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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 “3.0 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:

Set of Year [Business Name Version Modified |Cash |Pc Plus 4 ~| New year set of books

Books Date fAcer |Mars 3 Mame Year
_|ADAMS 2018|Adams Farm 3000 11/2019  |Cash | C ALFRED 2020
_|ADAMS 2017|Adams Farm 3000 11/20/19  |Cash | C
_|ADAMS 2016|Adams Farm 3000 11/20/19  |Cash c CASH Price

ADAMS 2015|Adams Farm 3000 11/20/19  |Cash Set of Books $75.00
EEEE!_--I — Enhancements —
_|ALFRED 2018 |Alfred Farms 3.0.00 11/20019  |Cash | C I~ PcMars Plus $50.00
_|ALFRED 2017 |Alfred Farms 3000 1120019 Cash| C I~ Advanced Payroll  $30.00
_|ALFRED 2016/ Alfred Farms 3000 11/2019  |Cash | C I~ Accounts Payable ~ $40.00
_|ALFRED 2015/ Alfred Farms 3000 11/20019 |Cash | C [ Accts Receivable  $40.00
_|ALFRED 2014|Alfred Farms 3000 11/20/19  |Cash | C Total $75.00
_ALFRED 2013 Alfred Farms 3000 11/20/19 Cash| C r Treatsealed grain as
_|ALFRED 2012|Alfred Farms 30.0.0 11/20/19 |Cash| C {"Income & Loan
_ALFRED 2011 |Alfred Farms 3000 11/20/19 Cash C By default, the prior year's selected
_|HILLTOP 2019/HILL TOP ACRES 3000 11/20/19 |Cash| C enhancments will be carried over to the new
|HiLLTOP 2018 HILL TOP ACRES 3000 112019 [Cash| C SR E‘S’;"O“”E'fuft's-
_|HILLTOP 2017|HILL TOP ACRES 3000 11/20/19 |Cash| C ;m are fiee to Sglectgnynew enhancements
< ¥ | that were not enabled previously.
Year |[ALL v Sorby Books | [Refresh Ep Carry Over| | 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.
This cannot be changed. By default, the prior year’s selected enhancements will be carried over to the
new year. You should NOT de-select them unless you have a compelling reason to do so. You are free
to select any new enhancements that were not enabled in the previous year’s set of books. 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 E\@
Bank Account Fammers State Bank Balance $9.652.27 " Save F10
Check MNumber I+ Cleared i 27 X Cancel
z “ Date Total Amount =% Add
ay to the . x + 5 new
Ordersf | Larkin. Jerry vl 1#ne o f $1.22200| aE

| [BPaycheck

Jerome |. Larkin IF Next

Address |Box200
Melvin. 1A 50030 o Add Tack note here eg Alt+T
Multiple loan vendors s
Memo | v| A= Multiple asset vendors
: — o Save F10
|Code |Entpr|se| Amount Description | PC X Cancel Al T
ﬂd’ﬂ HOG 51,222 00| Feeders purchazed oP
E Close Esc
7% Add new transaction Alt+4
IZ  Mext transaction Alt+M
<0 Prior transaction Alt+P
Amount Left $0.00 ) .
% Find transaction Ctrl+F
Find next
Delete transaction Ctrl+D
“ed  Browse transactions
View transaction (as report) Alt+V

Add note e >

X Cance

To drag the Note Icon to the check, just click on the Note icon on the icon bar, 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 - apened to < TESTBACK 2013 (Cash) > =|B]| &

File Options  Setup Transactions Reports Inventory CashFlow Utility Window Help o
o] v wie|m|ew| wolv| &8|E E e | Blalz|e| &
ﬁ: Checks/expense |EHE”E|
Bank Account |100 «| Business Account Balance 50,0§0.00 " Sawve F10
Cheok MNurmber |1 Mot cleared M
P Date Taotal Amount = =
ay o the euse
Ogerof | | SR |
[ Paychec Becurring
Address
[~ Batch Print y
Meme <] *Adding 2 Seupem

&y Print F9

Amount Left $0.00 Insertrow

‘Code ‘Entpr\se‘ Amournt Diescription ‘ Units | Weight ‘
[

g fom |

To view “Notes”

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

2. A box will open up 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. 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 Setup Transactions Reports Inventery CashFlow Utility Window Help o
o] v mlem | wfv| 8] e e e e ¥ B|a|m 2o

TackNotes e [=][=3 ] =]
Created  2/14/143:17 Fid
Thig is a reminder to pay Hometawn B Modified

Notes

| »

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

m

| O i

Editnote | +% Delete note Goto note | Erint | 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”, 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 three “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).

Vendor List

Central Foods
Coast To Coast

Caormbine Loan

Coop Elewator
Fareway

Farm Credit Sers
Federal Land Bnk
Feed Supply Co
GTE

Hog Bldg Loan
Hog Markets Co.
lowa Dept Few.
lowa Light Co
Larkin, Jerny
Machine shed Ln
Morman Butters
O'Reilly

O'Reilly Auto

Op MNote #2392
Op MNote #7629
Oixfard Church
Phillips Irnpl.
Sakd 5 Club
TCh Schools
Theizen's

*L
*L

“L

*L

“L
“L

Cluick find

Ag Service ~
Bawin, Glen

Casey's

CASEYS

CCC#1008 *z
CCC#1857 *z
CCC#20M *z

W

[ [ © uxl
Tope o o] £ E e ’
i Loan to employee [Asset]
Name IW LQM
Long Marme |JDhn Deere Finance Plan
Address 1 |1BDDD East Arkansas Avenue
Address? |3t Louis, MO 40404
Acldress 3 |
Taxpayer [D# ’7
Phane (-
Emailaddress| ﬂ
H?Et”(i%de 287 =| lse as default code
S - Flag for 1099 T~
Bgfsaglr!;:ltion | j
r\Ddgfr%Léltﬁeld | j
Term Intermediate
11116 begin $52.000.00 (Enter this at the

wear halance start of the year]

—

v  [Enabled for use in credit ransactions)

Interest rate
Creditor
1/1/16 hegin

clear bala?nce $62.000.00

Liahility Acct Code must be entered so that loans
can be imported into lishility inventary.

Overide Beginning Balance(z] [

Aliases for Bank/Loan importing

—— v

Delete | Addnew ;’| W Save F‘ID| x Qancel| E Close| Save&CIDse| |

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.

\‘Q -
@

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. There is also a Quick Find box at the top of the vendor list to help find vendors

Quick find <] Borowed [Liability)
,) Type  [losn ] e (e
A DETTEE— ~ £ Loan to employee [Asset]
Bawin. Glen Name Combine Loan Lé" Add
Casey's
CASEYS Long Mame |Jnhn Deere Finance Plan
CCC #1008 “c Address 1 |T 8000 East Arkansas Avenue
CCC #1857 *C
g 6 Address2 |5t Louis, MO 40404
Central Foods Address 3 |
Coast To Coast Tanmyer ID# ’7
Caornhine Loan * )
Coop Elevatar Phaone () -
Fareway Save F1o
Farm Credit Serv *L Cancel AltsC
Federal Land Bk L
Close
Feed Supply Co
GTE Add new vendor Alt+A
Hog Eldg Loan *L Delete vendor Alt+D
Hog Markets Co First vendor
lowa Dept Few. Last vendor
lowa Light Co Print vendoj
Larkin, Jerny
Maching shed Ln y Show anly regular vendars
Morman Butters Show only loan vendors
O'Reilly Show only CCC vendors
O'Reilly Auta Show ALL vendors
Op hote #2392 L g
Op hote #7624 *L
Ondord Church Cut text Ctrl+X
Phillips Irmpl. Copy text Ctrl+C
Sakd S Club Paste text Ctrl+V
TCM Schools Delete text Shift+Del
Theisen's
v Set default size
Delets | Addnew | Help F
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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][& |msa
Ciuick find Type coe - d
Ag Service ~
Bawin, Glen CCCLaan Na. [1008 I Acd
Caszey's
CASEYS Lang Mame |CDmm0dity Credit Carp.
CCC#1008 C Address 1 |1 290 University Ave.
CCC #1857 5 -
e - Address?  |Des Maines, LAG0310
Central Foods Address 3 |
Coast To Coast
T D¢ |92-9036271
Combine Loan “L e
Coop Elevator Fhone (515)900-7823
Fareway Email address |comm0ditycredit.corp.net ﬂ
Farm Credit Sers *L
*Inventao
Federal Land Bnk > Acct Code 221~
Feed Supply Co Crop Sealed
s PR Enterpria). |ORN ~ Flag for 1093 [~
" Default
Hog Bldg Loan L Diescription | j
Hiog harkets Co. Default | j
lowa Dept Rey. tMemo field
lowa Light Co
Lk, ierry Treated as Loan Change
i ] 1116 begin [Enter this at the
Ir\:achlne;hed L L year bala%ce $0.00 start of the year)
arman Butters

O'Reilly Interest rate 8% |
O'Reilly Auto *Liahility Acct Code must be entered so that loans
Op Note #2392 “L can be imparted inta lishility inventary.
Op MNote #7629 L Aliases for Bank/Loan imparting
Oxford Church o

v =]

Delete | Add new :’|  Save F1D| b4 Qancel| B Close| Save & Cluse| |

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)

9



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.

#1 Checks/expense =N =R
Bank Account Fammers State Bank Balance $62,718.75 " Save F10
Check Mumber [~ |Glearad X Cancel

“ 7 Date Total Amount =3 add
ay to the i new
Orgerof |Norman Butters v| |U30ﬂg v‘ | 3300.00 | ¥ i
Morman Butters L EaVEEeh = MNext
Address | 11217 310th Street
Roland. I1A 50236 <0 Pror
g 7] * Ediing <
|C0de|Entpr|se| Amount Description | PC | Units | Weight | ~| | & Print F9
ﬂx‘\lDE GEN $300.00) Machine hire oF 0 0
Blank row
Insert row
Amount Lef 5000 B Close

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.

= Checks/expense EI@
Bank Account Farmers State Bank Balance $62.718.75 o Save F10
Check Number v\ Gleared 2 X Cancel
¢ % Date Total Amount =% Add
ay to the = x + i new
Order of | Phillips Impl. N EE $325.00 | +f
Phillips Impl. B Pryciize I= Next
Address |1800 EastHwy 100
Story City, A 50248 <n  Prior
Memo | v| ** Editing Q{ Setup item
|Code|Entprise| Amount Description | PC | Units | Weight | ~| | & Print F9
B401 GEN $225.00 | Repair JD 4650 oP
402 |GEN $100.00| Torg Guard Gil oP 0 0 Blank row
Insert row
W
Amount Left $000 B Close

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.

10



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.

5 Deposits/income E@
Bank Account [100 +| Farmers State Bank Balance %62 718.75 o Save F10
X Cancel
Deposit Mumber [ Cleared
=i Reuse

Date 12§31119 ~| Total Amount $450.00 | +§ Recurring

Memo | | * Adding & <1 Prior
| Vendar |Code |Entprise|D| Amount | Description | PC | Units | Weight |" Setup item
Hog Markets Co. 321 HOG £500.00| Sold Hogs QF % Print F9

#|Hog Markets Co. %4 |HOG |D $50.00|Cash op o ol
Blank row
Insert row
v i Close

Amount Left $0.00

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.

11



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)

By ion ==
|Balance 36316875 ' Save F10

[ \Gleared) Add Tack note here Alt+T

Multiple loan vendors

Bank Account

ais

B TR B

) | o Save F10

1 x Cancel Alt+C

I Close Esc

<M Prior transaction Alt+P

S Findtransaction Coier

Find next F3
I Delete transaction Ctrl+D

&8  Browse transactions
View transaction (as report) Alt+V
Setup item Alt+5
Amount Left $0.00 & Print check F9

L 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).

Bank Account Farmers State Bank |Ba|ance $63.168.75 " Save F10

X Cancel

= Reuse

Prior

g

i H

Setup item

&b Print F9

Blank row

B Close

Amount Left $0.00

12



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.

5 Bank Account Transliers EI@
I
" Save F10
Bank Account Transfer
K Cancel
From Bank Farmers State Bank Balance $63.168.75
ToBank Money Markst Balance  $24.000.00 | w2 Reuse

Mumber
Date Amowt [ ] @ Pror

Memo |BankAccoumTransfer v| ** Adding @

Setup itemn

B Close

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.

# Checks/expense EI@
Bank Account Fammers State Bank Balance $63.168.75 " Save F10
Check Number (00019 I |Cleared X Cancel

. m Date Total Amount = R
ay to the - euse
Orderof | Money Market | 129 | ss.00000] o =
ecurring
Money Market | IS=¥EREER
Address
<0  Pnor
Memo | -] **Adding &% Setup item
‘Ccde|Em.prise| Amount Description | [FE | Units | Weight | ~ | | &k Print F9
=110 [GEN $5,000.00| Transfer or |8
Blank row
Insert row
Amount Left $0.00 B Close
o, Deposits/income EI@
Bank Account Meoney Market Balance $24.000.00 " SaveF10
X Cancel
Deposit Number I~ Cleared
=) Reuse
Date  |12/31/19 | Total Amount $5.000.00 | | =¥ Recurring
= | "| M‘Ad(}"ﬁg w <m  Prior
‘ Vendor |C0de ‘EntprlselDl Amount | Description | PC ‘ Units | Welght| @D Setup item
ﬂFarmers State Ba 100 CRN $5,000.00 | Transfer oP é Print F9
Blank row
Insert row
B Close
w
Amount Left $0.00

NOTE: My preference is to use the “Bank Transfer” screen.
13



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 Business Information E| é LiEEAUIL ZOSTEINS Lz_) @
E[f Account Codes F Transaction Type & ck " Deposit ¢ Credit
E R Marme of recuring Recur Recur + |Bank | vendor Amaunt Memo -
lE Enterprise Codes transachion Type Day(s]
"" WVendor List
Payroll L4
ID Description List
IE Profit Centers i
Code Groups [ 3
Special Transactions 1 -
Recurring Transactions _Mdd 3)._‘ 4 QIL Clese
ﬁ] Recurring Checks EI@ ]‘_[4 )
Bank Account (100 +| Business Accoun  SaveFl0 |K7)
Rggm Recurring check name M
Check Recurring period
Pany to the
Order of |
Address ‘
Memo | ~| ™ Adding @ Setup item
Code |Entprise| Amount Description | PC | Units |~
id -
i Insert row
< r
Amnount Left $0.00 B Ciose

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

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

im

|£

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 the 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.

15



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.

Bl Credit transaction El@
Creditor |Combine Loan v| Balance 93.100.00 " Save F10
Liability code ® Expense () Income X Cancel
Credit - MNumber -2 [ Cleared
{Expense) D- Total A = Reuse
p ate otal Amount .
a ;
Order of | V| |12~'r31”9 V| | E=3 Recurring
[~ Paycheck
Address <n  Prior
) Setup itemn
Memo | | ** Adding @
|Code |Entprise| Amount Description | PC | Units | Weight |'\ & Print F9
= - |GEN oP
Blank row
Insert row
W
Amount Left $0.00 B _Close

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@
Creditor Balance  93.100.00 « Save F10
Liability code () Expense (® Income X Cancel
Credit Gl
(Income) Number I~ Cleared =} Reuse
Recurring
Date  [12/31/19 ~| Total Amount I:I o
<0 Prior
Memo | ] = Adding &
Setup item
| Vendor |Code |Entprise| Amount | Description | PC | Units Weight | 2
»
U & Print F9
Blank row
Insert row
Amount Left $0.00 B Close

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.

2 == =]
Bank Account Farmers State Bank Balance $63,143.40 & Save F10
Check MNumber (00020 I~ |Cleared X Cancel

Date Total Amount = R
Orderof | WalMart N B & —
ecurring
WalMart ‘ [ Paycheck
Ad 1934 Duff Ave
i Reuse Previous Expense *
|Bank|No. |Date Vendor |C0de|Ent |Descripﬂon Amount A
Men)m 00019 |12/31/19 |\ WalMart 100 |GEN |Crop Inputs (525.35)
100 00019 (12431719 |WalMart 40 GEN $25.35
|Cm
4
v
viewty D3] G e f P ) D X Cance

When you check the “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”.

# (2= =]
Bank Account Farm Account Balance $12.70553 ' Save F10
Check Number {5351 [~ |Cleared X Cancel
b " Date Total Amount prrr
Orderof  Menards | [snzz20 v i+ —
ecurring
Capital One Commercial L IBSteneck
Address  |P.0.Box5219
Carol Stream,I1.60197-5219 <0 Prior
= .
M Reuse Previous Expense *
— |Bank|No. |Date Vendor |Code |Ent |Description Amount o)
|c p[100 [5104 [5/11419  |Menards 100 |GEM (§3,136.78)
E_' 100 (5104 |5/11/19 Menards 922 |GEN |Personal $1.350.99
120100 |5104 |5/11/19 Menards 433 |GEN |Lumber For Shed Door $1.745.79
When you click on this box, transactions in
the previous year will show up for you to
"reuse” | |
v
View by |Date v m?:ﬁr 3 sereavrious X Cancel

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.

24 Checks/oxpense fo) e =]
Bank Account Farmers State Bank Balance $63.143.40 & Save F10
Check MNumber [ |Glezred X Cancel

= " Date Total Amount = R
ay to the o euse
Orderof | TransfertoHedg | [12/3119 +||  $500000) 2& —
acurring
Transferto Hedg [ Paycheck
Address
<0 Pror
Memo | v‘ ** Adding @ Setup item
|Code|Entprise| Amount Description | LE | Lnits | Weight ~ | | & Print F9
ﬂ1‘|1 GEN £5,000.00 | Transfer to Hedge Acct QP
Blank row
Insert row
W
Amount 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 E'@
Bank Account Hedge Account Balance $55.000.00 " Save F10
X Cancel
DEPOSH Number [ Cleared
= Reuse
Date 12/31/19 | Total Amount $500.00 | |+ Recurting
g | | = Adding & @ Prior
| Vendor |Code |Entprise|D| Amount | Description | PC | Units | Weight | » Setup item
ﬂCoop Hevator 359 GEN $500.00 | Hedge profit QP @ Print F9
Blank row
Insert row
v 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:

g Deposits/income EI@
Bank Account [100 - | Farmers Siate Bank Balance $58.143.40 o Save F10
X Cancel
Deposit Number |2026 [ Cleared
= Reuse

Date 12/31/19 | Total Amount $500.00 | & Recurring

Memao | v| i Addlng w <3 Prior
| Vendor |Code |Entprise|D| Amount | Description | PC | Units | Weight | » Setup item

*|USDA 355 CRN $500.00| Com LLP QP 100
Kl S & Print F9
Blank row
Insert row
" E Close

Amount Left $0.00

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 Booklet.

l Payroll General Information EI@

Simplfied payroll method v

Payroll year 2020

Socia Secuityrate * | 0.082] fee [ se0.400.00

Medicare rate * This is the employer rate.
Combined FICA rate 0.0765

Normal pay period

Employer Fed Id # (Enter this in Business Info)
Employer State 1d #

State of employment
Employer name |TESt

John C. Sample
Address 11921 130th Street
Story Cy, 1A 50248|

FUTA upper imit 2020 SUTA upper i 16500
FUTA contribution rate 2020 0.006 | SUTA contribution rate E
SUTA surcharge rate 0.0005

Lock paycheck descriptions (cant change) W

Extra pay wording Extra pay unit name

Informational Statement, General Payroll Mote

'\ Employer Data_fLabor Withholding Data /Labor DepositData [
¢ OK X Cancel

An Informational Statement option has been added in PcMars to abide by the Minnesota Wage Theft
Bill, which requires that employers include additional information in the earning statements provided
to employees at the end of each pay period.

In the box above that says “Informational Statement, General Payroll note”, you can add notes to the
paystubs if there is additional information needed on that Informational Statement.

You can find this Informational Statement when printing paychecks. You can choose to Print Check
and/or choose to Print Informational Statement.

2 Print Check "

" Print Check
& Print Informational Statement il i

#L81004 MNelco w

"
u
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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 are not certain
exactly which transaction you want. Below is an example of how the browse works.

I:-IIEIIISSI]

Tt
T|Bank| No_ |C| P | Date Vendor Description  |Code|Ent| Amount | p|Browse Select x
D10 |2 0 12/31/19 |Famers State Ba 100 |GEN|  $10000(0R Type
D100 |2 0 [12/3113 |TCM Schools 301 |CAN|  $100.00|0R
D (100 |3 0 |12/31/19 |Famers State Ba 100 |GEN| $500000 0f Bank [ Advanced | ?
D100 |3 0 [12/31/13 |Combine Loan 257 |GEN| $5.000.00|0F
D10 |4 0 |12/31/19 | Famers State Ba 100 GEN|  s45000/08 NUMDEr I:I [ Advanced | 2
D|100 |4 0 [12/31/19 |Hog Markets Co.  |Sold Hogs 321 |HOG,  $500.00|0f Date | v| thru | v|
D100 |4 0 |[12/31/13 |Hog Markets Co.  |Cash %4 |HOG $50.00|OR
E (100 |0D019 0 [12/31/19 |WalMart Crop Inputs 100 |GEMN (825.35)|Of Vendor | v| [~ 1099 vendors only
E 100 (00019 | [0 [12/3113 |WalMar 401 |GEN $25.35|OF
Ell0 |20 0 |12/31/13 Trensferto Hedg 100 |GEN (s5.00000) 0f Code thru I~ Advanced | 7
E (111 20 0 |12/31/19 |Transferto Hedg | Transferto Hedge Acct |111 GEM| $5,000.00 OH Description | v|
D11 |1 0 12/31/19 |Hedge Accourt 111 |GEN|  $500.00 OF
D111 |1 0 [12/31/13 |Coop Blevator Hedge proft 355 |GEN|  $500.00|0R Enterprise Profit Center
El111 |1 0 12/31/19 |Blictt. Gary 111 |GEN| (51.146.41) OF
E[11 |1 0 |12/31A1% |Bliott, Gary Regular Pay 540 |pPP| s1790.83 0f Amount I:I
E 111 |1 0 [12/3113 |Elictt, Gary Social Secury Wihheld 540 PP | (sT1103)0F . octing [~
Efin |1 0 |12/31/19 | Blictt, Gary Medicare Withheld 540 |PPP|  (s25.97)|0f -3 Sensiive selecling
E 11 1 0 [12/31/13 |Eliott, Gary Federal Withheld 54|} PPP | (s29877)(0 [ 4 oK X Cancel Reset

111 0_12/31/13_|Eliot. Gary State Withheld FFF | (5101.20)|0F
I-IEI 2/31/19 Fidelty Pension Plan (540 [PPP | mﬂ?m

T

View by Entry Order - ALL Edit B close ‘

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. You can also right click on that transaction and select “Delete
Transaction”. A window will pop up verifying that you want to delete the transaction, and if you
answer yes, the transaction will be deleted.

Prior year browse - You can quickly browse transactions from the prior year by clicking the right hand
mouse button, select "Advanced" and then "Prior Year". If a link has not been setup to the previous
year set of books (done under Business Information - Advanced Tab), you will be asked for the
previous year set of books first. Note - while in the previous year browse, you CANNOT edit
transactions in the prior year. You can go back to the current year by clicking the right hand mouse
button, select "Advanced" and then "Current Year". You do not have to go back to the current year
before closing the Browse. It will automatically go back to the current year when you browse the next
time.
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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=Miscellaneous
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 any time 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 using the Direct Control of Period, the transactions will
automatically be cleared in the period you are working in. For example, if you are working in period 6,
all transactions entered in period 6 will automatically be checked as cleared in period 6. This method
should ONLY be used when you enter ALL transactions directly from your statements.

\‘Q -
@

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.

~3-

). 3

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

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 year’s books (or “next year”). There are periods “ nl, 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”.
b3

+ Reconcile

1/30/19
DEP |7/28419 |2011
DEP  [12/31/19
DEP |12/31/19

52,680.00 |Central Foods
£5,250.00 Story mutual
$50,000.00 | Combine Loan
5100.00 TCM Schools

Crop insurance proceeds

DEP  [12/31/19
DEP  |12/31/19

i L e i |
o R

Maonth to Reconcile

to reconcile with

|

© ExP  |1/30/19 |1050

[~ |EXP  |1/30/19 |1085

[T EXP 3449|1066

T |ExP |3/819 |1067

I ExP |12/3119 2 (810.00) Kent
[ exp  |12/3119]3 ($10.00)| Tyler

Select |1DD Famers State Bank v|

Bank Statement period to reconcile [June, 2015 ~ | (Period = 6)

Reconcile previous year's transactions [

Split screen for inflows and outflows 2

& Print H Close

Show out of range cleared transactions [~ Edt

Bank Statemerntperiod

Sort by | Penod w

v
Begin June 2019 Bal.  $24.077.27
Prev. year $ junlinked) 50.00
=> Curmrent Year $ $0.00
End June 2019 Bal. $24.077.27
Target Ending
Difference (524.077.27)
0 Inflows $0.00
0 Outflows $0.00

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.

W Recongile

DEP (1730419 2004
DEP |7/28/19 2011
DEP  [12/31/18

52.680.00 Central Foods 0

55,250.00/ Story mutual 0

5$50,000.00 | Combine Loan 0
£100.00 TCM Schoals 0
1]

0

DEP  |12/31/19
DEP  [12/31/19
DEP  |12/31113

55,000.00| Combine Loan
5450.00 Hog Markets Co.

o

] 0

™ |EXP  |1/30/19 1050 (8300.00) Noman Butters 1]

™ [EXP [1/30/13 |1065 | (§12.300.00) Combine Loan 0

I |EXP |3/4/19 1066 ($275.00) Op Note #2352 a

I |[EXP  [3/819 |1067 | (§15.100.00) Philips Impl. 2

" ExP (12314192 (810.00) Kent 0

I |EXP  [12/31/19|3 (310.00)| Tyler 0
Select 100 Famners State Bank - Sort by | Period ~
Bydate [~ Period {June 2019)
Reconcile previous years transactions [
Split screen for inflows and outflows I3
Show out of range transactions r Edt & Pint i Close

(=& =

Crop insurance procesds

Select the
Period here

JD 4840 used

W

Begin June 2019 Bal.  $24.077.27

Prev. year § {unlinked) 50.00
=> Current Year § 50.00
End June 2019 Bal. $24.077.27
Target Ending
Difference (524.077.27)

0 Inflows 50.00

0 Outflows 50.00

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 the “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. 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 “Clr” box or using the “x” key

+ Reconcile EI@
_|cir|Type| Date | No. | Amount | Vendor  [Per| ~ Memo

1/30/1% | 2004 £2,680.00|Central Foods 0
T/28419 2011 $5,250.00 | Story mutual 0 Crop insurance proceeds
12/31/1% 1 £50,000.00| Combine Loan 0
12/31/19 |2 2100.00{TCM Schools 0
12/31/19 |3 £5,000.00| Combine Loan 0

(350 00)|GTE 0
I_ EXP 1!31]:’19 'IDBD ($300.00)| Norman Butters 0
[ |[EXP |1/30/19 (1065 | ($12.800.00) Combine Loan 0
[ |EXF (3/4/419 |1066 (3275.00)|Op Mote #2352 0
[~ |EXP (3/8/419 |1067 | ($15.100.00)(Phillips Impl. 0 |JD 4840 used
W
Select |100 Fammers State Bank o_v‘ Sott by | Period v || Begin June 2019 Bal.  $24077.27
Prev. year 5 (unlinked) $0.00

Bank Statemert period to reconcile |June, 2019 2 1 (Period = &) => Current Year % £0.00

End June 2019 Bal. 824077
Reconcile previous year's transactions [

Target Ending
Split screen for inflows and outflows [ Difference (524.077.
i i 0 Infl 00
Show out of range cleared transactions [~ = % Print E Close o Out?ﬂ‘:fws ﬁ.ﬂﬂ

-
{TIP: If you click the first transaction and then press/hold down the “X” key, PcMars will quickly
clear every transaction.
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Additional Reconcile Screen Options

1. Reconcile previous year’s transactions: You can reconcile transactions entered in the previous
year’s 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.

+ Reconcile ™ Previous year ™ EI@

I~ |DEP

12/31/19 | 1086 $2.500.00 | Cattle Cao.

4/4/19 0
I~ |exe |81719 |60 (8464.10)  Eliott, Gary 0
[T |[EXP |8/1/19 |61 ($470.10) | Goodman, Howard 0
[ |EXP |8/5/19 |5141 £0.00| Amy Hartgraves 0

0

(200.00) | Route 64 Wrestli

[ [EXP  [9/1/19 |62 ($464.10) | Elliott, Gary v
Select | 100 Fam Account v| Sott by | Period .|| Begin Jan. 2020 Bal.  $16.009.58
=> Previous Year $ £0.00
Bank Statement period to reconcile |Cument Year - 2020 v [Januay  ~{Jin1) Curment Year $ (84.497.93)
H i - - sl End Jan. 2020 Bal. §11,511.65
{Reconcile previous year's transactions! T
Split screen forinflows and outflows v Difference (811,511.65)
Show out of range cleared transactions [~ H Close 3; gﬂul?ﬂ‘;f\ls ig'?ig%g?g

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 EIIEI

173013 |2004 $2,680.00 | Central Foods 0
[T |DEP [7/28/19 (2011 £5,250.00| Story mutual 0 Crop insurance proceeds
" |DEP  |12/31/19 (1 $50,000.00 | Combine Loan 0
" |DEP |12/31/19 |2 £100.00| TCM Schools 0
Per|

1/28419 |1008 ($50.00)|GTE 0
[~ |EXP 1/30419 |1050 (%300.00) Nerman Butters 0
I~ |EXP 1/30/19 |1065 ($12,800.00)|Combine Loan 0
[T|EXP |3/4419 1066 (3275.00) Op Mote #2352 0
[ |EXP  |3/8/19 |1067 ($15,100.00)| Phillips Impl. 0 |JD 4840 used ¥
Select |1ﬂ'ﬂ' Farmers State Bank v| Sort by | Period .|| Begin Jan_ 2“19. Bal . $1.500.00
Prev. year $ {unlinked) $0.00
Bank Statement period to reconcile (Period = 1) => Current Year $ 52818727
- . 5 . End Jan. 2019 Bal. 52968727
Reconcile previous year's transactions [ Target Ending
e Split screen for inflows and outflows v Difference (829,687.27)
Show out of range cleared transactions [~ s & Pt i Lz 1; gﬂu%‘:is gg‘%;‘g
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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 uncleared” function is 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 uncleared” option.

Check Register EI@

Select "IDD Farmers State Bank v‘

() Dates 12119 «~ 12/3119 ~
December v‘ thru ‘December v‘

Lk Disabled

v Splitinflows and outflows v Show cleared /
[ Showtransaction allocation detail [ Show uncleared
I Include prior years transactions (cleared in this year)

" Detailed Report Format attachment (no balances)

I Advanced users - exclude cleared option

& Preview & Print B 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 =N =R
Select |‘IDD Farmers State Bank v|

@ Dates thru

() Bank Statement December December  ~

View by
Iv Splitinflows and outflows W Show cleared Enabled
[ Show transaction allocation detail W ;’é'ﬁ'é’i&"{iﬁ'E'|"é"é.’f'é'a'§ f/

[ Include prior years transactions (cleared in this year)
[ Detailed Report Format attachment (no balances)
[ Advanced users - exclude cleared option

& Preview & Print B Close

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.
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“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 only the “Show cleared” function is enabled.

Check Register ==l ﬁl
Select |100 Farmers State Bank w
Bank statement - v | e— i
® period 6 thru 6 E[E]:IISI(':
() Maonth December w | thru |December v
added
() Dates 12/1/19 ~ thru |12/31/19 ~
View by Date v
v Splitinflows and outflows v Show cleared
[T Showtransaction allocation detail [~ Show uncleared

I Detailed Report Format attachment (no balances)
™ Include prior years transactions (cleared in this year)
™ Advanced users - exclude cleared option

& Preview &  Prnt 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”
T Open /[ view Set of Books
@ Close Set of Books
Go to previous year Set of Books

Return to current year Set of Books
Create Mew Set of Books 4

Backup 5et(s) of Books
Restore Set(s) of Books
Remove Set of Books

Report Printer Setup...

b %> P

Checks Printer Setup...

Order Melco check ferms

Advanced - Multiple Users

B EitPcMars  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 = C\zzTracy\Data)
Set of Books ~ Year Business Name eg::ion azlgilied C/A E‘Icars Plus SE!V ‘é;; gcs Description/Comments « OK
LEEFARMS 2019 LeeFarms 301 4/2/20 Cash | C
LEEFARMS 2018 LeeFarms 3.01 2{25(20 Cash | C
LEEFARMS 2017 LeeFarms 301 2/25/20 Cash | C
LEEFARMS 2016 LeeFarms 301 2(25(20 Cash C
TLE 2020 Ellingson B6/25{20 Cash

Qie (2002 | Elingson 3026520 -----—
TLE 2018 Ellingson 302 6/25/20 Cash
TLE 2017 Ellingson 302 6/25/20 Cash C C C
TLE 2016 Ellingson 302 6/25(20 Cash | C E C

G Directory|  Sortby Books | ¥ Ascendng [Refresh Selectthe PREVIOUS years set of books you wantto

go to.

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”.
Gy Open [/ view Set of Books
@  Close Set of Books
Go to previous year Set of Books
Return to current year Set of Books

Create Mew Set of Books L4

Backup Set(s) of Books
Restore Set(s) of Books
Remove Set of Books

Report Printer Setup...
Checks Printer Setup...

b®%E P

Order Melco check forms

Advanced - Multiple Users

B EitPcMars  ALT-F4
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When you choose “Return to current year Set of Books”, you will be asked the following:

Carry over balances

Prioryear. | (= | c’\pemwinf30'data'\fam19

Current year: c:\pemwinf 30'data'fam 20

You may have done work that affected previous year's bank, vendaor,
liability or asset balance(s).

Do you wantto carry over previous year balances to the current year ?
15 will not affect any other data entered in the currentyear.

v Print a report listing the changes made

v Add new vendors, employees or inventory items if found in prior year's e

@ Mo @Previewchanges ? Help

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 the prior
year’s data carried over to the new year.

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

@8 PcMars [Tracy] - opened to < SamplelACash 2019 (Cash) =

File Edit Options Setup Transactions Reports Inventory Cash Flow | Utility Window Help

G el Y EREBEea W B EYEREE Calculator F5
Tack Notes

|'ﬂ

Notepad

Calendar

Export Totals
p Exportto FINPACK

Check code activations

2
E

I-;-‘ Carry over balances
sy Export Selected ltems

Reset don't show messages
Reset Printers

Change venders in all transactions

Mowve Set(s) of Books

48‘ Convert 2,5.6 and prior data
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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”

#8 PcMars [Tracy] - opened to < SamiplelACash 2019 (Cash) »

File Edit Options Setup Transactions Reports  Invent
Ty B ¥ Showlcon bar A | Ev
] Customize/Reset [con bar
+  Show Hints
+  Sound Effects
Program Options

Miscellaneous User Options

#8 Miscellaneous User Options [Tracy] *

v Show account numbers on ¥TD reports
Column listing order on ¥TD summary report
* Mo. fYTD [ Mo. budget/ ¥TD budget
" Mo. f Mo. budget [ ¥TD [ ¥TD budget

[ Defaultbackup is the location last used

¥ Advanced file management

v Enhanced Open[View Set of Books

[ Direct control of period

I+ endor list show matching text option

[+ Description list show matching text option
[ Case sensitive show matching text option
[ Show cleared balance on check & deposit
[ Default description to line

I+ Enable batch printingérﬁ

Iv Show month dialog box re reconciling
v Show 1st deposit vendor on check register
[~ Show payroll codes in regular check

[v Show chart of accounts on report header
Credit description line

on detail repgrts setto
v Show 1st credit/deposit vendor on reconcile
[~ Enable naming of backup zip files

[~ Show Set of Books type on Enh. Openf\View
[ Save & reuse lastused creditor

« OK X Cancel

30



#1 Batch Check Printing
Print |Bank|CIr |Per |Daln |Nn_ |Amount |Vendnr |Memo ~
- (100 | X 2(1/24/19 (1063 $5.400.00| Machine shed Ln
™ |10 | X 2(1/24/19 |1064 $11,000.00 Federal Land Bnk
Checks/expense I~ (100 0{1/30/19 |1065 $12,800.00| Combine Loan
o ™ |100 0|3/4/19 1066 $275.00|Op Note #2392
Deposits/income I~ (100 0(3/8/19 |1067 $15,100.00| Phillips Impl. JD 4840 used
Bank Account Transfers 100 0123113 |2 $10.00|Kent
r 'IDD 0(12/31/19 |20 $5,000.00| Transfer to Hedg
Paychecks |— 01231719 |3 $10.00 Tyler
@ Credit transactions 6 Iﬂl-m 123119 44 [ s15000Traey | |
E ] | entri |— 700 | X 1|1/20/19 |501 $35.00 WalMart
purnat entries M (700 | x| 1|1/2819 |502 $50.00| Oxford Church
. - v
Special Transactions < N
Use recurring transaction 3 selected
%3  Browse Transactions ;‘llew Number  ~| |Reset| |Edit| |& Print E Close
: @
. Bank 100 Farmers State Bank
v Reconcile Bank 102 Cash
- Bank 110 Money Market
Lo eE P"ntmg e Bank 111 Hedge Account
h X Bank 115 Defered Coop Dividends
= Import transactions from Bank or Creditor Accounts Bank 700 Personal Bank Accourt

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. The screen will |
screen by highlighting the line and clicking on th

ook like this. You can also edit a check through this
e “Edit” button at the bottom of the screen.

8% Batch C eck Printing \n:nHEIHB\
Print |Bank|C\r |Per ‘Daln ‘Nn_ |Am0unt ‘Vendm |Memo £
- (100 | X 1/1/31/19 {1060 $169.37 lowa Dept Rev.
I~ (100 | X 11/11/19 1062 | $16.000.00 Hog Bldg Loan
r 100 | X 2/1/24/19 1063 $5.400.00 Machine shed Ln
r (100 | X 2 1/24/19 1064 | $11.000.00 Federal Land Bnk
r [100 01/30/19 1065 | $12.800.00 Combine Loan & Print Checks x
I~ (100 03/419 1066 $275.00 Op Note #2392 ® PrintCheck
I~ |100 0/3/8/19 |1067 $15.100.00 Phillips Impl. JD 4840 used & ~ oo formational Statement
™~ (100 012/31/19 2 $10.00 Kent
|00 011213119 |20 3500000 Transfer o Hedg Gheck IR 1 81004 Nolco___ ~
| @ fioo | [ 0i2/31/19 $1000[Casey's | Velical adjust 0
M |100 0/12/31119 |4 $150.00 Tracy Horizontal adjust 0
< Move amount text down one line [ to vdvnrk with Icmm;‘
window envelopes,
2 selected —| Print details on check stub v
8?:;;5 Bank 100 ~ g{‘ew Number  ~| Reset | Edit B ci{ Printdescription details v
3 rint amount details v
Pri detail v
Print account code details v
Print units details v
Print weight details v
Printinvoice number details =
Print Y-T-D column on paychecks [
Join fiscal years for calendar Y-T-D [
Print Mema 3
Print General Payroll Note ¥
Print Check Tack Note I
Printer Hewlett-Packard HP LaserJet P3010 Series
&k Preview &h Print F9 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”.

@8 PcMars [Tracy] - opened to < SamplelACash 2019 (Cash)

File Edit Options Setup Transactions Reports  Inver
& @k ¥ Showlcon bar En
] Customnize/Reset lcon bar .
»  Show Hints
~  Sound Effects
Program Options

Miscellaneous User 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.

You can now arrange buttons on the
iconbar as desired (drag with the mouse).
You may also move buttons to [ from the
yellow repository area below.

B Close Reset defaults
G BRI

B
=frE EQ{?‘
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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.

i

v Show account numbers on ¥ TD reports
Column listing order on Y TD summary report
t Mo. /[YTD [ Mo. budget/¥TD budget
" Mo. [ Mo. budget/Y¥TD /¥TD budget

[ Default backup is the location last used

[ Advanced file management

Iv¥ Enhanced Open /View Set of Books

[ Direct control of period

v Vendor list show matching text option

Iv Description list show matching text option
v Case sensitive show matching text option
[~ Show cleared balance on check & deposit
[ Default description to memo line

I¥ Enable batch printing

¥ Show month dialog box before reconciling
Iv Show 1stdeposit vendor on check register
I¥ Show payroll codes in regular check

Iv Show chartof accounts on report header
Credit description line
on detall reports setto
[ Show 1stcredit/deposit vendor on reconcile
[ Enable naming of backup zip files

Iv Show Setof Books type on Enh. Open/View
[ Save & reuse lastused creditor

Memao i

 OK X Cancel

» 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.

» 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.

» 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.
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» Advanced file management, YOUR PREFERENCE
When this is checked, you can set up and maintain sets of books to different hard disk
drives and folders. This will allow you to directly control path names, drives and sub-
directories where data is located.
CAUTION—Check this ONLY if you are a more advanced user who is familiar with
how Windows stores files into different folders (directories) on hard disk drives.

» Enhanced Open/View Set of Books, RECOMMENDED
1. This screen lists details about each set of books, such as; Set of Books name, Year,
Business Name, Version, Date last modified, if it is Cash or Accrual, if there are any
enhancements, and any Description/Comments added.
2. An additional option under “Year” is to show All the years for each set of books, or
you can select a specific year.

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
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 will automatically clear transactions in the period you are entering in.
Because of normal outstanding checks/deposits, I 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.
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M

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 actual regular bank balance (all transactions) will be
shown.

M

Default description to memo line, YOUR PREFERENCE
If this is checked, PcMars will print your description on the memo line when printing
checks.

M

Enable batch printing, (For use with “batch” check printing only)
If this box is marked, you will be able to mark transactions for batch check printing. After
entering transactions, you can then batch check print selected transactions. 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).

M

Show 1%t deposit vendor on check register, YOUR PREFERENCE
Instead of showing the bank account on the deposits when doing the check register, this
tells PcMars 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.

\%
{
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. Checking this box will allow payroll codes to be used when writing regular checks.

» 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 Memo.
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» Show 1%t 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 naming of zip files, NOT RECOMMENDED
A single set of books can be backed up to a single zip file where you can enter the file
name. A default file name is offered for you after File Name. Change the ZIP file name as
you wish. You can also change the backup data location.

» 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.

» Save & Reuse last used creditor, YOUR PREFERENCE
When checked, the creditor will default to the last one used if subsequent credit transactions
are entered. When a credit transaction screen is first opened, the creditor will always be
initially blank, but if you enter more than one credit transaction, it will default to the last
one entered. If you close the credit screen and open it again later, it will be blank again the
first time.
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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.

= Backup Set(s) of Books (directory = C\zzTracy'\Data) X
Select Set of Books* Year Business Name \E;:::ion E,lg‘:iﬁed C/A E"\er Plus ng S;; ‘éii Description/Comments
[~ | LEEFARMS 2019 LeeFarms 302 6/25/20 Cash  C Click the Set or Sets of Books you wish to
[~ LEEFARMS 2018 |LeeFarms 301 2/25/20 |Cash | C backup on the left side ofthis window. To
[ LEEFARMS 2017 |LeeFams 301 225720 | Cash c seteole e elliegis el o i i
one inthe range and then press shift and

[ LEEFARMS 2016 LeeFarms 2/25/20 | Cash then click the lastone inthe range.

Erie g S0z e ﬂ-ﬂﬂ-—

2019 Ellingson 6/26/20 Cash
,— TLE 2018 Elizzon 302 6/25/20 Cash | ©C C C You must always use the PcMars program
- to backup. restore or delete data
[~ |TLE 2017 Ellingson 302 6/25/20 | Cash | C & = {Manually copying, deleting of renaming
[~ |TLE 2016 Ellingson 302 6/25/20 Cash | C C c sets of books is not supported.)
& Directory || Selectall | |Deselectal | Year ALL | Sortby Books ~| ¥ Ascending |Refresh I Zip backup- H Close

Put a checkmark in the Select column of the set of books you want to have backed up. Usually the one
you were recently working in will already be check marked. You can choose to back up ALL of your
books by selecting “Select All” or you can click on the set or sets of books by putting a checkmark in
the Select column. Our recommended option is to back up to a “Memory Stick/Flash Drive”. You
need to select the book(s) you would like to back up, then click on the “Zip Backup’ button.

Backing up your data under File = Backup Set of Books:

1) You can either select all the books by using “Select All”’, or manually put a checkmark beside
the sets of books that you want to back up.

2) Then click on “Zip Backup”.

3) A window will open up that says “Select backup location and click Backup”. This is where
PcMars is asking you “where do you want to back your set(s) of books up to”. Choose your
back up location (we recommend a Flash Drive Directory).

ket Backup Set(s) of Books (directory = Ci\zzTracy\Data) x
Select| Set of Books ~ Year Business Name \[;::zsilon E)l:':ﬂied CfA Eﬂcars Plus .;\gv ';:; éii Descnption/Comments
» - LEEFARMS 2019 7/8/20 | Cash | C | Click the Set or Sets of Books you wish to
LEEFARMS 2018 LeeFarms 2/25/20 Cash C backup on the left side of this window. To
r LEEFARMS 2017 |LeeFams 301 2/25(20 | Cash C - szizrle Erpp elbanls elelsom e ]
one in the range and then press shift and
[~ |LEEFARMS 2016 LeeFarms 301 2{2520 Cash | C en click the last one in the range.
[~ |TLE 2020 Ellingson 302 7i6/20 Cash | P P P
[~ |tle 2019 Ellingson 302 7/6/20 Cash  C C C
- |TLE 2018 Ellingson 302 7/6/20 Cash | C C C You must always use the PcMars program
to backup. restore or delete data
- [TE 2017 | Ellingson 302 7/6/20 | Cash  C c|c ] 1y eI Gl ST 6T (ST
I [TLE 2016 Ellingson 302 7/6{20 Cash C C C sets of books is not supported.)
Selectal | |Desslectall| Year |ALL  ~| Sortby [Books | ¥ Ascendng  |Refresh] | E1Zip backup| | [l Close
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@ Select backup location and click Backup
« “ 4 [l » ThisPC » USE Drive (K:)

Organize * Mew folder

MName
#F Quick access

5; Dropbox
@ OneDrive

= This PC
) 3D Objects
[ Desktop
@ Documents
‘ Downloads
D Music

‘ =/ Pictures

m Videos

= 05(C)

< [ USE Drive (K)
= = )

[l USE Drive (K:)

[_} Metwork

<

v O Search USB Drive (K
s -

Date modified

Mao items match your search,

Folder: | USB Drive (k) )

—

— =
@ Cancel

You need to select the Drive letter assigned to that flash drive. In this example, it is in Drive (K). Click
on the drive letter assigned to your flash stick and hit Backup 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 backup files and transfer them to the hard drive.
To Restore a Single Set of Books

To do this, select File=>Restore Set(s) of Books. The Restore Set(s) of Books screen will then
populate. You will then want to click on the From Directory button in the lower left-hand corner of the
screen.

= From Directory |? Close [#] Restore Selectall| | Deselectall Year |ALL ~ Sortby Books v | ¥ Ascending

Once you have clicked on From Directory, you will need to highlight your backup location, which is
where your flash drive/memory stick is located. In the example below, the flash drive is located on the
K Drive. You only need to highlight or click on the flash drive/memory stick location. You will NOT
see the PcMars files on that screen. Here is an example of what that screen looks like:

@8 Select source (from) directory for Pc Mars backup zip files. X
<« “ 4 [l » ThisPC » USB Drive (K:) v O Search USB Drive (K:) el
Organize ~ Mew folder = v 9

MName Date modified Type Size

# Quick access

Mo iterns match your search.
. 7
&= Dropbox

@ Onelrive
~ [ This PC NOTE:
- 30 Objects
I Desktop You will NOT see your
|‘:f'| Documents bOOKS Iisted here.
; Downloads Just hlghllght your
b Music flash drive on the left-
=1 Pictures hand side and click on
Select Folder below

m Videos
. O5(C)
-— DA R

[ USE Drive (K:)

E-Win )

Folder: | USE Drive (K:) '

Select Folder Cancel

Once you choose where your backup files are located and click on Select Folder, the Restore Set(s) of
Books screen will populate as shown here:

ﬁ Restore Set(s) of Books ( From Directory = K: ) ( To Directory = C\PemWinf3lhdata ) - O X
- Data Date Pc Adv | Acc  Acc
Select| Set of Books + Year Business Name e C/A Modified Mars Plus PR Pay Rev
§ W sampiciAcash Sample Fams L T
[ SamplelACash 2{]19 Sample Farms 3(]'2 C |6/16/20
[~ | Tester 2020 Tester 301 C |4/8/20 O
[ |TLE 2020 Ellingson 3nz2 C |6/3/20 C
(=From Directory| 7 Close ] Restore Selectall | Deselectall Year ALL +~ Sortby Books ~ | ¥ Ascending

39



You will want to put a check mark in the Select column of the books you want to restore. You can also

choose the Select All tab at the bottom if you want to restore all of the books located on the backup

location.
Once all of the books you want to restore are selected, click on the Restore tab at the bottom of that
screen.
ﬁ Restore Set(s) of Books { From Directory = K: ) { To Directory = C\PcmWinf30hdata )
Select| Set of Books Year Business Name \[::‘rgiun ClA Pl?)tdeiﬁe d E‘er Plus gg\; gg; ‘é‘éﬁ
Il SamplelACash 2019 Sample Farms 302 C |6/26/20 S
[¥ | SamplelACash 2019 Sample Farms 302 C |6/16/20 3
Tester 2020 Tester 301 C |4/8/20 0

=From Directory, | 2

Ellingson

Close [#] Restore
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6/3/20

Deselect all

Year ALL -~ Sortby |Books

| v Ascending



Internet Accessibility

PcMars has a “Globe” icon on the tool bar, which will allow you to easily access the Internet to check
for any updates that have been posted to make sure you are running the most current program.

e V| 2B B vwov| 80 g e e el I@I?M/m

Clicking on the “Globe” will bring up the following screen:

Check for program updates

Your current program version is: 3.0.3.0

Latest program version is: 3030 You are up to date!

For additional PcMars information and available program updates. click on
the Internet web address below.

hiip: _pCmars.com
Mote: You musthave access to the internet B close T Help

This screen will tell you the current program version of your PcMars and show a hyperlink to access
the Internet to the PcMars web site. You can also access this screen by clicking on “Help” above the
icon bar and then choosing “Check for Program Updates”.

Help
?  Help F1
| @ Table of Contents/Index
@) Checkfor program updates
Remote support help

Order Melco check forms

#  About Pc Mars.

If you do not have the most current version, you will see a warning in red that states “You do NOT
have the latest program version, so you may want to update” as shown below:

Check for program updates

Your current program versionis: 3022

Latest program version is: 3030 You do NOT have the latest program version,
so0 you may wantto update.

Click "Download" to download the latest
update to your Desktop. You must exit
the program to run the update.

Download

For additional PcMars information and available program updates. click on
the Internet web address below.

htip://www.pcmars.com

Note: You must have access to the internet B cClose 7 Help
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You will want to click on the word Download to download the latest update to your Desktop. Once the
download is complete, you will then need to CLOSE your PcMars program completely. Then you will
need to look on your desktop for the PcMars Update Icon. It looks like this and it will be located on
your Desktop.

<

Update-Pc...

Once you find that Update on your desktop, you will need to double click on it to start the installation
of the update. Again, make sure your PcMars program is CLOSED! Follow all of the prompts, and
your PcMars program will then be updated and current. After the update is complete, you can then go
to Help and Check for Program Updates to make sure you completed the update and you are up to date.

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 back up the books, the following warning and screen will appear. And you
will want to click on Yes to convert any older/past data to the new updated version.

Pchdars

9 COpening this set of books will convert the data format to 3.0.3. Once this set of
- books is converted, it cannot be opened with prior {older) versions of PcMars.

Do you want to continue 7

o Yes ?  Help [] Dont show this message next time

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 pcmars.com.
2. Email Support — is available at support@pcmars.com.
3. Phone Support — is available at 515-233-5802 (IFBA state office).

The email 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 https://pcmars.com/support/

~g-
@

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” @ 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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