.
NOTE: Goldenseal 1.0 does not track equity for multiple owners, but
that feature will be added in a later upgrade.
Payroll Setup

Goldenseal includes payroll withholding tables for all US states and
Canadian provinces. You can install them from the program CD, or
download them from our website at the beginning of each new year (there is
no charge for this service).

To import state payroll from the CD, follow these steps:

1. Open your company file.

2. Choose Import from the File menu, and choose Payroll Update from
the submenu.

3. You'll see a 'file navigation' dialog to choose a file. Select your Local
Disk (C:/ drive), then open the Program Files folder, then open the
Goldenseal folder, then open the Payroll Files folder.
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4. Open either the Canada Payroll folder or the US Payroll folder, and
then select the file for your state or province.

5. Goldenseal will load in the tax tables for your state.

Updating from our Website

To load the latest state payroll from our website, follow these steps:
1. Click on the Start button, and choose Programs from the menu.
2. Select Internet Explorer or some other web browser.
3. Go to http:/ / www.turtlesoft.com.
4. Click the Users button at the top of the window.
5. Click on the link to the current state payroll files.

6. Goldenseal will save a compressed .zip file onto your hard drive. You
can save the file in the My Documents folder, or anywhere else on
your hard drive.

7. Double-click on the .zip file to decompress it.

To import the latest state payroll into your company file, follow these
steps:
1. Open your company file.

2. Choose Import from the File menu, and choose Payroll Update from
the submenu.

3. You'll see a 'file navigation' dialog to choose a file. Go to the same
location where you saved the download file, open the payroll folder,
and select the file for your state or province.

4. Goldenseal will load in the tax tables for your state.

Viewing Payroll Info
To see the imported tax info for your state, follow these steps:
1. Open your company file.

2. Choose Payroll Setup from the Costs menu, and choose Tax Items
from the submenu.

3. You should see one or more tax items for your state or province.
For info about starting payroll in mid-year, see page 402.
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Projects
A good way to start entering project data into Goldenseal is as follows:

Entering Records

Once you have set up accounts and lists, you can start entering business 1. Set up customer accounts for the people paying for project work.
transactions into Goldenseal. 2. Set up an estimate for each project that has a budget.
3. Set up project accounts.
Where To Start 4. Enter lists— project payment terms, draw schedules, and other

choices under the Income Setup command.

5. If you want to track job costs or do time and materials billing, set up
cost accounts (equipment, material, subcontractor and other cost) and

You skip any parts of Goldenseal that don’t apply to your business, and
you can start with whatever is most convenient or most urgent.

The following sections describe the most convenient way to start with each cost categories, and then start entering expenses and labor hours (see
part of MacNail. the previous two sections).

6. To make draw schedule or progress payment bills, use the Billing
Expenses commands.

7. To track project logistics, enter Project Log, Punch List, Change

A good way to start entering expenses into Goldenseal is as follows: Orders, Appointment, and Transmittal records

1. Set up cost accounts— equipment, material, subcontractor and other
cost accounts.
2. Set up the bank accounts that you use to pay for expenses.

3. If you want to track job costs right away, set up job accounts
(customers, overhead and projects) and cost categories.

4. Enter lists— vendor sales tax and vendor payment terms.

4. Start entering expense transactions— equipment hours, material pur-
chases, subcontractor bills and other cost transactions.

5. Use the Pay Bills command to pay vendor bills, as they come due.

Sales
A good way to start entering sale data into Goldenseal is as follows:

1. Set up customer accounts for each of your customers.

2. Enter lists— job sales tax, delivery methods, discounts, customer
payment terms, and other choices under the Income Setup command.

3. Start entering sales.
4. Use the Deposit Funds command to deposit sales income.

Rentals

Payroll
A good way to start entering rental data into Goldenseal is as follows:

A good way to start entering payroll costs into Goldenseal is as follows:
1. Set up customer accounts for each of your tenants.

1. Set up employee accounts.
2. Set up Real Estate accounts for each of your properties.

2. Enter lists— wage rates, tax items, tax packages, benefit items, benefit

packages, and other items under the Payroll Setup command. 3. Enter rental payment terms.
3. Set up the bank accounts that you use for writing paychecks. 4. Create Lease transactions for each tenant.
4. If you want to track job costs right away, set up job accounts 5. Start entering Rental Transactions.

(customers, overhead and projects) and cost categories.
5. Enter employee hours.
6. Use the Write Payroll command to handle payroll.
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When To Start with Goldenseal

You can start using Goldenseal at any time. Q 7| Transfer Type[Fror Cost=_____ ] Date 7r29i04 7 =l
. & Brief I]escriptiun| costs-- Banana outhousze |
. " ; 7 Comments | negatistions with hidg
Startlng Date FEDTI% 7 permit code officer
Pick a day when you will officially start using Goldenseal. New |30 MOVE FROM: HOVE T0:
You may want to start at the beginning of a year, quarter or month, but Status Type Froject Hew Type | Project ~]
there is no requirement that you do so. Job | Hew Job |Bananas outhouse  |[=F
Breakdown Locatio & Hew | |E|
Starting Balances _
. . Cost Area | Cat Subcet, t Unit Cost | Size | Gty | tem Total
Enter your best estimate of the starting balance for each bank account— the M;erialrea Cms::;r: = p— ; Eucket . $;.55 — p = $825
amount that is in the account on the day when you start using Goldenseal. Labor 3 goanhours @40 $120.00 7 g000
When you get your next bank statement, you can reconcile the account, and Subcartract S Prepar =ams Deep Sea Boste, 324000 1524000
adjust the starting balance or ‘trial balance’ if needed. Meteriel St Preper bwvine b2 2 19299 |
B I hd
Prior Job Costs [JeaEs | [
If you have projects underway when you start using Goldenseal, you can
enter prior job cost information for them. That allows you to get a more
accurrfte pil:ture of the total project cost. y & 6. Enter specific costs into the breakdown table.
To include prior expenses, enter them into expense transactions (Equipment Prior Proiect Income
Log, Labor Log, Purchases, Subcontractor Bills, Other Costs). Use Job Cost ) ) i o i
Only as a status. Goldenseal will use the cost information for job costing, To 1ncl‘ude prior project income, enter payments amounts into Bank .
but it will not affect Accounts Payable. Deposit transactions, and use Job Cost Only as a status. Goldenseal will

. . dit the i to the job, but it ‘t affect th t bal .
HINT: You can enter estimated costs, if you don’t know the exact creditthe Income to the job, but it won tatiect the account balance

amounts.

You can also use a Cost Transfer to enter costs that you have already spent
on a project. To do so, follow these steps:

1. Choose Special Transfers from the Accounts menu, then choose Cost
Transfers from the submenu.

2. Click the New button.

3. Enter Prior Costs into the Transfer Type popup menu.

4. Enter the project into the Move To fields.

5. To enter multiple costs at one time, enter Category into the Breakdown
popup menu (or enter Items if you want to enter specific cost items).
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Mid-Year Payroll

When you start in the middle of the year, there are three ways to handle
payroll— you can go back and enter all payroll hours starting at the first of
the year, you can “cheat’ and enter year-to-date totals directly into a single
record, or you can just start at mid-year and ignore year-to-date amounts.

Getting Started
Before you enter previous payroll, follow these steps so you can change
payroll withholding amounts to match what you actually deducted:
1. Choose Preferences from the Options menu, and choose Expenses
from the submenu.
2. Turn on the Allow Payroll Deduction Changes checkbox.
3. Click OK.

Entering All Hours

The most accurate way to start payroll in mid-year is to enter information
right from the first of the year. That will also give you more accurate job
cost information.

To do so, follow these steps:

1. Set up payroll deductions, wage rates and other payroll information
for each employee (see Lesson 45). If an employee’s status changed
during the year, start out with their setup from the first of the year.

2. Choose Labor Hours from the Costs menu.

3. Click the New button, and enter hours from the first pay period for
each employee.

HINT: You may need to create several records, if the employee
worked on more than one job during the pay period.

4. Choose Write Payroll from the Costs menu. Goldenseal will show you
the computed wages and deductions (see Lesson 46). They may not
be correct, but for now you can ignore any differences.

5. Click the Write Payroll button. Don’t enter a bank account, so
Goldenseal will skip the actual paychecks.

6. Goldenseal will create a payroll record for each employee.

7. In the payroll record, choose Wages from the Breakdown popup menu.

You can adjust overtime hours if needed.

8. Choose Deductions from the Breakdown popup menu. If you used the
‘lookup tables’ in the tax table, you'll probably need to change the
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withholding amounts. Click in the Amount column and type in the
amount you actually withheld.

9. Repeat step 8 for employer taxes, category taxes and benefits.
10. Repeat steps 7 to 9 for each employee.
11. Repeat steps 2 to 10 for each pay period.

NOTE: If any taxes or wage rates changed during the year, make the
change when you get to the appropriate pay period.

Entering Combined Year-To-Date Amounts

A quicker way to enter mid-year payroll is to put all year-to-date totals
into a single payroll record.

To do so, follow these steps:

1. Set up payroll deductions, wage rates and other payroll information
for each employee (see Lesson 28).

2. Create a Labor Hours record for each employee. Enter the total
number of hours they worked— starting in the first pay period with a
payday in the current year, and ending in the last pay period before
you start using Goldenseal. If the employee worked at more than one
wage rate, enter multiple records, and enter the hours they worked at
each rate.

. Choose Payroll Records from the Costs menu.

. Click the New button.

. Enter an employee into the Employee field.

. Choose YTD Only from the Status popup menu.

. Choose Wages from the Breakdown popup menu. Goldenseal will
show you the year-to-date gross wages for the employee.

. Adjust the overtime amount so the total wages are correct.

. Choose Deductions from the Breakdown popup menu. You'll see a list
of employee withholding items.

10. If the calculated deductions are not correct, enter the correct year-to-

date figures for each deduction into the Amount column.
HINT: It’s normal for most taxes to be calculated incorrectly when you
do a whole year at once, since the wage brackets are thrown off when
you combine pay periods.
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11. Choose Employer Taxes from the Breakdown popup menu, and fill in
year-to-date figures for employer taxes.

12. If you calculate some taxes based on the work being done, choose
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Category Taxes from the Breakdown popup menu and fill in year-to-
date amounts.

13. Choose Benefits from the Breakdown popup menu and fill in year-to-
date amounts.

14. Repeat steps 4 to 13 for each employee.

Ignoring Payroll Year-To-Date

The easiest way to start payroll in mid-year is to just start, and ignore
year-to-date totals. You may want to consider doing that if you are starting
very late in the year.

To do so, follow these steps:

1. Set up the current payroll deductions, wage rates and other payroll
information for each employee (see Lesson 28)

2. Choose Labor Hours from the Costs menu.

3. Click the New button, and enter hours for the current pay period for
each employee (see Lesson 29).

4. Choose Write Payroll from the Costs menu. Check the figures, and
then click the Write Payroll button to create payroll records.

5. If there is withholding or employer taxes that “cut off’ at a certain
amount, you'll need to adjust the deduction amounts if they are
currently over the limit.

Index

The Index for this manual is located in the back of the Estimating manual
(to make searches easier, the index covers both manuals together.)
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