SPECIAL PCMARS 2.1 FEATURES

RECURRING TRANSACTIONS

Recurring transactions are any transaction that repeats weekly, monthly, etc. to the same
vendor, but not necessarily the same “amount”. It can be anything from an automatic withdrawal
to apaycheck deposit.

Once you have entered under “ Setup” the type of “recurring” transaction, PcMars will
remind you to make “recurring” transactions on the prescribed day. These transactions can be
selected by month or week. In this example “month” and the 28" day have been chosen for three
recurring transactions.
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When the 28" day of each month comes along, this screen will pop up and ask if you
choose to “add” the transactions that are scheduled for the 28th. Y ou have the choice at that time
toclick “yes’, “no” or “quit asking”. 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.
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REUSE (Linking to Past Year)

The “reuse” button is atime saver to “reuse” information entered in a previous
transaction so you don’t have to re-enter all the same pertinent data. This button is not new to
PcMars, however, we have added a new feature to this function to allow you to “reuse’
information in atransaction from a “previous year”. So the reuse screen has a new option noted
below.

Checksfexpense =
Bank Account 100 | Farmers State Bank éBalance $17.96967 W Save F1D|

172307 !D:-ast To Coast §4EIU _
1/23/07  |Coast To Coast 4 |GEM | oil % grease

=
[lw}

FEEEER

=

Vihen you click on this box,
transactions in the previous year (e
will show up for you to "reuse”.

E

|

; Yendor Fri a| Previous
mewbleate 'I Match ¥ M”Dor:th!S ,; vem T |Peuse « anncell

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

In order to make the reconciliation process easier when reconciling “previous years
transaction”, we have added a new feature to the reconcile screen. Y ou can reconcile
transactions from the previous year set of books by checking this box. If alink 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. Then you can reconcile transactions from the
previous year, defaulting to the last statement period of the previous year (i.e. “ post-December”).
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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.
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EDITING PAST YEARSDATA

When you need to “edit” datain your previous years set of books, you just need to follow
the following procedure.
1. When you have your “current” year set of books open, click on “File’
2. Click on “Go to previous year Set of Books’
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3. Thiswill bring up the following screen with your “last years set of books’ already
highlighted. Click “OK”. Thiswill take you directly to your “previous years’ set of
books where you can edit, change, delete, add transactions to that set of books.
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4. After you have finished making any changes/correctionsin your last years set of books,
you will click on “File”. The option you have now is“Return to current year Set of
Books”.
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5. When you choose that option, you will be asked the following:
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This screen isletting you know that there may have been changes that affect those balances and
whether or not you wish to carry those balances over. Y ou will notice that you have the option
to “Print areport listing the changes made”. If you choose to print areport, you will receive a
report showing ALL the beginning balances for the assets/liabilities “before” you made any
changesin 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.

Y ou can also find this same “ Carry over balances’ screen under the “ Utility” feature of PcMars.



REVOLVING CREDIT

Revolving credit transactions have been in PcMars for quite awhile, however new now is
the ability to have an “income” transaction. Revolving Credit transactions are usually used to
enter any type of credit transactions. The primary purpose of thisisto track expenses paid
through arevolving credit account, but can aso be used for credit cards or other loan
instruments. It issimilar to a check except that the money is coming from a credit account rather
than a bank.
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Credit transactions are normally expense transactions, but now 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.
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