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Don’t forget to check out our other classroom booklets:
» PcMars Beginner’s Manual
» PcMars Advanced User’s Manual

You can download and print them for FREE at www.pcmars.com!
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This booklet was designed to help new PcMars for Windows users get started. It helps to show you
how to set up your books for the first time; how to select and change account codes; add vendors and
descriptions; set up bank/loan accounts and enter their beginning balances; and prepare the program for
entering data.

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.

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 all of the information
provided here helpful.

For additional information and further details on the PcMars program, check the Beginners and
Advanced Booklets available on our web site at www.pcmars.com . The Beginners Booklet goes into
detail on checks/deposits, transfers, recurring transactions, revolving credit and reconciliation. The
Advanced Booklet goes into detail on “Special” transactions such as sealed grain, crop insurance, coop
dividends, payroll, budget/cash flow and inventory/net worth. We will also refer to the “3.0 Features
Booklet” (which we suggest that you print off). This has screen shots as well as step by step
instructions for several PcMars transactions.

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.

“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.
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Internet Accessibility

PcMars has a “Globe” icon on the tool bar, which will allow you to easily check to see that you have
the most current program version. There will be a Download button to download the most current
version if you are not up to date!

File Edit Options Setup Transactions Reports Inventory CashFlow Utility Window Help
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Create a New Set of Books

Before a new set of books can be created, you need to make sure that there are no books opened in the
system. You can tell if a set of books are opened by looking at the “title bar” on the top of the program
screen (this is usually blue).

To create a new set of books, you need to point your mouse on the word File and click the left mouse
button once. As you proceed through this booklet, anytime it is mentioned that you need to perform a
mouse click, it will always be with the left button unless specified differently. In the drop down menu
that appears after the mouse click, you need to select Create a new set of books by holding the mouse
pointer over those words. This will create a second menu set. Since you are just starting to use
PcMars, then the option you want to select with a mouse click is the Starting from scratch option.

Starting From Scratch: Since you are just starting to use the program and you select the start from
scratch option a window will pop up that looks like the one below:

@8 Create New Set of Books from Scratch X

-
Set of Books Information (This information cannot be changed after Book has been created)
Business Name || |(reqmved]
Is this a Calendar Year or Fiscal Set of Books? | Calendar ~
Selectthe yearfor this Pc Mars Setof Books 2020
NOTE: You have selected a 2020 Calendar year Set of Books that will begin an
January 1. 2020 and end on December 31. 2020.
Sot of Books Contact Information Select Type of Pec Mars Set of Books brice
rstiame (required) & Pc Mars Cash Set of Books $75.00
il l:l ) " Pc Mars Accrual Set of Books $75.00
Email | ‘(vequ\red]
[ 1do nothave an email address Select additional enhancement to
Address 1 | | (required) PcMars Set of Books Price
Address2 | | I~ Implement Pc Mars Plus features $50.00
City l:l (required) I” Implement Advanced Payroll features $30.00
State ~| (required) ™ Enable Accounts Payable function $40.00
Zip Code |:| (required) I~ Enable Accounts Receivable function $40.00
ContactPhone l:l (required) iy Ry amion ors " Total with enhancements $75.00
Account Code Type
¢ Generic Codes ¢ Michigan Codes % Help Full path name ofthe set of books to be created
 lowa Farm Codes " Small Business Codes (= Changefolder | C\PcmWinF\SAMPLE20
 lllinois Farm Codes " Church Codes -
" Minnesota Farm Codes
ek TOK"
I Create fiom consultant master sel Click "OK" to create the set of books | & OK X Cancel

The Account Code type you select depends on your own personal preference. If you are not a member
of the Illinois, Minnesota, or Michigan FBA organizations, we suggest you should select the lowa
Farm Business Codes by clicking on the oval next to the name. These are the farm codes that are
already set up for farmers. If you have any questions on which code type to choose, you can click on
the “help” button and an explanation of each will pop up.
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After you have filled out all of the Set of Books Information, Set of Books Contact Information, and
the Account Code Type, you will then be able to Select Type of PcMars Set of Books. You will need
to choose to create a PcMars Cash Set of Books or a PcMars Accrual Set of Books. You can also select
any additional enhancements to the PcMars Set of Books that you are creating. Please go to
pcmars.com for full explanation of the additional enhancements. Once you have made your selections,
clicking the OK button will start the procedure to create the files for your new books.

After clicking on the OK button, you will then see the following confirmation screen. This is
confirming that you are creating your set of books. Be sure everything is correct here. You will then
see that your newly created set of books will be created and you will be able to enter 50 entries for
free. After 50 free entries, you will be required to purchase this set of books at the prices listed to the
right before entering additional transactions. You must click in the box if you agree to the terms. You
can then choose to Create books & pay over the internet, Pay by other method, or create, pay later.
You can also choose to Cancel.

/\‘%nnﬁrm ation

? You have chosen to create a Cash PcMars set of books called "SAMPLE" for calendar year 2020, Cash Set of Books $75.00
“-f/ beginning January 1, 2020 and ending December 31, 2020. (Sales tax may be applied)

This set of books will be created and you will be able to enter 50 entries for free. After you have
entered 50 free entries, you will be required to purchase this set of books at the prices listed to the
right before entering any additional transactions. For complete details and to review the license
agreement, press F1 or click on Help.

Click this box if you agree to the terms

Do you want to pay now for this set of books or pay later ?

| «" Create books & pay over the internet | Pay by other method Create, pay later X Cancel 7 Help

Create Book & pay over the internet will then take you to a secure site to enter your credit card
information to unlock that newly created set of books.

Pay by other method will allow you to print off a form that you will print off and send in with your
payment. Once we receive your form and payment, we will then mail you back your unlock code for
that newly created set of books. Please note that this method will take a week or two.

Create, pay later method will allow you to create your book and enter up to 50 transactions before
you will be prompted for payment. User will be allowed to enter 50 entries into that newly created or
carried over set of books. Once 50 entries have been entered, the book will be locked and will not
allow any further entries to be made until payment has been made.

To pay before your free entries are up, you will need to go to Setup and then Business Information.
Once you are on the Business Information screen, you can right-click anywhere on that screen and in
the drop-down list you will find “Pay for Set of Books”. You can then choose from the Pay Over the
Internet or to Pay by Other Method.



Opening a Set of Books

To open your set of books you have just created, click on File=0Open Set of Books. This will open a
window that looks like the one below:

@ Open / view Set of Books
Set of Books Year
aaaakent 2019
ACCFARM 2020
accfarm 2019
AccFARM 2018
ACCRUAL 2020
& Open E Close

Business Name \ngtrgi b

aaaa o

farmO1 302

farm01 302

farmO1 3.01

Accrual 302
Year |ALL ~ Sortby Books

Date

Modified

3/2{20
5/4/20
5/4{20
4/28/20
5/1420

CIA

Cash
Accr
Accr
Accr
Accr

~ | [V Ascending |Refresh

Pc
Mars

0

Q0 0

Plus Adv | Acc Acc

PR Pay Rev DescnptionfComments

0
p
&

& Print

The set of books you just created should be listed on the screen. As the list becomes longer, you may
have to use the “scroll bar” (the arrows to the right middle of the window) to move up or down to find
it or resize this window to see all your books listed. Highlight the set of books you want by clicking on
it and then click Open. This will open the set of books or simply double click on the set of books to

open it up.

A useful option on this screen is to filter the books by the Year. In the above example, you can see that
ALL of the years are showing up. You can filter that to show the specific year you would like to show
on this Open/View Set of Books screen as shown below:

'@ Open / view Set of Books

Set of Books -~ Year Business Mame \[::tr:inn Elta;t:iﬁe d C/A E"I(;rs Plus ‘;‘dRV ‘;‘;; ‘éii DescriptionfComments
» ACCFARM 2020 farm01 302 5j4/20 Acer | P p

ACCRUAL 2020 Accrual 302 5/1/20 Acer | C

AR 2020 AR 3004 1/24/20 Cash | U U

backup 2020 Backuptest 301 3/10/20 Cash | O o]

B Close |Year 2020 ~ |Sortby Books ~ | ¥ Ascending |Refresh & Print

You can also choose to sort this Open/View Set of Books screen by Books, Year, Business Name,
Version, C/A, Modified Date or Description by choosing that in the “Sort by” drop down list.




Set Up Business Information

There is an option to change the default enterprise from GEN to something else. What this means is
that anytime you make an entry, it is assumed that it belongs in the GEN enterprise unless the system is
told differently. Later in the booklet we will show how to allow certain Vendors or Account Codes to
default to a different enterprise.

“Sealed grain treated as” — This determines how sealed grain transactions are posted when using the
“Special Transactions”. Sealed grain is explained in more detail in the Advanced Booklet.

Another option on this screen is the option to use Profit Centers. This option allows you to break down
your income and expense items to one more level. Some examples of Profit Centers you may want to
set up are:

1. If you farm different farms and wish to keep track of the income and expenses related to each
farm.

2. If you have a feeding livestock enterprise and would like to track income and expenses based
on each pen or yard of livestock.

3. If you custom farm and would like to use custom farming as an enterprise and each type of
operation as a profit center (combining, planting, round baling, etc.)

Another option on this General tab is to add additional modules to your PcMars set of books. You will
want to check the boxes if you would like to Enable any of the additional modules. Please refer to our
website at www.pcmars.com for additional details and cost breakdown on those additional modules.

There are three additional tab options to consider on the Business Information screen. The second tab
(Contact Info) will take you to the following screen. This information must be filled out prior to being
able to pay or carrying over your set of books.

= || 2
. = @ Business Information EI@
Contact .
. _ Contact
Information Required fields Ir:f)r;‘rm(.'ixlion * —Required fields
il | | First Name H |’
LastName | |’ (e ‘ |, ¥ oK Fo
X Cancel Alt+C
+
Address 1 | | Address 1 ‘ " B Close Esc
Address2 | | Address2 | | |3 cutted ChrleX
City | |* City ‘ |x Copy text Crl+C
Paste text Ctrl+V
State M State * &
) X Delete text Shift+Del
Copy Registration Information
ContactPhone [ |* comactprone[ |
Pay for Set of Books
Email *
| Email | Set default size
[ I do not have an email address I I do nothave an email address
Reset Program Registration
General ContactInfo Additional Advanced General Contactinfo Additional Advanced 7 Help A
 OK X Cancel B Close ?  Help « OK X Cancel E Close 7 Help
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The next option is an Additional tab that is all optional information. This information will be printed
out in front of the Full Year General Ledger/Year End Detail Report and provides your tax preparer
information for filling out tax returns.

J Business Information EI
Type of Entity [Sele Propristarship ~|  Fed D no. [32-7733567
County ISIUL\J School district ISloly City
Mame Soc. Sec. No. Bith Date
Operator Mohn . Sample |4B5-BE-1634 [12/26/70 |
Spouse: |Mary . Sample |48575771 65 |5/1 572 |
Children: MNarman H. Sample 487-98-9845 (1019490 «
Katy T. Sample 423-23-8712  |7/4094
Chelsea 9/22/96 ~
Mileage .
Hecolgd Autg Pickup Beater
End of Year I 45232 I E2877 182388
StartofYear | 28908 | 52987 [ 179099
Difference 16324 9830 3889
Bus. Phone  |515858-2111  Home Phone |515:868-2334
Cell Phone |5T 5-858-9388
E-Hail I|samp\e@stowlnt net
General | Additional | Advanced I
« 0K | X Cancel | ? Help | ‘

The final tab (Advanced) will bring up the following screen.

#& Business Infolmﬁon E
Enterprise wording  |enterprise

Shortformat  |ent

{Enable monthly budgeting: v

Enterprise locked to acctcode [ (forchurch & specialized uses)
1. You can choose a

Use enterprise funds [~ Expanded enterprise budgets ™

B background color for the
Previous year(s) set of books for carryover and multi-year reports PcMars main screen. This will
Current year c:\pemwinf 30'data‘\sample20 help users with multiple sets of
Prioryear1 & | None specfied books to easily recognize
Prioryear2 (& | Nene specfied various books based on color

Prioryear3 |2 | None specfied
Priocryear4 |& | None specified

Use account code 193 fortracking depreciation [~

Background color ||:| Default v|
Colors for bank accounts (blank for none)
2. You can choose a
D d D d different color for
D v D v each separate bank
o o account
D D 3. Check the Default

[ Default Bank Account Override M Bank Account

Override if you want
PcMars to ALWAYS
General ContactInfo Additional Advanced default to a specific

bank account
« OK X Cancel B Close ?  Help




The first box will allow you to change the word “enterprise” to some other term that may fit your
operation better.

There is also a box to check to enable a monthly budget. If you want to do only an annual budget,
unmark this box. With an annual budget you plug in the values for the year instead of each month.

The next box you can check is to lock a specific enterprise to an account code. If this option is
checked, then the default enterprise for a given account code is to be used ONLY for that enterprise.
(This is usually for those using the PcMars for church records.)

This screen will also allow you to define previous year’s set of books for multi-year reports. To set
these up, double click on the folder picture after the prior year you want to specify. Choose the proper
set of books for this and PcMars will use these set(s) of books for multi-year reports. These multiple
year reports include loan details, payroll, 1099, etc.

1: The background color can be changed, to help distinguish different sets of books at a glance. (The
default color is light gray.) This assigned color is also shown in the Enhanced Open/View Set of Books
screen.

2: You can choose a different color for each separate bank account. Select the bank account you want
associated with each color from the drop down list. If later, you do not want to use that color, blank out
the entry box for that color to have no bank associated with it.

3: PcMars defaults the bank account to the last one used when entering transactions. If you do not want
to do this, but instead, want the transactions to ALWAY'S default to a particular bank account, check
this check box and then select the default bank account from the drop down list.



Selecting Account Codes

The next step in the Setup menu is to select Account Codes. The screen looks like the one below.

Account Codes o || =]
. : Default Fesale &
Code |Active|Description Group Description Eifemios Cade ' OK
300 W |Com/Feed Crop Income r % Cancel
I{301 W | ComMNon-Feed Crop Income r —
302 ¥ |Soybean Income Crop Income r
303 " |Dats Income Crop Income r Print
304 ™ |Straw & Bedding Crop Income r
305 W |Hay Income Crop Income r .
306 ™ |Grain Sorghum Crop Income r :;d;f;”ﬁ(b}l;ﬂ%
307 I™  |Grain Sorghum Mon-Feed | Crop Income r Met'warth anly
308 " |Forage Crop Income r .
309 ™ |\Wheat Feed Crop Income r 5'3[5]'0;3'(02;”
310 ™ |wWheat Mon-Feed Crop Income r ne modified
311 I~ |Com Silage Crop Income r i
i Assets [ Liakilities ) Income f Expense j Non-Farm [ B Close

In most cases, you will not use a majority of the codes in the asset and liability sections if you are
using the system as single entry. You select account codes by first clicking on one of the tabs at the
bottom of the screen. That will open up the corresponding section that you wish to pick from.
Selecting account codes is just a matter of clicking the box to show a check mark to indicate that it will
be used.

NOTE: Any description in black can be changed by clicking on it and retyping. Any description in
blue cannot be changed.

There is also the option of selecting a default enterprise with each account. This is located at the right
hand side of the screen. You would click on the arrow and select which enterprise the account needs to
default to. For example, income codes 301 — corn/non-feed, have been selected to default to the corn
enterprise.

TIP

Account codes may be added at a later date. We suggest you start with a “minimal” number of codes
for simplicity.
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Select Bank Asset Accounts

The next step under Setup is to select and define the Bank and Asset Accounts. That screen looks like
the one below.

Bank and Asset Accounts =T | = B >
Adive|Codel  Description Balance. |Clost Balance| Blance |Clear Balnce Ovente
| ™ 100 |Business Account $50.000.00 $50.000.00 $0.00 $0.00 N
| ¥ 1M1 | Savings Account $25,000.00 $25,000.00 $0.00 $0.00 -
Bl ™ |102 |Cash $0.00 $0.00 $0.00 $0.00 r
| ™ [103 |Bank Account $15,000.00 $15,000.00 $0.00 $0.00 -
BT 104 Bank Account $0.00 $0.00 $0.00 $o00 I
| | [105 |Bank Account $0.00 $0.00 $0.00 $0.00 -
| I 106 |Bank Account $0.00 $0.00 $0.00 $0.00 N
o I 107 |Bank Account $0.00 $0.00 $0.00 $0.00 N
| I 108 |Bank Account $0.00 $0.00 $0.00 $0.00 N
| I 109 |Bank Account $0.00 $0.00 $0.00 $0.00 N
—'\ Bank Accounts [, Other Asset Accounts f, Non-Farm Accounts |
ltems in blue are calculated and are for reference only.
o OK | X Cancel | Becalc ‘ Carry over | B Close | ? Help

Just like selecting account codes, your selection is made by clicking the box to the left of the code
number to show a check mark. Any description in black can again be modified like the account codes.
The other thing that needs to be done here is to show your “Beginning Balance”. You would left click
on the box to the right of the bank account description and then type in the correct balance.

The amount you enter for your beginning balance will be the actual account balance as of January 1 (or
the first day of your fiscal year). After you are satisfied that all of your bank accounts are entered and
reflect the correct amounts, you can save and exit this window by clicking on the OK button.

Note there is a “Beginning Clear Balance”, Current Balance” and “Current Clear Balance” column.
The program will populate these columns when you click the OK (or the “Recalc” button).

Also there are three tabs for three different sections in this area. The Bank Account section is for your
farm bank accounts. The Other Asset Accounts tab can be used for accounts like a hedge account,
deferred patronage dividends, IRA’s, etc. The Non-Farm Accounts section is for your personal
checking and savings account that are not normally used for farm income and expenses.
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Select Enterprise Codes

The next step in the Setup process is selecting Enterprises. You use these to help determine which
phase of your operation caused the expense or made the income. These selections are similar to the
account code selections. Just click on the box next to the code you want to use and it will show a
check mark to indicate that you are using it. If you prefer not to use an enterprise that is checked
already, you click on the box to remove the check mark. By clicking on the Add new button, you can
type in a new “three-character” enterprise code and description that isn’t already set up.

e

l Enterprise Codes EI@
GEN General Cther
W |Fakd | Famiby Other
W |CEM  |Com-Feed Crop E
W BMNS | Sovbeans - Comm Crop
[ |5RG  |Sorghum Crop
[ |OAT  |Oats - Commercial Crop
[ WHT  “Wheat-‘Winter Crop
[ |HAY  |Hay - Alfalfa Crop
¥ |HOG  |Farrowto Finish Livestock
[ |BEF |BeefCow-Calf Livestock
[ |DBEY |Daire - Commercial Livestock
[ |EHF |Ewe Flock Livestock
[ |FLT |LayingHens Livestock
o Save F'IEI‘ X Cancel | Delete | Add new ;"| B Close |
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Adding Vendors
What are Vendors? They are people or businesses that you deal with most frequently or repeatedly in
your farming operation. You can always add vendors at any time during your accounting year. To add
a vendor you would select Setup=Vendor List. The window will look like the one below.

Vendor List = ==
Quick find
Type ~
i
St &
Ag Service Edit
cCC #1008 g | Name 9 LG e
CCC #1857 e Long Name  [Ag Service Company |
CCC #2091 *C
Contal Faoly Address1  |600 4t Street |
Coast To Coast Address2 |Story City. 1A 50248 |
Combine Loan ‘L Address 3 Attin: Duane |
Coop Elevatar
Farm Credit Serv L Taxpayer D [92:00000001
Federal Land Bk L Phone (641)858-1111
FEEEEEy e Email address |AgServ@gmail.com =
GTE
" Default
Hog Bldg Loan L Acct Code
Hog Markets Co. Default
lowa Dept Rev. Enterprise Aizgies 20
lowa Light Co Eefault . |Seed ~
Larkin. Jerry -
Default
Machine shed Ln L Memo field Crop Inputs >
Norman Butters Aliases for Bank/Loan importing
OpNolefZ02 L | | ~
Op Note #7629 L
Oxford Church
Phil Miller A
Phillips Impl.
TCM Schools he
Uncle Sam Delete alias
Vee-Hi Foods Do not carry over this vendorto the
Visa L following year.
WallMart
v
Delete | | 7iAddnew  /SaveF10 X Cancel [l Close Save&Close @&

To add a new Vendor, you first need to click on the Add new button located at the bottom of the
window. Then you fill in the information needed, using the Tab or Enter key or your mouse to
maneuver from area to area. The type box gives you three options—Regular, Loan or CCC. (You can
find information about using the CCC Loan option in the Beginners & Advanced Booklet.)

The Quick Find box will allow you to go quickly to a specific vendor.
The Add button will allow you to add a new or edit an existing note about that specific vendor.

You can also enter a Default Memo and Default Description. These memos will be automatically
plugged into the transaction whenever this vendor is used.

The address and phone number areas are optional entries. If you enter a Default Account Code, it will
allow the Account Code to automatically pop up when you select this vendor while entering a check or
deposit. There is also an email address line with a hot link that can be used to email that vendor using
the default email program within Windows.

You would click the box next to Flag for 1099 if this vendor needs to receive a form 1099 from you at
the end of the year. There is a report that will print out and total all transactions that 1099 vendors
were used in.

There is also an option to not carry over this vendor to the following year. Just put a check mark in the
box if you do NOT want to carry the specific vendor to the following year.

Clicking on the Save F10 button will record your information and you are then ready to add another
vendor. Vendors can be added throughout the year, so don’t worry about this list not having every
vendor on it. You are limited only to the number you wish to enter.
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Adding Loan Vendors

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.

» Borrowed (Liability): select this when YOU BORROW money, and then select an appropriate
liability code (200s)

 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 option
and assign an appropriate asset code.

» Loan to employee (Asset): Only available if advanced payroll module is installed.

===

Quickfind [ ] & Borowed (Liability)
T L | © Loaned out (Asset)
Ag Senice | Tyee

" Loanto employee (Asset)

Sevn Sen /4
Combine Loan 7 | Add
CCC #1008 ¢ | Name

CCC #1857 i Long Name |John Deere Finance Plan |
CCC #2091 *C

Central Foods Address 1 18000 East Arkansas Avenue
Coast To Coast Address 2 St Louis, MO 40404

Combine Loan *L Address 3 |

Coop Elevator
Farm Credit Serv L TaxpayerD# l:l
Federal Land Bnk L Phone ()-

Feed Supply Co

Email address ‘ Eegl

GTE o
Hog Bldg Loan L k??tlltlltgde Use as defaultcode ¥
Hog Markets Co. Default
lowa Dept Rev. Enterprise AEgizs b |

i Default “
Iowa. Wglitiers Description ‘ |
Larkin, Jerry Default ‘ |
Machine shed Ln L Memo field -
MNorman Butters
Op Note #2392 L Term Intermediate
Op Mote #7629 L 1/1/19 begin (Enter this at the
O)pn"ord Church year balance $50.000.00] o2t of the year)
Phil Miller A Interestrate 425
Phillips Impl. Creditar ¥ (Enabled for use in credit transactions)
TCM Schools 1f1f19 begin $50.000.00
Uncle Sam clear balance B
Vee-Hi Foods Liability Acct Code must be entered so that loans
Ve L can be imported into liability inventory
WalMart I~ Ovenide Beginning Balance(s)
Wellman Lvstk Aliases for Bank/Loan importing

I

Delete alias

Do notcarry over loan vendor to the

following year (if zero ending balance). L2

]

Delste | | TiAddnew | | SaveF10| | X Cancel || Close |Save&Close| &

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

The beginning of year balance means exactly what it says — enter the loan balance as of the
beginning of your accounting year. This would be January 1 if your books are on a calendar year basis.
A common mistake that is made here is to enter the original loan balance. 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 on reports 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—it is just for reference purposes and is optional).

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.

The final option on this screen is to not carry over loan vendor to the following year (if zero ending
balance). You can check this box if you do NOT want this specific loan vendor carried over to the
following year.
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Adding Descriptions

Next under Setup is to select Description List. This will bring up the screen shown below.

Description List !EE
" Save F10
X Cancel
i Close
Add new 3
[l Fnsion Withheld
[l State withheld Delete

All that you need to do is type in the description you want to use in the first open box. When you are
done, clicking on the Save F10 button will save the description and leave the window open to create
more descriptions. Clicking on the Close button will record the new description and exit the window.
There are some reports and search features that will print/sort based on descriptions, so these may be
used as another level of breaking down income and expenses. Using your imagination here will permit
such things as tracking repairs on specific machines, buildings, etc.

Adding Profit Centers

To add profit center information to your set of books, click on Setup =Business Information and click
on “use profit centers”. Then click on Setup again and click on Profit Centers (which is now an option
because you checked the box in Business Information).

Profit Centers allow you to split up your business into separate profit areas. It is essentially a "second
layer™ of enterprising and is handled similar to Enterprise Codes within the program. Common usage
would be for dividing the business by landlord or partner. Profit Centers will not show up anywhere in
the program unless you check "Use Profit Centers™ in the Business Information setup window.

" Save F10

TJ |TomJones X Cancel
(] Cattle Lot 1

C2 Catle Lot2

T

B close

b
> Add new 7% |
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Entering a Check/Deposit

To begin entering your data into PcMars, click on the check/deposit icon on the “tool bar”

& Pc Mars - opened to < SAMPLE 2015 (Cash) :
File Edit Options S5Setup Transactions F

e ¥ =B @ . o

OR

Click on Transactions=Checks/expense or Deposits/income. This will bring up either your check or

deposit screen to start entering your data.

é Pc Mars - opened to < SAMPLE 2015 [Cash) =
File Edit Options Setup | Transactions Reports Inventory Cash Flow Utility Window Help

slela) v| uppETTTIE— e S0 1) 8o

?

o &

t Bank Account Transfers
B1 Paychecks

& Credit transactions

E Journal entries

Special Transactions »

Use recurring transaction
&} Browse Transactions

+ Reconcile
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Entering a Check

There are several entry lines to enter on a check. The “Enter” or “Tab” key will take you through the
different entry lines.

1.

2.

You would first select the bank account from which you are entering the check to be
withdrawn. There is a drop down box to select which bank you are working with.

The check number of your transactions is entered next. The PcMars program will
automatically enter the next consecutive number, but you can always override the number the
computer enters. Automatic withdrawals can be entered as AW for example for easy tracking
or left blank.

Pay to the Order of will be who you are writing the check to. Your vendors are listed on the
drop down list. You can always start entering the first few letters of the vendor to bring up the
list in alphabetical order.

The date of your transaction is entered next and will automatically be set to the date on your
computer. If the date of your check is different than your computer date, you can override it,
and you can also click on the drop down box to bring up a monthly calendar.

The total amount of the check you are writing is entered next. There is a convenient calculator
available that you can use to total up bills and then write just one check for the total amount.
Note: Under the “Total Amount” line is a box you can check to change this check to a
“paycheck” which will be a different color.

If you have entered the address of your vendor on your vendor list, this area will automatically
be filled in. If your vendor is not on your vendor list, you can add the address information at
this time.

The memo line is for additional information you want actually printed on the check. This is in
addition to the information you can enter on the description line of a check stub.

The eighth line is where you would enter the most detail. This is where you would enter the
account code, enterprise, amount of the item being entered, description, profit center and
units/weight if needed. An example would be if you were buying seed corn, the code would be
455 (IFBA code for seed expense) and the enterprise would be CRN. You can put additional
information as to the brand of seed corn under your description and then under units how many
bags you purchased.

IF you also purchased seed beans at the same time—you would continue on to a next line when
you hit your “Enter” or “Tab” key or you can click “Insert row” on this screen. You can
continue “splitting” this check to as many entries as you want to come up with the “Total
Amount” of the check.

# Checks/expense G)) o || B[ 2R
Biank Account (100 | Farmers State Bank Balance $19,777.27 " Save F10
Check Mumber 1066 @-' Mot cleared M
@j Date Total Armourt @
Pay ta the @ 1615 * Reuse o=
Crder of r\__ jwf"f j | X .
) [ Paycheck Becurring
Address @
Lo e |
tdemo @ j ** Adding @ Setup item
Code |Entprise| Arnaunt Description | FC | Units | Waight | o Print F9 |
Insert rowe
B Close
Arnount Left $0.00
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Entering a Deposit

Basically the same process will be used to enter a deposit slip. The screen will, however, look a little
different as well as being a different color.

1.

2.

You would first select the bank account from which you are entering the check to be
withdrawn. There is a drop down box to select which bank you are working with.

The deposit number of your transactions is entered next. The PcMars program will
automatically enter the next consecutive number, but you can always override the number the
computer enters. Automatic deposits can be entered as AD, for example, for easy tracking or
left blank.

The date of your transaction is entered next and will automatically be set to the date on your
computer. If the date of your check is different than your computer date, you can override it
and you can also click on the drop down box to bring up a monthly calendar.

The total amount of the deposit is entered next. There is a convenient calculator available that
you can use to total up several checks for deposit and then enter just one amount for the total
deposit.

The memo line is for additional information you want actually printed on the deposit slip. This
is in addition to the information you can enter on the description line of a deposit stub.

The sixth line is where you would enter the most detail. This is where you would enter the
vendor, account code, enterprise, amount of the item being entered, description, profit center
and units/weight if needed. An example would be if you sold corn, the vendor could be your
local coop, account code would be 300 (IFBA account code for corn/feed) and the enterprise
would be CRN. You can put additional information as to whether it was corn direct from the
field or from a bin under your description and then under units how many bushels you sold.

IF you have another check you wish to deposit at the same time, you would continue on to a
next line when you hit your “Enter” or “Tab” key or you can click “Insert row” on this screen.
You can continue “adding” to this deposit as many entries as you want to come up with the
“Total Amount” of the deposit.

4l Deposits/income EI@
Bank Account mj Farmers State Bank Balance $18.77727 o Save F10 |
) @! X Cancel
Depasit g) MNurnber 12011 Mot cleared

| AT Fe
Dateqjm Total Amount ’7(:)‘{& Becurring
waro &) =l = adding @ || =

Wendor | Code |Entprise|D| Amount | Description = Setup item

@' Print F3

|»

m

Tl

Insert row

‘ b B close
Arnount Left $0.00

The other input screens such as payroll, bank transfers and revolving credit follow the
same format as the expense and income screens. They are discussed in more detail in the
PcMars Beginners Booklet, which is available at www.pcmars.com.
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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 or the Browse. 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. The browse is a picture icon that looks like a

pair of glasses.

" Browse [E=B[EcRE==
T|Bank| No. |C| P | Date Vendor Description CodefEnt| Amount | PC Units Weight A
P g
E |700 502 X |1 |1/28/19 |Cuford Church |
E (700 502 X (1 |1/28/19  |Oxford Church contribution
D|700 1501 X |1 |1/10/19 |Personal Bank Ac Type | V|
O (700 1501 |X |11 1140419 |TCM Schools Gross Pay
O (700 1501 |X |1 1140419 |TCM Schools Health Insurance [ Bank [ Advanced |7
E (100 1007 (X |1 14249 | lowa Light Co N I:l
umber [~ Ad d | ?
E 100 [1007 (X |1 [112/19 |lowa Light Co Famn Juice vanees <
Elwoo |1007 |x|1 [1/1219 |lows Light Co Home Juice Date | v| | v]
E 100 |1008 0 142819 |GIE
E (100 1008 |X |1 (1/28/19 |GTE Farm Phone Vendor |Iowa LightCo v| [ 1099 vendars only
E (100 008 |X |1 |1/28419 |GTE Home Phone
D 100 2004 0 130419 Famers State Ba Fri thru || dvanced L7
D100 (2004 (X |1 |1/30.19  |Central Foods Raspbermies Description | v|
O (100 2004 |X |1 |1/30A19 |Central Foods transportation
E 100 (1047 |% |1 |1/24/19 |Op Note #2392 Enterprise Profit Center
E (100 1047 |X |1 |1/24419 |Op Note #2392 Loan Payment A i |:|
E 100 [1047 (X |1 [1/24719 |OpMNote #2352 | irterest meun
E (100 1048 (X 1 1424419 | Op Nete #7629 - .
= P b b Case-sensitive selecting [
E (100 1048 |X |1 |1/24/419 |Op Nete #7629 Loan Payment 9
E (100 1048 |X |1 |1/24/419 | Op Note #7623 Interest \/ oK x Cancel Reset
E 100 1049 (% |1 (144419 |Larkn, Jemy
E 1DI} 1D45' X 1 1/4/19 Larkin, Jemy Feeders purchasec
E 13015 Moman Butters Tou wcn M.wg o - 1 — L) p—
I--I-- oP | 0l O[NEEN
View by |Entry Order ~ || Select. |JALL Edit B Close

This screen is showing the results after the “Browse transactions” was clicked on or by clicking on the

pair of glasses icon. b You get to the “Browse select” screen by clicking on the Select button at
the bottom of the “Browse” screen. After filling out the information you know is in the entry you want
to find, you click on the OK button and any transaction that contains that information is listed in the
browse window.

NOTE: Not ALL fields need to be completed. As shown above, only the Vendor “lowa Light Co”
was selected for the browse. IF you selected Type=Income, all income transactions would be shown.
IF you selected Code=401, all entries entered using code 401 would be shown and etc.

To edit any of those transactions, you double click (click twice rapidly) on that entry and it brings up
that entry on 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. You can also right-click on the
selected check or deposit and choose “delete transaction” or simply hit Ctrl+D on your keyboard.
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Backing Up Your Data

Whenever you finish a PcMars session, the program asks if you want to back up your data. Once you
answer “yes”, the Backup Set(s) of Books screen will come up.

Ied* Backup Set(s) of Books

Selectal | Deselectal | vYear |ALL  ~| Sorthy |Books  =|  Refresh

& Zip backup ) [{
B

gﬁ::ifs Year [Business Mame Yersion Eg{:fmd Flus ;c'i:\; ig Twpe
_|ELLI 2014 |Eli 2400 11/24/14 14,
_|FARMBOOK 2014 | Tom Johnson 2400 12/4/14 IL
_|HALEY 2014 haley 2400 12/23/14

KEMNT 2014 |Kent 2400 12/2/14

Sample Farms

_|SAMPLE 2014 |Sample Farms 2400 1/6/15
_|TLE 2015 |tle 2400 12429414
_|TLE 2014 |tle 2400 12/18/14

TRACY 2014 | Tracy 2400 1242414

=]

Selectthe Set or Sets of Books wou wish
to backup on the |eft side of this window.
Use Cirl-Click to select multiple Sets of
books or Shft-Click to select a range.

The Zip Backup method using a memory stick or flash drive is the suggested method. This option
allows you to compress your set of books and email them to your consultant/field person. They can
then restore them to their computer, make changes/edits and then email those books back to you within

minutes.

Highlight the set of books you want to back up (usually the one you were recently working in will be
highlighted already). You can also choose to “Select all” of your books or just choose certain books by
using the Control key on your computer to select multiple sets of books or the Shift key to select a
range of books. After selecting the books you are wanting to back up, click on Zip Backup. You will
then need to select the drive letter assigned to your memory stick/flash drive in order for your books to

be backed up to that memory stick/flash drive.
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Conclusion

We hope that this booklet was informative enough for you on how to set up your books. To get more
detailed information on how to handle some more of the difficult entries, see the Beginners and
Advanced Booklets. 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 ever
find that you need extra help. Here are the technical support areas available to you.

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 — available at pcmars.com.
2. E-mail Support — available at support@pcmars.com
3. Phone Support — 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 https://pcmars.com/support/ and then clicking on
=>» View Our Support Policy

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!
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