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This booklet was designed to help both the new and the experienced PcMars for Windows users. The
Set Up Booklet helps to show new users how to set up their books for the first time. This Beginners
Booklet will try to get into more detail along with showing you some sample transactions. The
Advanced Booklet will show detail on “Special” transactions such as sealed grain, crop insurance,
coop dividends, payroll and budget/cash flow.

This Beginners Booklet will go into detail on different types of check/deposit transactions, transfers,
recurring transactions, revolving credit, reusing a transaction and information on reconciliation. Like
most Windows programs and accounting programs, there is always more than one way to do things.
We hope to show you a standard, simple way to accomplish your record keeping goals by providing
these examples. We will also refer to the “2.4 Features Booklet” (which we suggest that you print from
our web page, www.pcmars.com, has screen shots as well as step by step instructions for several
PcMars transactions).

It is hard to design a booklet that will help those with very limited experience without making the
“experts” feel like they are being talked down to. Hopefully, everyone will find the information we
have provided helpful. For further details on the PcMars program, check the Advanced Booklet
available on our web site at www.pcmars.com .

TIP

Throughout our booklets we use the symbol “=" which means “go to”. So if we say click on Setup=Business
Information, that means to first click on Setup and second click on Business Information.



http://www.pcmars.com/
http://www.pcmars.com/

Carry Over From Previous Year

When you have used PcMars for a year, you would select the carry over option instead of starting from
scratch unless you wish to create a totally different set of books. This is what this screen would look
like:

Carry Over from Previous Year @

Sl @i Year |Business Name Yersion LtoriTifted] | Gl Flus ‘Adv i ‘Type [ Newyear st af books ;

Books Date fhcer PR AR MNarne Fiscal year
_|ELLI 2014 Elli 2400 11424114 |Cash 14, |5AMPLE ’m
_|FARMBOOK 2014 | Tam Johnzan 2400 1244014 Cash IL Treat sealed grain as
_|HALEY 2014 Thaley 2400 12/2314  |Cash Ch " Income  ® Loan

KEMNT 2014 [ Kent 2400 12{2114 Cash il

Sample Farms
_|TLE 2014 [tle 1241814 |Cash =B 3
| |TRACY 2014 | Tracy 12/2014 Cash IL

DO MNOT change the name and fiscal
wear of the new year's set of books
unless needed for unusual reasons.

Year |ALL  v| Sorthy |Books  v|  Refesh By Carry Over | J X Cancel

All you need to do from here is to select the set of books used last year for this farm or business. Once
it is highlighted, the program will automatically put the name and next year of your books to the right.
You will be asked to confirm the creation of the new set of books. If everything is correct, click on the
Carry Over button. You will also note that you have the option to treat your sealed grain as “Income”
or as a “Loan”. (This only affects sealed grain entered in the “Special Transactions”).

Tack Note

A “Tack Note” has been added to the tool bar. This is designed for the user to be able to add a “note”
to any transaction. You can do this by either “right clicking” on the transaction and choosing the “Add
Tack Note Here”, or by “dragging the Note Icon” down to the transaction.

1. “Right click in” the colored box on each transaction.
2. Choose “Add Tack note here”
3. The “Add note” window will appear to write your note, then click “OK” to save.

# Checks/expense EI@
Bank Account | Farmers State Bank Balance $19,777 .27 o Seve F1U|
Chaok 3 Murmber  [106F Mot cleared X Concal
Date Tatal Amount = o
Pay ta the % euse
Order of | j |1"'I1"'I15 j | X :
[ Paycheck Qaecumng
Address .
Add Tack note here k Al+T
Multiple loan vendors
Mermao | j ** Addir Multiple asset vendors
Save F10
Code |Entprise| Arnount Description | [FE | Cancel Al C
L Close
Find transaction Ctrl+F
1]
Arnount Left %0.00 Browse transactions
Setup item Alt+5
Print check Fa
Insert row Alt+1
Total line items Ctrl+T
Continue description on next line Alt+D




To “drag the Note Icon” to the check, just click on the icon 0 and “drag” the icon into the color part
of the check. The “Add note” window will appear to write your note, then click “OK” to save.

aff Pc Mars - opened to < TESTBACK 2013 (Cash) » =B ®
File Options Setup Transactions Reports Inventory CashFlow Utility Window Help e
o] | elEme v poeer | Bl e R
2 Checks/expense ===
Eank Account |100 «| Business Account Balance $R0,0§0.00 « SaveF10
Check @ Mumber |1 Mot cleared M
B " Date Tatal Amount 2 =
Ay o the euse
Order af j |12/31"‘13j | é =
[ Pﬂycheci Becurring
Address
I Batch Print _a g |
L - Adding 8 _seuprem |
| Cade ‘Entpr\se‘ Amaunt Description | Units | ‘Weight | o & Print F3 |
» |=
Amount Left $0.00 Insert rov

To view “Notes”

1. Click on the “Note Icon” in tool bar.

2. This box pops up (it is a listing of all the notes you have entered).

3. Highlight the note you want to review.

4. Click on “Go to note” and the transaction tied to that note will pop up, then you can either
“Edit” or “Delete” the note. (It is recommended that you delete the note after it is no longer
needed, so you don’t get a long listing of out of date notes.)

é Pc Mars - opened to <« MYTEST 2014 (Cash) >

File Edit Options

o] v| e

Cash Flow Utility Window Help

©
SHE 1 8leF el

Setup Transactions

B | v B0 Ev e EE g

Reports  Inventory

Tack Notes e

Notes

] Edit note |

Lreminderto p

+% Delete note

# | Created
tadified

21414317 PM

(== =]

m

- O

Goto note |

Brint |

[Thiz is & reminder to pay Hometown Bank monthly, -«

j'LQIDse |




Adding a Loan Vendor is very similar to adding regular vendors.You follow the same procedure
outlined for adding a vendor. To enter a “loan vendor”, you click on the arrow next to “type” and then
select “Loan” from the drop down list Once “Loan” is selected, you will notice several other choices
in the screen. Among these, there will be 3 “radio buttons” denoting the type of loan. Choose the

appropriate option.

e Borrowed (Liability): Select this when YOU BORROW money, and then select an appropriate

liability code (200s)

e Loaned out (Asset): Select this when you LOAN money to someone else, and then select an
appropriate asset code (100s). For example, if you loan money to your children, choose this

Loan Vendors

option and assign an appropriate asset code.

e Loan to employee (Asset): Only available if advanced payroll module is installed.
e An account code MUST be chosen for each type of loan vendor. For a “borrowed (liability)”

type loan vendor, a liability code must be used.

If the loan is a “Loaned out (Asset)” type, then an asset account code must be used. Choose either a
“current” or “non-current” code, depending on when you expect the loan to be paid back (current code
for payment within the year, and non-current for full payment beyond a one-year period).

Vender List

Bawin, Glen
CCC#1008

CCC #1857

CCC #2091
Central Foods
Coast To Coast
Carnbine Loan
Coop Elevator
Farm Credit Ser
Federal Land Bnk.
Feed Supply Co
GTE

Hog Bldg Loan
Hog karkets Ca.
lowa Dept Rew.
lowa Light Co
Larkin, Jerny
Machine shed Ln
Morman Butters
Op Note #2392
Op Note #7629
Onford Church
Fhillips Irmpl.
TCh Schools
Uncle Sam
“Yee-Hi Foods
Yisa

Wialhdart
Wellman Lwstk

Delete |

“C

*C

“C

*L

“L

“L

*L

“L

*L
“L

“L

m

-

E=R(ER (=]

Type o] & bomed g&.{ﬂg}}

»
Mame ’—
Long Mame |
Address 1 |
Address 2 |
Address 3 |
Taxpayer ID# ’7
FPhane (-

Email address |

Liability | Use as default code [«

Acct Code

SR - Flag for 1099 [~
Ciefault

Description | j
Terrm

11114 begin [Enter thiz at the
wear halance skart of the vear)
Interest rate

Creditor v  [Enabled for use in credit tranzactions)
1/1/14 begin ’7

clear balance

Liahility Acct Code must be entered so that loans
can be imported into lability inventony.

Override Beginning Balance(s) [

Add new ;"| o Save F1IJ| X Cancel | B close | |

Note above that each loan vendor has an asterisk and a letter corresponding to the type of loan (*L (for

liability), *A (for asset) and *C (for CCC).



You will notice that the extra line items brought up for loan vendors are the “Term” of the loan, the
“Beginning of year balance” and the “Interest rate”. The term of the loan will automatically be entered
according to the account code you selected. The term simply means “how long will it take to pay the
loan back”. The loan term is noted in the account code description.

The beginning of year balance means exactly what it says — enter the loan balance as of the
beginning of your accounting year. This will be January 1 if your books are on a calendar year. A
common mistake that is made here is to put the original loan balance in. If the loan was taken out
during the year, then the beginning of year balance needs to be zero. The balance of the loan will show
up when the original loan deposit is made.

The interest rate is where you would insert the rate applied to your loan. (This is not calculated
anywhere in the program—just for reference purposes).

There is also an “Override Beginning Balance” option. Beginning Year Balance and Beginning
Cleared Balances are carried over from the previous year and are calculated (read-only) blue values.
You can, however, override this and enter both the Beginning Year Balance and the Beginning Cleared
Balance by checking this check box. You should only consider doing this as a last resort. If you choose
this option, the reconcile feature and check register report will always start from the Beginning Cleared
Balance value that you manually enter. The reconcile feature cannot reconcile or report on transactions
from the previous year.

~g-
@

TIP
A feature on most entry screens you might not be aware of is if you right mouse click on the screen, an
additional option box will pop up. This can aid in narrowing down a type of vendor if you want to edit
any of your entries.

Vendor List [E=0 =
Ag Service o | & Bormowed [Lishilty)
Aliant Type Loan " Loaned out [Asset)
~
Bank Loan to emplayee [Asset])
Bawin, Glen Name Farm Credit Serv
Bob Smith A Long MName ‘Farm Credit Serv
CCC##1008 *C
Central Foods A 3 —
Coastto Coast A ave
Coop A Cancel Alt+C
Coop Elewvatar Close
Edhward Jones T|
== Add new vendor Alt+A
Farm Credit Serv e
Feed Supply Co ! Delete vendor Alt+D
Op Note #2392 S| Iy First vendor
Theisens El Last vendor
=l o Print yendess
D
Show only regular vendors
T Show only loan vendors
;'.: Show only CCC vendors
‘ Show ALL vendors
i
cl ALL transactions
E: Cut text Ctrl+X
X Copy text Ctrl+C
Delste Addnew 2| Paste text Ctrl+V
Delete text Shift+Del
Set default size
Help F1



TIP

An important thing to remember with the program is that the Loan Vendor “short name” (not the
Account Code) tracks the loan balance. This confuses some users who think that each loan needs to
have a separate account code. The key in tracking loans is to make sure that the “Loan Vendor” from
the Vendor List is used each time a payment or loan draw is made. You need to make sure that when
you set your Loan Vendors up that you give them a specific “short name” for the loan to avoid
confusion as to which vendor to use.

Also, if you are using the system to write checks, remember it is the long name that prints on the
checks.

CCC Loan Vendors

Adding CCC vendors is very similar to adding loan vendors. To enter a CCC loan vendor, you click on
the arrow next to “type” and then highlight the word “CCC”. This will bring up the extra items needed
for CCC vendors. An example of what the screen will look like is shown below.

Vendor List (= o=
CCC#20M |~ ﬁ
T -
Central Foods yhe col
Coast To Coast
Cormbine Loan L CCC Loan Mo.
Coop Elewator Long Name |
Farm Credit Serns L
Federal Land Bnk L Addrass 1 |
Feed Supply Co S address 2 |
STE Address3 |
Hog Bldg Loan *L ress
Haog karkets Ca. Taxpayer ID#
lowea Dept R, Phone ,()_—
|owea Light Co
Larkin, Jemy Ermail address| ﬂ
hachine shed Ln *L “Inwenta
Acct Code hd
MNarman Butters I —
Op Note #2392 | e | Flag for 1099 [~
Op MNate #7628 *L Default | J
Onford Church Description
Fhillips Impl.
TCMpSCthD|S Treated as Loan M
1114 begin [Enter thiz at the
Uliiglls S wear bala%ce start of the pear)
Yee-Hi Foods
Yism " Intere st rate
Walhdart *Liability Acct Code must be entered so that loans
Wellman Lvstk can be imported into liahility inventory.
Overide Beginning Balance(s) [
Delete | Add new ;’| " Save F1D| X Cancel | B close | |

There will be a line for a “CCC Loan No.” which is required to track the tax treatment (election) of
each loan. This screen will also show whether the CCC Loan should be treated as a “Loan” or as
“Income”. This was selected in your “Business Setup” screen. You will note that the program will put
a “C” next to the name on your vendor list to help you verify that it is a vendor to be used for CCC
transactions. (More information on depositing and paying back CCC loan transactions in the Advanced
Booklet)



Set Up Items “On the Fly”

If you decide that you want to add a vendor, account code, enterprise, description or profit center while
filling out a check or deposit screen, you simply need to click the Setup Item button after your cursor is
in the space you wish to “add”. An example of where to find this button is below.

# Checks/expense EI@
Bank Account (100 «| Farmers State Bank Balance $25.277.27 ' Save F10
Cheok Murnber Cleared (1) ﬂ M
Date Total Amount v =
Faytothe e Add new 3
frderat Phillips Impl | frzang | $325.00 | .8
Fhillips Impl. u Next I
Address (1800 East Hwy 100
Story City, |A 50245 <0 Prior
G -] **Editing Ceupion )
Code |Entpnse| Amaunt Dascription ‘ FC | Unitg | Waight ‘ - Frint F4 |
401 GEN $225.00 Repair JD 4650 ar 0 0 |2
| [402 GEM $100.00) Torg Guard Oi ar 0 0 |3
Insert row
Cl
Amount Lef $0.00 _ B oo |

Once you have clicked on this button, the screen will come up for you to fill in. Once you are done,
clicking on the Close button will save your changes and take you back to the check/deposit screen.

Entering “Split Checks”

Checks can be written that have to be “split” between two or more expense codes. The example below
shows how you would do this.

#1 Checks/expense \EI@
Bank Account |100 | Farmers State Bank Balance $25.277.27 W Save F10
Check Mumber Cleared (1) ﬂ M
4 ¢ Date Taotal Arnount o ==
ay tothe s Add new ¥
Ordlar ot |Phillins Impl < freanag <) $325.00 | &
Phillips Impl. L Next =
Address (1800 East Hwy 100
Story City, 14 60248 <0 Frior
i <] * Editing Setup e
Code |Entprise‘ Arnourit Diescription | PC | Units | ‘Weight | o Print F9 |
L 401 GEN $225.00 Repair JO 4650 oF 1] of |2
| [402 GEN $100.00| Torg Guard Oil oFP 1] 0| |%
Insert row
cl
Amount Left $0.00 _ Booe |

You would first enter the total amount of the check along with the vendor, date, etc. on the top half of
the screen. On the lower part of the screen you would enter the account code number that you want to
use first and the amount that goes with that account code. Once you reach the end of that line you need
to hit the Enter or Tab key. This will drop you down to the next line where you can enter another code
number and the amount that pertains to that account code. This continues until you have the entire
check amount entered and the “Amount Left” number at the bottom of the screen says $0.00. The
system will not let you save unless the amount left is zero so you can feel safe that every dollar is



accounted for. You save the transaction by either clicking on the Save F10 button or pressing the F10

key on your keyboard.

Taking Cash Out of a Deposit

The example below shows how you should enter a deposit that has cash taken out of the check amount.

%u Deposits/income

Bank Account 100 -

Farmers State Bank

Balance $25,277.27

Depoasit g)

Date

Number 2011

12/31/14 ~| Total Amount 445000 ﬁ

Merma |

=

Mot cleared

* Adding

Vendor

|Code |Entprise|D| Amount |

Description

| Pc | units | weight |

-

]
&3

=

' Save F10

it

X Cancel

hyl
i}
I=
7}
@
&

Becurring

3

<0 Prior

Setup item

Hog Markets Co
Hog Markets Co.

| *

3
964

HOG
HOG o]

$500.00|Sold Hogs
$50.00| Cash

opP

aF
I

m

it

Print F9

Blank row
Insert row

B Close

The total amount at the top should show the total “net” amount of the deposit after the money is taken
out. The first line is showing the check received for hog sales. The amount on that line is the total
amount of the check received. On the second line is the money that is being taken out of the deposit.
We used code 964 — Family Living — Non-Deductible/Cash Undetermined.

Notice that there is a “D” in the fourth column. This is done to show that the amount in this row is
being deducted from the deposit. Whenever you enter an expense code in a deposit screen, the system
will automatically put the “D” in and assume that you need to subtract the amount in this row to reach

the net deposit.
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Using “Multiple Loan & Asset Vendors” as a Right Click
Option When Entering a Check

This allows the user to pay on several loans with one check (assuming that the payment goes to one
entity).

1. Right click on the check screen
2. Choose “Multiple loan vendors” on the drop down (see below)

== ==
Biank Account ~| Farmers State Bank |Ela|anc:e §25. 72727 o Save Fl Dl
v o
. Add Tack note here Alt+T
Multiple loan vendors
Multiple asset vendors 2
Save F10
Cancel Alt+C
Close
Prior transaction Alt+P
Find transaction Ctrl+F
Find next F3
Delete transaction Ctrl+D

Browse transactions

View transaction (as report) Alt+V

Ok Al

Note: it now says “ALL” (Multiple loan vendors) next to the “pay to the order of” box, enter the total
payment. The screen will change to allow you to select multiple loan Vendors below, (be sure to
specify the principal and interest paid on each loan).

~| Farmiers State Bank \Balance  $25727.27 ' Save F1D|

Bank Account

L gerce |
hepne - moee 2
N Peuse w2 |

- . Pﬂyghack Becumng

<m Prior |
Amountleft  $000

- B Print FY

H| Blank rom |
2 Inser row |
B ciose |

b

11



Transferring Money

In this new screen you can easily transfer money from one bank account to another. The running
balance of both accounts is shown on the right.

& Bank Account Transfers

]
§
il

To Bank

MNumber

Diate

Memo

Fram Bank (100 ~

Bank Account Transfer

Farmers State Bank Balance $20,727.27
110 «| boney kdarket Balance $27.500.00
228
12/3114 ~|  Amount  [5000.00]
|EiankAc:c:ountTransfer j ek Adding @

& Save F10

it

X Cancel

I
m
1=
w
1)
)

=m Prior

Setup item

B Cliose

i

This transfer can also be easily handled through either the income or the expense screens. Note the
examples below do the exact same transaction as the “Bank Account Transfer” example above.

#1 Ch ecks/expense

(o @ ]

Armount Left

$0.0

Bank Account (100 ~| Farmers State Bank Balance $25.727.27  Sava F10
Check MNumber 1066 Not cleared X Cancel
= h Diate Total Armount a -

&y to the Euse
oot ManeyMarket <] [12atp14 <] [ e5000.00 % e
Becurring
honey Market [~ Paycheck
Address
=<m Prior
kemo | j ¥ Adding @ Setup item
Code |Entprise| Arnount | Description | PC | Units | W'eight | - Print F9 |
B0 cen | ssono0 ] < oF

0

m

Blank row
Insert row

B close

) Deposits/income

OR

Biank Account 110 | Money Market Balance $27.500.00
DPeposit g) Number [T Notcleored

Date

12/31/14 =| Total Amount $5.000.00 ﬁ

Mermo |

=

* Adding

Rl

g
i

' SaveFl0

X Cancel

it

o)
i)
=
[}
m
&

Becurring

3

=m0 Prior

Vendor

|Code |Entprise|D| Amount ‘

Description

| Pc | units | weight |

»

Setup itern

L*

Farmers State Ba

100 GEM $6.000.00 transfer

or

NOTE: My preference is to use the “Bank Transfer” screen.

12

Frint F3

m

It

Blank row

Insert row



Recurring Transactions

Recurring transactions are any transaction that repeats weekly, monthly, bi-weekly, or custom to the
same vendor, but not necessarily the same “amount”. It can be anything from an automatic withdrawal
to a paycheck deposit. To set these up choose Recurring Transactions from the Setup menu.

The steps for setting up a recurring transaction are explained below.

1. Select “Recurring Transactions” from the “Setup” drop down menu.
2. Select the “Transaction Type” (check, deposit or credit)
3. Click on “Add”
4. A “Recurring Transaction” box will pop up.
5. Enter the transaction name.
6. Click on the “Recurring period” drop down box and choose the option you want.
7. Continue filling out the transaction and save it.
(see picture below for illustration of steps 1-7 above)

é Recurring Transactions l 2 ) @

é Business Information , " .
ki Deposit ¢ Credit

H Account Codes
B Bank/asset Accounts
IE Enterprise Codes
"" Vender List
Payroll 4
ID Description List
[E Profit Centers
Code Groups

Transaction Type & {

Recur
Day(s)

Mame of recuring Recur
tranzaction Type

Bank

Wendor

+ Amount Memo

Speaial Transactions
Recurring Transactions

Add 3 ! Il Close

#1 Recurring Checks = =R ]4_@

Bank Account 100 =| Business Accuunf " Save F10 |K7)

Rgcm Fecurring check name M
Check Recuring period

Fay ta the

Order of |

Address ‘

hema | j ** Adding @ Setup item
Code |Entprise| Amount Description | PC | Lnits ~ »

»

.
, T _insertrow |

Insert row

Amount Left $0.00 B Close

After you have entered the recurring transaction, a reminder will pop up on the day specified for the
transaction. See screen shot below.

13



curring ;frﬂn:a:ﬁuns:.sc-haduled-_.1n.he:ad.da:l..

Loan

| | Farmers State Ba
|Momth| 28 | lowa Light Co

&)

|£

The recurring transactions listed abowve are scheduled to be added.
Do you wantto add: Loan 7

o Yes | @ No ]

X Quitasking J I'LQIDSE

At specified date for each recurring transaction comes along, this screen will pop up and prompt you to

“add” the transactions that are scheduled for that day. You have the choice at that time to click “Yes”,
“No” or “Quit asking”.

1. If you choose “Yes”, the recurring transaction screen pertaining to that transaction will be displayed
for you to enter more data such as amount if it is not a specific amount every month.

2. If you choose “No”, the program will prompt you again in one hour (or the next time you open this
set of books).

3. If you choose “Quit asking”, the program will not prompt you to enter this transaction again

14



Revolving Credit

Revolving Credit transactions are usually used to enter any type of credit transactions and can be either
expense or income. The primary purpose of a “Credit Transaction” is to track transactions paid through
a revolving credit account such as credit cards or other loan instruments. It is similar to a check except
that the money is coming from a loan vendor rather than a bank. These transactions will print on the
reports as a deductible cash expense.

i
il
@

B8 Credit transaction

Creditor Cornbine Lo Balance  $50,000.00  Save F10
Liahility code |257 »|  Expense ¢ Income X Concel
Crodit - MNurnber 1 Mot cleared
. e Date Total Amount m
B?getruotpe j |1 2314 j | 2 Becurring
[~ Paycheck
Address =0 Prior
. Setup itern
temo | j & Addlng @
B oo
Code |Entprise| Armount Diescription | PC | Units | Weight » Print F3
Id E
¢ | [Benkrow |
Amount Left $0.00 m

Credit transactions are normally debit “expense” transactions, but you can change this default setting
and choose credit “income” transactions. In that case the screen will look more like a regular
income/deposit transaction and the information will be entered that way. There will be no "Pay to the
Order of" or Address. Vendors (one or multiple) are entered in the bottom part of the transaction as
detailed entry information.

B Credit transaction EI@
Creditar |Cambine Loan ~| |Balance  $50.000.00  SaveFl10
Liahility code [257 « X Cancel
Credt g
fincome] Mumber |1 Mot cleared Fieuse n=d
Becurring
Date  [12/31/14 ~| Tatal Amount ﬁ
=0 Prior
Memo | -l = Adding &
Setup itermn
“endor | Code |Entprise| Amount | Description | FC | -
»
= E Print F3
o 2 Q
Amount Left $0.00 e B

TIP

Remember you MUST use the “Loan Vendor” to track loan balances.
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Reuse (Linking to Past Year)

The “reuse” button is a time saver to “reuse” information entered in a previous transaction. This button
will allow you to “reuse” information in a transaction from a “previous year”. The reuse screen has this
option noted below.

When you click on this bax, transactions in the
previous year will hsow up for you to "reuse”.

2 Checks/opense E=S R
Bank Account {100 «| Buginess Account Balance $38.440.06  Save F10
Cheok Mumber (12 Mat cleared X Cancel
= " Date Total Amount
OOl Constio Coast <] [67n13 <] | Kl i
Becurring
Coastto Coast I Paycheck
Akl =2 Reuse Previous Expense e 28_ _|
Eiank| Ma. | Diate “endar |Code| Ent| Description | Amount | -
Memo] (103 |11 E/513 Coast to Coast 103 GEN 485000 _|
103 |1 E/5/13 Coast to Coast 460 GEN $5850.00
Coast o Coast oo deen L[ ($66327) I
> Cod 100 |9 E/EA3 Coast to Coast 4m GEM $563.22
L]

. Wendar Pri - F% |
Wi by |Date jv Match ™ Mno?':ths ElE Year Feuse « xgancel|

. v,

When you check “previous year” option, the following screen will appear to allow you to check the
previous set of books to view the specific transaction information you wish to “reuse”.

# Checks/expense EI@
Bank Account |100 «| Business Account Balance $37.940.06 o Save F10

Check Mumber |12 Mot cleared X Cancel

Date Total Armourt -
Fay 1o the ouse
T |Coastto Coast - |5l,'?ff13 - | 2 M@
Becurrin
Coastto Coast [~ Paycheck g

Address
P =W Prinr J
= Reuse Previous Expense S
hde Elank| Mo, | Date “endor |Code| Ent | Description | Amount | - ]
== |1 |1 12/312 | Coast bo Coast 100 |GEM £80.00
T m 1 12/ 312 | Coast to Coast 100 | GEM $a0.00 ]
Elj a2 12/ 112 | Coast bo Coast 100 |GEM $45.00
1|1 2 12/31/12 | Coast to Coast am GEMN | zmall tools $45.00
a0 Ja 212 oo fGEn L | ($3500) |
1m0 3 12/31112  |Coast to Coast 402 |GEN |oi & grease $35.00 ]
L

“iew by |Date - \QZTSEI v K= \F'):a\;lous ¥ |PReuse /l X Qancel|

N ’,

NOTE: If you set up these “prior years” under “Setup=Business Information=Advance (tab)”, you
WILL NOT be prompted for the prior year set of books.

ALSO — When you “select previous year set of books”, the program automatically saves this to the
“Setup=Business Information=-Advance (tab)”. So if you (as a consultant) are re-using transactions
from various sets of books, be aware that the “prior” year link is changing for ALL prior year reports
like payroll, 1099’s, etc.
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Hedge Accounts

Keeping track of hedging gains and losses is another tricky item that the system can help you with. An
example of a gain in your hedging account is shown below.

2 Checks/expense EI@
Bank Account 100 | Business Account Balance $37.940.0F  Save F10
Cheok Mumber 12 Mat cleared M
e " Date Total Amount = =
ay to the euse
Orderof | TransfertoHeda  ~| 6713 || ss.000.00 ) . —
Eecurring
Transfer to Hedg I Paycheck
Address
=0 Prior
kemo | j ol Addlhg @ Setup itern
Code |Entprise| Amount Diescriptian | FC | Units | Weight | o Frint FEI|
=11 GEN $5,000.00/ Transfer to Heldge Acot j oF
E Blank row
i Insert raw
Amaunt Left $0.00 B Close |

Notice that the Bank Account being used is number 111—Hedge Account. That is because until the
profit/loss is known, this will be treated just as an account transfer. When you know the accrued profit
or loss, you can make the appropriate entry. See the example below.

o Deposits/income EI@
Bank Account (111 «| Hedge Account Balance 45 500.00 & Save F10
. X Cancel
Depaslf g) Murnber |1 Mot cleared
Feuse o=
Date  |[g/7/13  =| Total Amount $500.00 ﬂ Recuring
Memo | =l * Adding @ <1 Prior
Wendor | Code |Entprise|D| Amount | Description | PC | Units | Weight +  Setupitem
 *[Coop Elevator 359 GEMN $500.00 Heldge: Profit j aF
Print F9
E Blank row
Insert row
B Close
Amount Left $0.00

In the example above the profit of $500 was entered as income—code 359 (Hedge Profits). Since the
income was reinvested, the 111—Hedge Account was used. When you take the money out of the
account, that will be done just like a bank transfer.
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Loan Deficiency Payments

Entering LDP payments are relatively simple. The biggest thing to remember about them is that in
most cases they are deposited directly into your account, so there will be no deposit slip to reference.

An example is shown below.

o Deposits/income

Bank Account 100 »| Business Account Balance

$32.940.06

Date |5/7/13 ~| TotalAmount $5un_nn£

DEpﬂSIf g) Mumber |2026 Mot cleared

Memo | - * Adding @

Vendor |Ct}de |Entprise|D| Amount | Description

X[usDa 355 CRM $500.00| Corn LLP

Armount Left $0.00

oP

100

| PC | Units | Weight

~

m

THEERE]

{]
]
i

& Seve F10

it

X Cancel

py
]
1=
oW
il
o

Becurring

=<0 Prior
Setup itern
Print F9

Blank row
Insert row

B Close

One suggestion is to put the number of bushels LDP’s in the unit section to help keep track of how
many bushels you have turned in. The account code used (355) was set up in the account code section

and renamed LDP’s.

Entering Units and Weights in Entries

It is very important to get into the habit of entering units and weights with all of your entries that call
for them. Many of the reports will print out average prices per unit and per weight. Also, when your
local IFBA Consultant is doing your Analysis, he will need these totals to do it correctly. By utilizing
the units and weights column, you will forever be able to determine the cost per head and cost per
pound of your livestock purchases and sales. You will also be able to determine purchase and sale
prices per bushel on your grains. Commercial feed costs per pound will be figured, seed costs per bag,
and on and on. Just because you took a little more time to enter one more level of detail, you will be

able to gain so much more from your records.
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Payroll Information

PcMars default payroll system utilizes the federal, state and social security withholdings. When your
payroll is properly setup, the entering of payroll checks is a simple procedure. By clicking on
Setup=Payroll=General Information and Setup=Payroll=Employee List, you can set up all your
payroll data. This process is discussed in detail in the Advanced Bookilet.

l Payroll General Infermation (=1 | >SS

Simplified payrall methad v

Payrall year 2010

FPhaze
Social Security rate | 00820 L it $20.400.00
W edicare rate 0.0145 = This iz the employer rate.

Combined FIC rate 0.0765

Mormal pay period wieekly -

Employer Fed |d # 527733567
Ernplover State [d # 92-7733567
State of employment ,F

Ermplover name |Sample Farms

John C. Sample
fuldhess 11921 130th Strest
Story City, | 50243

Extra pay wording W

FUTA upper limit 2074 7000 SUTA upper limit 16500
FUTA contribution rate 2014 |0.0020 SUTA contribution rate |0.0000
SUTA surcharge rate | 0.0005

Lock papcheck descriptions [can't change] [

ﬂ\Emplu:nyerDatta 4 Labor Wyithholding Data. 4 Labar Deposit Data |
«" OK ‘ X Cancel |
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Editing and Deleting Transactions

The first step in editing or deleting a transaction is finding the right transaction to work with. This can
be done in two different areas, either the Find Transaction (flashlight icon) or the Browse (pair of
glasses icon). The find transaction works well when you have one specific entry to find and you know
most of the information in it. The browse is a much better way to find something if you aren’t certain
exactly which transaction you want. Below is an example of how the browse works.

s

"wid Browse =1
a...| No. ate endor escription ode|En =1y} rits i =
T|B N Z|P | Dat Yend ] prt Code|Ent| A t |PC nit: Weight
E 103 N1 0 B3 ig Service Chemical 456 BMS | $1.800.00 OF 1] 0
E (103 |1 0 |e/43 A Service Carn zeed 455 CRM| $3.220.00 OF i
E 103 2 0 |E/SA3 ig Service 103  |GENW| [$7.820.00) 0P
E (103 |2 B |B/5M3 g Service Herbicide far com 456 CRM|  $1.300.00 OF 1]
E (103 |2 B |E/AA3 A Service Bean seed 455 BMS | $1.500.000F 1]
E 103 |2 B B3 ig Service Chernical 456 BMS | $1.800.00 OP 1]
E (103 |2 B |B/B/13 &g Service Comzeed 48 (CEMIL 3200000 | [
E 105 & ®|B |BE/5A3 &g Service Browse Select - @
E 103 |8 E |BE/5A3 A0 Service Herbicide for
E 103 |@ E |B/513  AgService Beanseed || Type I |
E |102 |8 E B3 Ag Service Chermical
E|103 |8 B |B/5/13  |AgSerice Com seed Bank j’ Mumber
E 103 14 0 B/EA3 g Servi -
E 103 |14 0 |6/613  |Ag S DES | | =
E 100 10 0 |BEfEA3 &g Service Periad h thru -
E |100 |10 0 B3 Ag Service Herbiczide far |A - J
E 100 10 0 |B/6A3  AgService Beanses || WeEndor Ehnithd
E |100 (10 0 |B/8A3 Ag Sew!ce Chemicals Code - thru -
E |100 |10 0 |B/8A3 Ag Service Corn seed
E 100 11 0 |B/B8113 g Service Description | j
E |[100 M 0 |EEM3 &0 Service Herbicide for ; - _ -
E 100 11 0 |66413  |AgService Bean zeed )| ENtErRIAiSE Profit Center
100 0 |B/813 A Serwce Ehemicals AT |
p-lm /6013 oo |Com seed
Entry Order Select... YYender = Ag Service
ia by | ry J | qJ  OK ‘ X Qanu:el| B |

The screen in the background is showing the results after the Browse Select screen was filled out. You
get to the browse select screen by clicking on the Select button in the browse screen. After filling out
the information you know is in the entry you want in the select window you click on the OK button
and any transaction that contains that information is listed in the browse window. You can fill out as
much or as little information you want, however the more information you fill out the narrower your
search.

To edit any of those transactions, you double click (click twice rapidly) on that entry and it brings up
that entry in its original screen. You then make the changes you want to make and click on the Save
F10 button to save the changes. If it is an entry that needs to be deleted, you double click on the entry
to bring it up in its original screen then click on the word “edit” on the toolbar and select “delete
transaction” in the drop down window. A window will pop up verifying that you want to delete the
transaction, and if you answer yes the transaction will be deleted.
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Control of Period Overview

Whenever someone asks me about the period, my explanation is: “The period number simply
corresponds to your bank statement”. They are the transactions listed on your bank statement that
cleared the bank during this reconcile PERIOD.” (Period 1 EQUALS the first bank statement you
receive in your book year.)

Because PcMars users enter their transactions differently, PcMars has enabled users to turn “Direct
Control of the Period” ON or OFF. This is a program option under Options=M iscellaneous
Options=Direct control of period. Following is a general explanation of the two options.

NOT Using Direct Control of Period (95% of users)

If you enter any transactions prior to receiving your statements, do not use *“Direct control of
period”. This is the preferred method for users because they can enter transactions anytime and
utilize PcMars check and deposit printing capabilities.

This method is the easiest for most users because they simply enter transactions on an ongoing basis
and then reconcile them when they receive their statements.

The technical explanation is that PcMars will assign a period “0” to each transaction when entered.
Then when you reconcile to your statements, PcMars will automatically assign the month (period) to
the cleared transaction.

Using Direct Control of Period (5% of users)

If you are entering ALL your transactions directly from your statements, this method may work for
you because you know the accounting “period” when they cleared prior to entering them into the
PcMars. When you enter the transactions, you must specify the bank statement period. This method
is a “carryover” from the past DOS version and should ONLY be used when you enter ALL
transactions directly from your statements.

JQ -
@

TIP

MY PERSONAL PREFERENCE is not to use the direct control of period. Even if you are entering
transactions from your bank statement, | recommend you enter all transactions; then choose
Transactions=Reconcile to bring up the reconciliation screen; click the first transaction and then
press/hold down the “X” key. PC Mars will quickly clear every transaction for you and you can easily
check to make sure you reconcile with your bank statement.

v

@

TIP: Just remember the accounting period should coincide with the bank statement.
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Assigning Periods

In version 2.4, periods 1, 2, 3, 4,5, 6, 7, 8,9, 10, 11, 12, are available for January through
December of the current year (assuming a calendar year).

Additionally, there are twelve more periods for transactions written in the current year’s books that
clear in the following years books (or “next year”). There are periods “ n1, n2, n3, n4, n5, n6, n7,
n8, n9, n10, n11, n12” (“n” is for next year’s).

Reconcile Example (Without Direct Control of Period)

........... When the “Direct Control of Period” option is turned OFF, you will choose the “Bank
Statement period to reconcile with”.

v Reconcile =1 | >
CIr|Type| Date | MNo. | Amount | “endar |Per| temo | -
B |DEF |2/8414  |2008 $10,900.00 CCC #1008 2 |Deposit CCC loan proceeds
| [~ DEP |2/6414 | 2009 $6,160.00| CCC #1857 2 Dieposit CCC loan proceeds
| [~ BAME |2/2414 | 202 [$100.00)| Farmers State Bank |2 sfer to cash
~ DEP 1144 1 2 B0 O 1 Protad from 4 /5
Blroer 1114 |2 Month to Reconcile
[ |DEF 14144 |3 .
= Bank Statement period
o |DEP (12431414 2011 to reconcile with Jlecembe
| [ |BaME 1273114 227 ranzfer

Select |100 Farmers State Bank ﬂ Sort by |Entry Order ~ Begin Dec. 2014 Bal. $2.817.27
Bank Statement period to reconcile |December, 2014+ [Period =12) => Current Year $ $0.00
- End Dec. 2014 Bal. $2.817.27

Target Ending
Split zcreen for inflows and outflows - Difference [$2.817 27)
i B P 0 Infl 0.00
Show out of range cleared ransactions [ Edi | Print | E Clase | 0 Dnuﬁlt;livs :D.DD

Direct Control of Period OFF

Reconcile Example (With Direct Control of Period)
When the “Direct control period” is turned ON, you will choose the “period” (1) to reconcile your
transactions with.

" Reconcile / Change Period E@
Clrl Typel Date | Mo. | Amount Wendor | Per | kemo | o
L ¥ |DEP |1/8/14 2001 $10,803.13 Coop Elevator 1 Grain check/split LL
|| ¥ DEP |1/1B6/14 2002 $9,855.00| Coop Elevator 1 Grain check w/deductions
O| ¥ |DEP | 1/25/14 2003 $12,500.00/ Hog Markets Co, 1 Livestock zales
| ExP 14574 1001 [$7.520.00) Ag Service 1
O |ExP 1/20414 1003 [$60.00) Bavin. Glzn 1
Dl ¥ [ExP  1/20014 1004 | ($1.200.00) Feed Supply Co 1
O [ExP  1/23/14 1005 [$80.00) Coast To Coast 1
O ExP 142304 1008 [$325.00) Phillips Impl 1 SEIECt the
O (ExP 14244 1007 [$166.00]| lowa Light Co 1 1
O ExP 142844 1008 [$60.00) GTE 1 PerIOd
0| |oeP  [1/30014 | 2004 $2,680.00| Central Foods here
O ExP 142404 1047 [$150.00) Op Note #2352
Ol [ExP 1424014 1048 [$222.00) Op Nate: 1 il
[ 100 Famers State Bank] Sort by | Entry Order - Begin Jan. 2014 Bal. $1.500.00
Bydate [~ Pericd |1 - [January 2014) =» Current Year $ $1.317.27
28727
I= Hide cleared transactions [ End Jan. .20]4 Bal g
Taiget Ending
Split creen for inflows and outflows r Difference $2.817.27)

Shaow out of range transactions r Ele MM 22 Ignﬂﬁr;f\.s ggézggég

Direct Control of Period ON
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Reconciling Your Bank Statement or Revolving Credit Statement
(Direct Control of Period OFF)

When you receive your bank statement or Revolving Credit statement (credit card or Farm Service),
either go to Transactions= Reconcile or click the red check mark icon on the tool bar. After you do
this, you will be asked which month you want to reconcile, choose the appropriate month.

Steps to Reconciliation:

1) Choose the account you wish to reconcile with using “Select” drop down box. Note that you can
either choose bank or credit accounts. Once you select “credit account”, you will be prompted to select
a loan vendor.

2) Confirm that the “Bank Statement period to reconcile with” is correct (this is the accounting month
(period) to coincide with your bank or credit statement).

3) Enter your “Target ending” balance on the right side of the screen. (This will be the ending balance
on your bank or credit statement.) PcMars will automatically adjust your cleared balance as you clear
your transactions. So you can instantly see the amount needed to balance, shown as the “Difference”.
PcMars also counts the number of transactions cleared and calculates the total dollars for deposits and
checks, to help you find any discrepancies with your statement.

4) Simply check the transactions that are listed on your bank statement by clicking with the mouse in
the “CIr” box or using the “x” key

" Reconcile E'@
CIr|Type| Date | No. | Arnount “endor |Per| bemo | o
Ld W [DEFP 148414 2001 $10,803.13| Coop Elewator 1 Grain check /zplit LL
L ¥ DEF 141614 2002 $9.855.00 Coop Elewator 1 Grain check w/deductions
| v |DEF [1/26M4 | 2003 $12.500.00Hog Markets Co. 1 Livestock sales
| W DEF 143014 2004 $2,680.00 Central Foods 1
P’ |IE 1/24114 | 2006 $2.775.00| Business Account 1 to bank
G}]JE 1430414 2000 $4.350.00 Business Account 1 inta bank. -
\'ﬂ'Type| Diate | M. | Amount | Yendor |Per| temo o
B ¥ [ExP  |[1415/14 1001 [$7.820.00] Ag Service 1
| W EXP 1420414 1003 [$80.00] Bavin, Glen 1
Bl 7 [ExP  |1/2014 |1004 | [$1,200.00) Feed Supply Co 1
| ExP 142314 1005 [$80.00] Coast Ta Caast 1
| M EXP 142314 1006 [$325.00]| Phillipz 1mpl. 1
W EXP 1412414 1007 [$166.00) lowa Light Co 1
Select [100 Farmers State Bank | o Sort by |Entry Order - Begin Jan. 2014 Bal. $1.500.00
Bark Staterment period to reconcile |January, 2014 4 [Period =1] => Current Year § $1.317.27
- End Jan. 2014 Bal. $2.817.27
Target Ending
iSplit sereen for inflows and outflows! v Difference [$2.817 271
i By pyi 8 Infl £1.738.13
Show out of range cleared tranzactions [ i | Print | E EIDSE| ) Dnu't:fllbgjus §80,42D.88

@

§KTIP: If you click the first transaction and then press/hold down the “X” key. PC Mars will quickly
clear every transaction.

Note: If you select “All Entries” to reconcile with, you will not have the option to enter target
ending balance or to view the Beginning or Ending balances. This is because “All Entries”
shows every bank account transaction, so it cannot be reconciled to a single statement.
Choosing “All Entries” is not recommended for this reason.
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Additional Reconcile Screen Options

1. Reconcile previous year’s transactions: You can reconcile transactions entered in the previous
years set of books by checking this box. [If a link has not been setup to the previous year set of books
(under Business Information=Advanced Tab), you will be asked for the previous year set of books.]
Then you can reconcile transactions from the previous year. PcMars will default to the “same” month’s
bank statement, when the previous year is selected. For example, if you have chosen to reconcile the
January bank statement and then choose “Reconcile previous year’s transaction” the default month will
be the “current year”, “January” (or “nl”).

When you are done in the previous year, uncheck the box, and you will go back to the current year,
with the correct bank balances being carried over to the current year.

w/ Reconcile * Previous year ™ EI@
CIrlType| Date | No. | Amount | Wendar |Per| Memo | &
B I |DEF  |2/6414 2008 $10,900.00| CCC #1008 2 Deposit CCC loan proceeds
| [ |DEP |2/8/14 2009 $E.160.00|CCC #1857 2 Deposit CCC loan proceeds
[~ |DEF 1114 |1 $2,500.00)joe 1 Posted from A/F
CIrlType| Date | Mo, | Amount | Wendar |Per| temo o
L [ |BANE |2/2714 202 [$100.00)|Farmers State Bank |2 wfer to cazh
| BaNE |12/3114 | 227 [$5.000.00)| Farmers State Bank |0 Bank Account Transfer
100 Farmers State Bank - ,m Begin Jan. 2015 Bal. $2817.27
Sl | J Sort by |Entry Order => Previous Year $0.00
Bank Staternent period bo reconcile |Cunent “r'ear - 2015j |January ;@ Current Year § $0.00
i i : i fera [ End Jan. 2015 Bal. $2.817.27
{Reconcile previous pear's franzactions v | 2 Target Ending
Split zoreen for inflows and outflows v Difference [$2.817.27)
0 Infl 0.00
Show out of range cleared transactions [ E Llase 0 Dnu;r;ils :U.UU

2. Split Screen for deposits and expenses: This will separate your inflows and outflows just as some
bank statements.

3. Show out of range cleared transactions: This will show all cleared transactions regardless of
Accounting Month (period). This may help you look up a transaction that you have previously cleared.
4. Edit: You can edit the particular transaction that is highlighted by clicking the "Edit" button or
double-clicking on the transaction. PcMars will bring you to the proper screen for the type of
transaction it is.

5. Print: You can directly go and print the check register. The period or date range, and other setting
for the Check Register will match your setting on the reconcile screen.

+ Reconcile EI@
Clr| Type | Date | MNo. | Amount Wendar |Per| temo | -
L v DEP |1/8414 |2001 $10,803.13| Coop Elewvator 1 Grain check/zplit LL
L v DEP 14644 | 2002 $9,855.00| Coop Elevator 1 Grain check w/deductions
Ll W |DEP [1/25/14 2003 $12.500.00|Hog Markets Co. 1 Livestock salex
|CIr|Type| Date | Mo | Amount | “endar |Per| temo -
4 bl [$7.820.00] | Service
v EXF 142044 1003 [$60.00)| B avin, Glen 1
W |EXF 1420014 1004 ($1.200.00) Feed Supply Co 1 =
Select |1EID Farmers State Bank j Sort by |Entry Order + Beqin Jan. 2014 Bal. $1.500.00
Bark Statement period to reconcile |January, 2014 ~| [Period=1] => Curmrent Year $ $1.317.27
- End Jan. 2014 Bal. $2.817.27
Target Ending
@ Split sereen for inflows and outflows ra Difference ($2817.27)
i By Py 8 Infl 6173813
Show out of range cleared transactions [ Ed | Print | E Css | e, Suffr;i‘,s :80:420.88

O—08

24



Tips for “Direct Control of Period” Users

A. By default the reconcile screen ONLY shows transactions matching the specified period. IF
you change the period number, the transaction DISAPPEARS from your screen because it no

longer matches your search criteria. 1T IS NOT GONE!!

If you can’t find a transaction on the reconcile screen, click “Show out of range
transactions”.

C. DON’T switch back and forth between turning the “Direct Control of Period” ON AND OFF.

~g”
) 3

TIP

In order to see any uncleared transactions, click on “Show out of range transactions”.
you to see all the transactions regardless of the period.

Direct Control of Period Reconciliation

This will allow

+ Reconcile/ Change Period

H—l—lil—lil—l—li

Split zcreen for inflows and outflows

) B o
Show out of range tranzactions o v et | Print | E EIDSE'

I

[ ][ O]

Out of Range
Transactions

——

[ LN L R L R e

Period Chosen

der =

[T |DEP |1/613 $30.00 Venzon

[ DEP |1/29413 $551.00| Mid Amer Energy

[T |DEP 1729413

[ |DEF [2/8A13

~

[ DEF |3/8413 |8 : 3

[ |DEP 3415413 9*- $28 G03.00 FarmersMutuaI
|ci| Type| Date | No. | Amount o

I~ |ExP  [1/8413 [13 |_#300.00] laDeptBef®Financ

[ ExP |2/8413 |1 [$200.00] Qustealb

[T |ExP  [1415413 [15 [$6 IRS

[ ExP |2/8413 |16 4.08) FirzkémerE ank

[T |Exp  |2/943 1? [$261.25)| John Deere

[T ExP 211243 |1 [$20.00)| FirstCapitol Grp

[T ExP  |2418413 |19 [$55.00)|1a Shean Azzac

[T ExP 241343 |20 [$17.015.00] Smith Trust

[T ExP  [241543 |2 [$100.00)| FirstémmerE ank,
Select I'IDD Buziness Account ;I Sort by [Entry
Bydate [ | Period I'l vl [January 2013)
Reconcile previous vear's ransachons [ Hide cleared tranzactions [

Begin Jan. 2013 Bal. $0.00
Frew. year § [unlinked)

=» Current Year % $0.00

End Jan. 2013 Bal. $0.00

Target Ending

Difference $0.00
0 Inflows $0.00
0 Dutflows $0.00

-~
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Printing the Check Register

The check register option varies depending on whether the “Direct Control of Period” option is ON or

OFF.

“Direct Control of Period” is OFF (Recommended)

The check register report option will look like this when the “Bank Statement Period” option is

selected.

Note that the “Show cleared” and “Show uncleared” functions are disabled. This is because the “Bank
Statement Period” option searches for transactions cleared in the appropriate period--Example. July =
period 7. Since only cleared transactions have a period assigned, there is no need to have the “Show

cleared” or “Show uncleared” options.

Check Register

" Date 11114

1431114

iew by Entry Order -

v Splitinflows and oufflows
[ Show transaction allocation detail
E
E
E
B Preview | Frint ‘

January j thru |January j

| Disabled
-
-

E Close ‘

When you select to print your check register by “Date” rather than “Bank Statement Period”, the check
register report option will look like this.

Check Register

Select |1DD Farmers State Bank j

* Date 111714 ~

thru [1/31/14 ~

o] o]

" Bank Statement |January J |January J

i by Entry Order -

W Splitinflows and outflows

[ Show transaction allocation detail
=

-

[~ Adwanced users - exclude cleared option

@Preview‘ Frint ‘

v Show cleared

Enabled

E Cloge

In this situation PcMars searches for the actual date the transaction was entered. Since this search
completely ignores the “period”, the “Show cleared” and “Show uncleared” options are enabled.



“Direct Control of Period” is ON:

The Check Register Report will look like this and you can choose to search for data by “Period” as

well as “Month” or “Date”. Note that the “Show cleared” and “Show uncleared” functions are
enabled.

o)

Checkﬂegister | = || [=] || E3 |
Select |1EIEI Business Account j Periﬂd
p—
* Period 2 - thry |2 =] * Optlﬂn
" Manth |February J |February J added
" Date 2114 228114
Wi by |Number j
[ Splitinflows and outflows v Show cleared
[ Showtransaction allocation detail W Show uncleared
[ Include prior wears transactions (cleared in this year)
M Preview Frint B Close
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Editing Past Years Data

When you need to “edit” data (more than just reconciling) in your previous years set of books, you just
need to follow this procedure. An example of this would be if you needed to adjust a principal
payment and interest break down. ALL asset and liability balances are updated.

1. When you have your “current” year set of books open, click on “File”

2. Click on “Go to previous year Set of Books”

<&y Open / view Set of Books
@ Close Set of Books

Go to previous year Set of Books

Create New Set of Books 4

B Backup Set of Books

¥ Restore a single Set of Books

2] Restore multiple sets of books (Pc Mars Zip files)
M Remove Set of Books

& Report Printer Setup...
=5 Checks Printer Setup...
Order Nelco check forms

B EBditPcMars  ALT-F4

3. This will bring up the following screen. Highlight the “last year’s set of books”. Click “OK”.
This will take you directly to your “previous years” set of books where you can edit, change,
delete, add transactions to that set of books.

Go to previous year set of books (directory = CA\YPemWinF test)

gs;ﬁ; Year |Business Name Yersion g;::fmd ffcscr: Flus ';E::\; ig A W« OK
AAPAYROL 2015 |aapayrol 2400 1/9/15 Cash Yes
:ELLI 2014 |Elli 2.4.00 11/24{14 Cash
_|FARMBOOK 2014 |Tom Johnson 2.4.00 12/4/14 Cash
_|HALEY 2014 |haley 2.4.00 12/2314 Cash
_|KENT 2014 |Kent 2.4.00 1242114 Cash
SAMPLE 2015 |Sample Farms 2.4.00 1/9/15 2
Sample Farms
_|TLE 2015 |tle 2.4.00 12/29/14 Cash
_|TLE 2014 |tle 2.4.00 1218114 Cash |
TRALCY 2014 | Tracy 2.4.00 1242114 Cash |

o
. Selectthe PREVIOUS vears set of
| Refresh
= Directory | Sort by |Books efresl baoks you want 1o 5o o,

4. After you have finished making any changes/corrections in the last year’s set of books, you will
click on “File”. Highlight the option to “Return to current year Set of Books”.
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G Open [ view Set of Books
@ Close Set of Books

Return to current year Set of Books

Create New Set of Books 4

B Backup Set of Books

F# Restore a single Set of Books

(2] Restore multiple sets of books (Pc Mars Zip files)
x Remove Set of Books

&b Report Printer Setup...
=y Checks Printer Setup...
Order Nelco check forms

B mitPcMars  ALT-R4
When you choose “Return to current year Set of Books”, you will be asked the following:

1. You will notice that you have the option to “Print a report listing the changes made”, or to “Preview
changes made” BEFORE you actually carry them over. By previewing changes, you will be able to
see the changes that you made and be able to stop the carry over if you see changes that are not correct.
By printing a report, the balances will be carried over automatically and you will receive a report
showing ALL the beginning balances for the assets/liabilities “before” you made any changes in the
set of books and then the balances “after” you made those changes. After viewing/printing this report,
you will again be back in your current year set of books.

2. Check this box if you want any new vendors or inventory items, that have been entered in prior
year’s data, carried over to the new year.

F ™y

Carry over balances

Frioryear & | chpomeinfpoclass 12

Currentyear: chpomwintpeclazs. 13

You may hawe done waork that affected previous year's bank, wendor,
lighility or asset balance(s).

ou want to carry over previous year balances to the currentyear
This will nots i .

[ Frint a report listing the changes made; 1

¥ Add new wendors orinventary items if found in prioryear's data 2

o Yes | & Mo | # Preview changes |

“ 4

NOTE: You can also find this same “Carry over balances” screen under the “Utility” feature of
PcMars.

File Edit Options Setup Transactions Reports Inventory CashFlow | Utility Window Help

@|Q|Q| M @|g [ -| l\ma|(| a|v‘a||s‘lp| 1 B Calculator F5 E
_TackNotE; —

@Notepad

E Calendar

Carry over balances
Export Selected tems
Export Totals
B Export to FINPACK

Fix bad data files

Reset don't show messages
Reset Printers

Change vendors in all transactions
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Batch Check Printing

1. Under “Options” in tool bar, click on “Miscellaneous Options”

2. Put a check mark in the “Enable batch printing” box & click “OK”

3. Then, under “Transactions” in the tool bar, click on “Batch Check Printing”

4. The “Batch Check Printing” box will open up. Select the either the “Checks” or “Credit” dial,
depending on whether you are printing bank checks (your bank account) or revolving credit checks
(farm service or credit cards)

5. You can select the specific vendor in the drop down or leave it “All”

6. Enter a check mark by the checks that you want to print

7. Click on “Print”

& Pc Mars - opened to < SAMPLE 2014 (Cash] =
File Edit | Options Setup Transactions Re

q‘% @ E v Show Icon bar

Customize/Reset Icon bar
v Show Hints

Sound Effects 0
Miscellanecus Options

Miscellaneous Options

v Show account numbers onTO reparts
Column listing arder an ¥ T0 summary regort
& Mo,/ %TD /Mo, budget,/ ¥ TD budget
" Mo/ Mo, budoet /Y TO [/ 5TO budoget

v Automatic backup of data to hard disk

[ Default backup is the location last used

v Advanced file management

v Enhanced Open/ view Set of Books

[ Direct control of period

v “Yendor list show matching text option

[ Description list show matching text option
[ Show cleared balance on check & deposit
D ipti memo line

v |

W Show month dialog box BefSre recanciling
¥ Show 15t depositwendor on check register
[~ Show payroll codes in regular check

W Show chart of accounts on report header
Skl L—
W Show 1st creditfdepositvendor on recancile
[ Enable other adwvanced backup methods

¥ Show Setof Books type on Enh. Open/view

« OK | X Cancel |
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#) Batch Check Printing == 5
Setup lm Reports Inventory | Frint |Bank|Date No.  |Amount Yendor Mermo &

103 |6/513 $850.00| Coop
@l E}é@ Checks/expense ﬂ.'
b % Depaosits/income —
B Bank Account Transfers —
Paychecks
@8 Credit transactions
E Journal entries

Special Transactions 4

5
103 | B/513 B $1,300.00| Coop Elewvatar
103 |BEA3 |7 $1.054.00| Theisens
3
9

U B

103 |B/5/13 $7.820.00 Ag Service | _
103 B,-"E,-"13 $2R0,961.36 Bank =
0 $500.00 [Central Foods
103 B,-"E,-"13 1 $8R0.00| Coastto Coast
103 |BEA3 |12 $850.00) Coop

103 |BSBA3 13 $154.00| Theisens i
| G

&8 Browse Transactions 2 selected

(o))
i |

Use recurring transaction

+ Reconcile 4 Jy*) Checks ~| E}ilew [Enty Order ~] Resetl Editl Erintl E Qlosel

Bank 101 Savings Account
Bank 102 Cash

Bank 103 Farmers State Bank. 5
Bank 110 Other Asset

Bank 111 Hedge Account

If you choose not to print the checks at the time you create them, PcMars will save your selection(s)
until you decide to print them. Once the checks that have been “selected” to print have been printed,
the “Print” box will be cleared. This screen will look like this. You can also edit a check through this
screen by highlighting the line and clicking on the “Edit” button at the bottom of the screen.

#1 Batch Check Printing = =
Frint |Bank|Date No. |Amount “endor Mema o
l_ 100 6413 1 $154.00| Theisens
100 6413 §7,820.00 | Ag Service |
100 BM4013 $7.820.00 Ag Service [
100 6413 $7.820.00 Ag Service

| Print Checks =
3 selected ﬁChBCK Sde #L81004 MNelco -
£ oot ] o [Erty Ovcer =] Preset| Ecit | / verticaladjust | D

Horizontal adjust I o

Maove amounttext down ane ling [~ [towork with certain
window envelopes)
Print v-T-0 column on paychecks [

Join fiscal vears far calendar v-T-D [T

Printer HP LaserJet P3010 Series PCLB

B Proview | &y Print FBI B Close | Setup...
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Options

Located on the “tool bar” are additional Options for PcMars. There are three options you can turn on
or off by checking the box—*"“Show Icon bar”, “Show Hints” and “Sound Effects”.

Pc Mars Plus - opened to <

File Edit | Options Setup Transactions Reports
%l@ EV Show Icon bar ﬂ
] Customize/Reset Icon bar
v Show Hints

v Sound Effects

Miscellaneous Options

You also have the option to “Customize the Icon bar”. Any of these “icons” can be dragged to your

icon bar so you have access to those icons you use most frequently. You can also remove icons and
deposit them to this area.

Y'ou can now arrange buttons on the
iconbar as desired (drag with the mouse).
Y'ou may also mowve buttons to / from the
vellow repositony area below.

B close Feset defaults
B = 0RO
1%
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Also listed are “Miscellaneous Options”. Below is a listing of what these options are and our
recommendation for using these options.

Miscellaneous Options

W Show account numbers onyTD reports
Colurnn listing order on %TD surmary repon
® o, /TD/ Mo, budget /5 TD budget
" Mo, /Mo, budget/NTD /5TD budget

W Autoratic backup of data to hard disk

v Detault backup is the location last used

v Achvanced file management

W Enhanced Open {View Set of Books

v Direct control of period

W “endor list show matching text option

v Description list show matching text option

W Show cleared balance on check & deposit

v Default description to memo line

¥ Enable batch printing

W Show month dialog box before reconciling

W Show 1st depositvendor on check register

v Show payroll codes in regular check

W Show chart of accounts on report header

o detmi reportssee Ve 7]

W Show 1st creditidepositwendor on reconcile

W Enable other advanced backup methods:

v Show Set of Books tvpe on Enh. Openfview

« OK | X Cancel |

M

Show Account numbers on YTD reports, RECOMMENDED
If selected, the numerical account numbers will appear as well as the account code
descriptions on the following YTD Reports: YTD Summary Report, Cash Income
Statement, Multiple Enterprise Report, YTD Cash Flow Format Report, Year End Cash
Summary Report, and YTD Compare to Annual Budget.

M

Column listing order on YTD reports, YOUR PREFERENCE
Select the listing order for the four columns of the YTD Summary report between:
Month / Year To Date / Month Budget / YTD Budget and Month / Month Budget / Year
To Date / YTD Budget.

M

Automatic backup to hard disk, RECOMMENDED
This is not a substitute for backing up to an external source—memory stick, flash
drive or cd. Itis rather a simple way to backup your data, in case of a file error.
Remember most people lose their data when their hard drive crashes, and this will not
help in that situation.

M

Default backup is the location last used, RECOMMENDED
When this is checked, the default backup location will be the last backup location used
for this set of books. If a "last™ backup location for this set of books is not found, then
the default backup location is the last backup location used for any set of books. If this
box is not checked, the default backup location is drive A.

M

Advanced file management, YOUR PREFERENCE
This will allow you to directly control path names, drives and sub-directories where
data is located.
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» Enhanced Open/View Set of Books, RECOMMENDED

1. This new screen lists details about each set of books, such as; Year, Business Name,
Version, Ifitis Cash or Accrual, if it is a Plus set of books, if Advanced Payroll is
turned on for that set of books, and the Last Date it was Modified.

2. An additional option under “Year” is to show All the years for each set of books, or
you can select a specific year. (for a more detailed explanation, see the 2.4 Features
Booklet at www.pcmars.com

To Enable This Option:

1. Click on “options” in the tool bar

2 . Click on “Miscellaneous Options”

3. Check the “Enhanced Open/View Set of Books” box
5. Click on “OK”

« When searching for a set of books in a different directory: You enable both the
“advanced file management” & the “enhanced Open/View Set of Books” under Miscellaneous
Options. Then “click” on “Directory” and browse for the directory that you want, click on the
new directory & then click “ok”. This will open up the “new” directory and you can choose the
set of books that you want to open.

» Direct control of period, NOT RECOMMENDED

M

M

M

M

Because users have different closing bank statement dates and outstanding
checks/deposits each month, PcMars uses the accounting period (period) to track
cleared transactions. You can either choose to control the period yourself or let PcMars
assign the accounting periods for you based on the transaction date.

This option lets you specify what accounting period (bank statement) your entries
cleared your bank when you enter them. Because of normal outstanding
checks/deposits, | would ONLY suggest using direct control of period if you enter
ALL transactions from your bank statement.

Vendor list show matching text option, YOUR PREFERENCE

When enabled, PcMars will attempt to fill in your vender after you have typed one or
two characters.

Description list show matching text option, YOUR PREFERENCE
When enabled, PcMars will attempt to fill in your description after you have typed one
or two characters.

Show cleared balance on checks and deposits, NOT RECOMMENDED
When checked, the bank account balance that is shown on the check and deposit entry
Window will be the CLEARED bank balance (those transactions that have cleared the
bank. When this is unchecked, the regular bank balance (all transactions) will be shown

Default description to memo line, YOUR PREFERENCE
If this is checked, PcMars will print your description on the memo line when printing
checks.
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» Enable batch printing, (For use with “batch” check printing only)
If this box is marked, a question appears on each check or revolving credit transaction
screen as to whether you want this check marked to batch later. If you have it unmarked,
then you won’t see this question icon all the time. If you don’t print your checks or you
always print them at the time of data entry, then this will simplify your life.

» Show month dialog box before reconciling, RECOMMENDED
If this box is marked and you do not use direct control of period, then a special dialog box
appears just before you get to the “reconcile” screen. This helps you to be sure that you are
reconciling the right month. If it is not marked, you go directly to the reconcile screen, but
pay attention to the month (bank statement period).

» Show 1% deposit vendor on check register, YOUR PREFERENCE
Instead of showing the bank account on the deposits when doing the check register, this
tells PC Mars to print the first vendor of entry items. If the deposit has only one, then it
shows that one. If there are checks from more than one business, then it will print an
asterisk (*) after the vendor name to tell you that there ARE others. In many cases, this will
help you identify just what the deposit is all about.

Y
gi

TIP: You can always choose “detail” when printing your bank statement if you want to see all
deposit vendors.

~

> Show payroll codes in regular checks, NOT RECOMMENDED

PcMars suppresses the use of Payroll (gross or net pay) account codes in the pick list if you
are doing a regular (non-payroll) check. If you need to show other line-items that add to net
or gross payroll that are not actually paychecks, then you can mark this spot to enable you
to do it.

» Show chart of accounts on report header, RECOMMENDED
This shows which type of account codes you have selected to use for your accounting and
will be printed at the top of your PcMars reports.

~

» Credit description line on detail reports, YOUR PREFERENCE

This gives the user some flexible options for display of the credit description in detail
reports. This is regarding the display of the top level description that is normally the credit
"Memo" item. You have the options of displaying the first line item description (lower part
of the credit screen), the top level vendor (the "Pay to"), or the default Memao.

» Show 1% credit/deposit vendor on reconcile, RECOMMENDED
When this option is checked, the reconcile screen will show the 1st vendor in the
transaction, which will make reconciling easier.

» Enable other advanced backup methods, NOT RECOMMENDED
This will allow you to back up to other methods for advanced users. We recommend
backing up using the Zip File back up to a flash stick/memory stick.

» Show Set of Books type on Enh. Open/View, YOUR PREFERENCE
This will allow you to see the type of book that was selected when created.
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Backing Up Your Data

Whenever you finish a PcMars session and choose to “Exit PcMars”, the program asks if you want to
back up your data. We always strongly recommend you back up your data. Once you answer “yes”,
this screen will pop up.

HALEY
KENT
SAMPLE

S

TLE

TLE

2014
2014
20ms

Sample Farms

20ms
2014

haley
Kent
Sample Farms

tle
tle

2.4.0.0
2.40.0
2.40.0

12/2314
12/2114
1/915

12/2914
121814

ke Backup Set(s) of Books (zm]
Set of . A Modified [Cash Adhv. |Sh. B
Books Year|Business Name Yersion Date iAcer Flus PR lam ‘Type
AAPAYROL 2015 | aapayral 2400 148115 Cash Yes I Segect;he SethorlsitS_EfBofD#Syoudwish
. to backup on the left side of this window.
B Ene ||S =00 L2214 Cesli I3 Use Ctrl-Click to select multiple Sets of
FARMEBOOK 2014 |Tam Johnsan 2.4.00 1244414 Cash IL

Cash
Cash

hooks or Shit-Click to select arange.

Gelect &l | Deselectal| vear [ALL =) Sornby |Books  =|  Refiesh

B Zip backup _'

All you have to do is highlight which set of books you want to have backed up (usually the one you
were recently working in will already be highlighted) and make sure that you are backing up to the
right drive. Below is an explanation for each back up option. Our recommended option is to use the
“Compressed (Zip) file” and backup to a “Memory Stick/Flash Drive”. You need to highlight the
book(s) you would like to back up, then click on the “Zip Backup’ button. You can also select all
the books with the “Select All” button. Then proceed to hit “Zip Backup” .

Compressed (Zip) File: This option is the recommended option for safely backing up your data, and
we suggest using a “Memory Stick/Flash Drive”. This option allows you to “compress” your set of
books and email them to your consultant/fieldman. This eliminates the problems with disks, drives and
CD’s not being compatible from one computer to the other. Your consultant/fieldman can then restore
them to his computer, make changes/edit and then email those books back to you within minutes. This
is the recommended backup! If you need other backup options, you will need to enable “other
advanced backup methods” under Options =Miscellaneous Options.

Backup for the consultant: This will allow you to make a backup copy that your consultant could
access without restoring the data on his computer. This will also allow you to store more than one set
of books on larger media storage such as Zip’s or CD’s, because it saves the data under the exact same
path as on your hard drive. The disadvantage to using this method is you need to understand data paths
in order to restore your data.

Other backup location: This has the same advantage as “Backup for consultant” except you must
choose or create your own path and directory. This option allows the most flexibility to save your
data. However, it also requires the most computer skills! ONLY USE THIS METHOD IF YOU
ARE COMPLETELY COMFORTABLE WITH THE STRUCTURE OF DIRECTORIES.

Drive A (A:\): This method will save your data to the floppy A:\ drive. Most new computers do not

have a floppy drive “A”. IF you do have a floppy drive, make sure you only use these disks for
PcMars backup. Do not save any other data on these disks.
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Backing up your data under File =Backup Set of Books:

1) You can either select all the books by using “Select All””, or manually highlight the sets of
books that you want to back up. To select consecutive sets books from the listing, click on the
1% set of books, hold down the shift key and click on the last set of books that you want to
backup. To select books not located next to each other in the drop down (see above example),
hold down the control key and left click the books you want.

2) Then click on “Zip Backup”.

3) The “Browse Directory” will open up. Choose your back up location (we recommend a Flash
Drive Directory).

ke Backup Set(s) of Books (3]
gg;i’s Year |Business Mame Yersion ggt[:fmd ;i\acscrl Flus ’;E'j:\; ig Type i
_|AaPAYROL 2015 |aapayrol 2400 1/9/15 Cash Yes I Selectthe Set or Sets of Books you wish
2400 |gid e | (| Biecanente tumeatbieidor )
_|FARMBOOK 2014 |Tom Johnson 2400 124114 |Cash IL e ey —
_|HALEY 2014 |haley 2.4.0.0 12/23/14 Cash
_|KENT 2014 |Kent 2.4.00 120214 Cash =
_|SAMPLE 2015 |Sample Farms 2.4.00 @
Ei." P EiiirrlplEe Farms Cas /
_|TLE 2015 |tle 2.4.00 12/28/14  |Cash
TLE 2014 |tle 2.4.0.0 12{18/14 Cash i

Select all | Deselect all | ~ear |ALL j SDnby|BDDkS j Refrezh B Zip bhackup

Browse for directory @

Select backup location and dick OK to start the backup

Bl Desktop -
> 7 Libraries
> A IFBA WINT-64
|8 Computer
- &, 05 (C)
> < DVD Drive (D)
» i DVD RW Drive (E:)

> T-appiTats
> | cons presentation
. kent14

m

. pemwinf - test
. SAMPLE14
. SAMPLE14b
. SanDiskSecureAccess
TEST
>G'i.4 MNetwark
. 24 booklets -

You need to select the Drive letter assigned to that flash stick. In this example, it is in Drive (H). Click
on the drive letter assigned to your flash stick and hit OK at the bottom.
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Restoring Your Data

If your books are ever corrupted on your hard drive or your hard drive crashes, you will need to use the
“Restore” command to take the back up files and transfer them to the hard drive.

To Restore a Single Set of Books

To do this, select File=Restore set of Books from Backup—=Restore data from zip file, then “Select
file name & location”. Then choose the drive where your flash drive/memory stick is located. The
“Will be Restored To” on the right-hand side will automatically fill it in correctly.

Once you are sure this is what you want to restore, click the OK button and restoration of your data
will begin. Remember—if you have replaced a hard drive, you must set up the new data path exactly
as the path was stored on the backup disk.

Restore et of Books from Backup 3
Restore From YWill be Restored To

+ Restore data from zip file

| = Select zip file name & location 2= Chanage restare to location
File: Location:
Hisamplel2.zip |C:\PcmWinF—Tesf\SAMPLE.1 2

" Restore from other backup methods

TestBackup

Set of Books to Restore: SAMPLE 2012
Disk MNumber 1 Backup Date: 3712/2014
Festore data location matches original data location.

W 0K
0% X Cancel

Test Backup Option

The Test Backup Option will reinstall your backup data so you can verify the data is saved. The
program will automatically create a new set of books with a default name of “Test Back” and copy
your backup data into this directory. You will then need to open the “Test Back” books to verify your
backup data is correct. Regardless of which backup method you choose, the default directory will be
“Test Back”. This option again checks “errors” in backing up to a disc or CD in order to be sure you
have a “good” backup of your data.

To Restore Multiple Set of Books
To do this, select File=>Restore multiple sets of books (PcMars Zip files), then

Select “From Directory”

Choose the drive where your flash drive/memory stick is located

Click “OK”

Hold down the CTRL key to highlight the books you want to restore OR click on “Select All”
Click on “Restore” to restore all the books into your PcMars.

SAEIE R
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g Restore Multiple Books - Pc Mars Zip files only ( From directory = Fi ) | = | = = |
Set of . - Cash Adv. [Modified &
Books Year [Business Name Version e Flus PR |Date Restore to Directory =
ACCRUAL 2014 accrual 2.34.0 Accr |[No  |Yes 210414 CAPcrmWinPACCRLUAL TS
BEBEE 2014 bbhbb 2340 Cash|MNo |Mo  |2/6/14 CAPcminF\BEBEE .14
BEBBKENY | 2013 |bkhbkeny 2340 Cr— - = = e |
BOOKTEST  2013|DeerfieldFarm LTD 2340 nEiuige forgirectony, == |
ILTEST EN 3 LTEST E3AN g Select source (from) directory for Pc Mars backup zip files.
ILTEST 2014|ILTEST 2340 g
KENTACCR | 2014 kentaccr 2340 A
KENTYRELL 2013 vRLL 2340 d B Desktop i
MNTEST 2014|MNTEST 2340 [0 I 4 Libraries
MYTEST 2014 My Test 2340 g & IFBA WINT-64 B
MNEWSET 204 NEWSET 2340 g 4 M Computer
NEWSTIPS | 2013 newstips 2340 g &, 05 ()
PAYTEST 2013|PAYTEST 2340 g > &3 DVD Drive (D)
PAYTEST 2014|PAYTEST 2340 g > 2 DVD RW Drive (E:) L
FCCLAZS 2013 FcClass 2340 g b/ Removable Disk (F) 1
- 2
SAMPLE 2012| Sample Farms 2340 g o Removable Disk (G
SAMPLE 2013| Sample Farms 2350 g € Network
TEST 23 TEST 2340 g b1 Kent
TEST ZUIET IS B34 g . Kent Vickre Did, Outlook
TESTUR, 2013 TESTUP 2340 g )
1. Outlock - Moving - A%
(= From Ditectory | To Directary Ebl ﬁ Cloge | [£] Restare I [i Tenann i EI
F—
Make New Folder | e[ ok || canca |
s ™
@; Restore Multiple Books - Pc Mars Zip files only { From directory = F: ) E@g

2013

Deerfiel

Festore to Directory

i

2013

ILTEST

AYTE! 0714 [k ! cmiWinPMYTEST. 14
NEWSET 2014|MEWSET 23Y0 Cash/Mo |MNo  [2/7/14 CAPcmiinFYNEWSET 14
NEWSTIPS | 2013 |newstips 23 4\ Cash|No |No  [12/30/13  |CAPcmWinPNEWSTIPS.13
PAYTEST 2013 PAYTEST 234 A Cash|Yes |Yes [12/30/13  |CAPcmWinPPAYTEST.3
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Internet Accessibility

PcMars has a “Globe” icon on the tool bar which will allow you to easily access the Internet to check
for any free “patches” that have been posted.

vilv Blglelele Blel:|ef &
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Clicking on the “Globe” will bring up the following screen:

Web updates & info

To download the latest Pc Mars update (patch), as well as Pc Mars
Newsletters and Tips, click on the internet web address below :

hitp: .pCMAars.com

SoftShell's web site is listed below. Information about SoftShell products are
listed, and you can download the latest Pc Mars patch there as well.

http://www heartofiowa.net/~dsheller

MNote: You must hawve access to the internet.

When you download, click on "Save” and save the patch (setup) file to your
desktop. Exit Pc Mars and then double-click on the setup file to install.

“'our current prograrm version is: Yersion 2.4.0.0

This screen will tell you the exact version number of your PcMars and show two hyperlinks to access
the Internet to the PcMars web site and also the web site for SoftShell Computer Service. You can also
access this screen by clicking on “Help” above the icon bar.

Setup  Transactions Reports  Inventory  Cash Flow  Uiity  Window | Help
B B B ol v| B0l @Y 60 W@ B[] 2] 7 e i
@ Table of ContentsjIndex
__y & wieb updates &info

é About Pc Mars,,

PcMars Warning

If a set of books is restored to your computer and opened using a PcMars program that is “Older” than
the PcMars program used to backup the books, the following warning and screen will appear.

-

Pc Mars

Opening thiz zet of books will corvert the data format to 2.4.000, Onee this st of
? boakz is converted, it cannot be opened with prior [alder] versionz of Po Mars.
“-.1/ Do you want to continue 7

o Tes |

? Help [ Dan't shaw thiz meszage nest tine

NOTE: If you have PcMars loaded on several computers, be sure all your PcMars versions are
the same!
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Conclusion

We hope that this booklet was informative enough for you to gain some new insights on how to do
some of the more difficult entries. Keep in mind that when it comes to Windows programs, there is
always more than one way to get the job done. We have tried to help standardize some of these
techniques to make it easier for everyone. Please don’t hesitate to take advantage of our technical
support areas if you find that you need extra help. Here are the technical support areas available.

Software Support

lowa Farm Business Accounting, Inc. will offer support to users who are utilizing the most current
version of PcMars. There are three options where you can receive support information:

1. Internet Support — is available at iowafarmbusiness.org or pcmars.com.
2. E-mail Support — is available at info@iowafarmbusiness.org.
3. Phone Support — is available at 515-233-5802 (IFBA state office).

The e-mail or phone support will connect you with the lowa Farm Business Association state office.
This will guarantee you an answer to your questions from an employee that has experience with the
program.

Our PcMars Support Policy can be viewed at
http://www.iowafarmbusiness.org/PcMars/PcMars%20Support%20Policy.pdf
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Closing Tips:

Right Mouse Click If you “right” mouse click on a screen, it will bring up many short cut keys plus several
other options to choose from depending on which screen you are in at the time. TRY
IT!

“X” key To clear check/deposit and move to next line or hold down the “X” key to clear ALL
checks/deposits on the reconcile screen

Ctrl “A” To fill in “amount” box for check/deposit on the data entry screen OR click on “Amount Left”
to fill out balance of check/deposit.

“F5” key To bring up the calculator. When you click the green l-£..
automatically paste your results to a numeric field.

on the calculator, it will

“F1” key When you have any PcMars screen open, it will bring up information about the screen you are
in. This information is also found by clicking on the word “Help” above your icons or if you

click on the L2 button on your icon bar. (This currently does not work in Vista)

ALSO — Use the “Tack Note” '#' or the “Notepad” ﬂ to remind you of questions you might have
regarding certain transactions or any other additional detailed information you want to
keep about your farming records.
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	To do this, select File(Restore multiple sets of books (PcMars Zip files), then



