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Select menu option 1030 to work with the Work with Elements File. 
 

 
 

 
Once into the Work with Elements option you will see the elements that you have created on the 
system. If you have not been into this menu option before or you have never created any elements 
you will not see anything listed at this point. 
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Adding an Element 

 
Once in the Work with Elements option, press the F6=Add key to add a new element to the system. 
  

 
 
 

After the information is entered for this element, press enter. You will see a message at the bottom of 
the screen; press enter again to continue. 
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You will see that the new element you added is now in the system. 
 

 
 
 

Changing an Element 
 

Place a ‘2’ next to the element that you would like to change and press enter. 
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Change the information for the element, and press enter. You will see a message at the bottom of the 
screen; press enter again to continue. 
 

 
 
 

You will see the information has been changed for that element. 
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Copying an Element 

 
Place a ‘3’ next to the element that you would like to copy and press enter. 
 

 
 
 
 

Change the information that needs to be changed for the newly copied element and press enter. You 
will see a message at the bottom of the screen; press enter again to continue. 
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You will see the copied element has been added to the system. 
 

 
 
 

Deleting an Element 
 

Place a ‘4’ next to the element that you would like to delete and press enter. 
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You will see a confirmation screen for deleting the element. Press enter to go ahead with deleting the 
element, or press F3 or F12 to cancel the deletion. 
 

 
 
 
 

By pressing enter you can see the element has been deleted. 
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Adding Multiple Elements – F8 key. 

 
Once in the Work with Elements option, press the F8=Multiple Add key to add new elements to the 
system. 
 

 
 

You will see the screen to enter information for the new element. Once you enter the information 
press enter, that element has been added. You will continue to get the add screen to add more 
elements to the system. Once you have added all of the elements you need to add, press F3 or F12 to 
return to the main Work with Elements screen. 
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Printing Elements – F21 key. 

 
Once in the Work with Elements option, press the F21=Print key to print a list of elements that are in 
the system. 

 

 
 
 

You will see the screen that will allow you to specify the elements you would like to print. You have 
the ability to print the elements based on a range (From and Thru) for each element position. If you 
would like all elements to print, leave the ranges blank. Once you have the report options set the way 
you want the report to print, press F11 to run the report. 
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Select menu option 1050 to work with the Work with Chart of Accounts File. 
 

 
 
 

Once into the Work with Chart of Accounts option you will see the accounts that you have created on 
the system. If you have not been into this menu option before or you have never created any accounts 
you will not see anything listed at this point. 
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Adding an Account 

 
Once in the Work with Chart of Accounts option, press the F6=Add key to add a new account to the 
system. 
  

 
 
 

After the information is entered for this account, press enter. You will see a message at the bottom of 
the screen; press enter again to continue. 
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You will see that the new account you added is now in the system. 
 

 
 
 

Changing an Account 
 

Place a ‘2’ next to the account that you would like to change and press enter. 
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Change the information for the account, and press enter. You will see a message at the bottom of the 
screen; press enter again to continue. 
 

 
 
 

You will see the information has been changed for that account. 
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Copying an Account 
 

Place a ‘3’ next to the account that you would like to copy and press enter. 
 

 
 
 

Change the information that needs to be changed for the newly copied account, and press enter. You 
will see a message at the bottom of the screen; press enter again to continue. 
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You will see the copied account has been added to the system. 
 

 
 

Deleting an Account 
 

Place a ‘4’ next to the account that you would like to delete and press enter. 
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You will see a confirmation screen for deleting the account. Press enter to go ahead with deleting the 
account, or press F3 or F12 to cancel the deletion. 

 

 
 
 

By pressing enter you can see the account has been deleted. 
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Adding Multiple Accounts – F8 key. 

 
Once in the Work with Chart of Accounts option, press the F8=Multiple Add key to add new 
accounts to the system. 
 

 
 

You will see the screen to enter information for the new account. Once you enter the information 
press enter, that account has been added. You will continue to get the add screen to add more 
accounts to the system. Once you have added all of the accounts you need to add, press F3 or F12 to 
return to the main Work with Chart of Accounts screen. 
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Printing the Chart of Accounts – F21 key. 

 
Once in the Work with Chart of Accounts option, press the F21=Print key to print a list of accounts 
that are in the system. 
 

 
 
 

You will see a screen, which will allow you to enter the appropriate report options. Once you have 
the report options set the way you want the report to print, press F11 to run the report. 
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Select menu option 5010 to work with the Vendor File. 
 

 
 
You can access the Vendor file either by name or number. 
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 You will see the vendors that are listed on your system.  
 

 
 
Adding a Vendor 
 
Once in the Work with Vendor option, press the F6=Add key to add a new vendor to the system. 
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After the information is entered for this vendor, press enter. You will see a message at the bottom of 
the screen; press enter again to continue.  

 

 
 
 
 
You will see that the new vendor is added to the system. 
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Printing the Vendor File – F21 Key 
 
When in the Work with Vendor option, press the F21=Print key to print a list of vendors that are in 
the system. 

 

 
 
 
You will see the screen that will allow you to specify how you would like the vendor file printed. 
Once you have the report options set the way you want the report to print, press F11 to run the report. 
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 Menu option 7010 Work with Auditor Vouchers. Menu option 7110 Work with Commissioner 

Vouchers. 
 

 
 
 
 Once into the Work with Vouchers, (either Auditor or Commissioner), you will see the voucher 

batches that you have created on the system. You will see the batches that have a status of either 
suspended or errors.   
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 Adding (creating) a Voucher Batch 
 
 Once in the Work with Vouchers, press the F6=Add key to create a new batch of vouchers to the 

system.  
 

  
 
  
 
 After the information is entered for the new batch, press enter. You will see a message at the bottom 

of the screen; press enter again to continue. 
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 You will see the screen which allows you to enter the voucher transactions for this group. As you 

enter transactions you can press the enter key and edits are performed on each of the transactions in 
the group. Once you have entered all of your voucher transactions press F12 to return to the opening 
voucher screen. 

 
 

 
 
 
 
You will see the voucher batch has been created. You can now work with the group as needed.  
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Menu option 7050 Work with Auditor Warrants. Menu option 7150 Work with Commossioner 
Warrants. 
 

 
 
 
Once into the Work with Warrants, (either Auditor or Commissioner), you will see the warrant 
batches that you have created on the system. You will see the batches that have a status of either 
suspended or errors. 
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 Adding (creating) a Warrant Batch 
 
 Once in the Work with Warrants, press the F6=Add key to create a new batch of warrants on the 

system. 
 

 
  
 
 
 After the information is entered for the new batch, press enter. You will see a message at the bottom 

of the screen; press enter again to continue.  
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 You will see the screen which allows you to select the warrants for this group. Once you have made 

your selections press F12 to return to the opening warrant screen. 
 

 
 
 
 
You will see the warrant batch has been created. You can now work with the group as needed. 
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Menu option 7210 Work with Manual Warrants/Voids/Corrections.  
 

 
 
 
Once into the Work with Manual Warr/Voids/Corrections, you will see the batches that you have 
created on the system. You will see the batches that have a status of either suspended or errors. 
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 Adding (creating) a M/V/C batch 
 
 Once in the Work with Manual Warrants/Voids/Corrections, press the F6=Add key to create a new 

batch on the system. 
 

  
 
 
 
 After the information is entered for the new batch, press enter. You will see a message at the bottom 

of the screen; press enter again to continue. 
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 You will see the screen which allows you to enter the transactions for this group. As you enter 

transactions you can press the enter key and edits are performed on each of the transactions in the 
group. Once you have entered all of your transactions press F12 to return to the opening M/V/C 
screen. 

 

 
 
 
 
 
You will see the batch has been created. You can now work with the group as needed. 
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 Menu option 6710 Work with Receipts. 
 

 
 

 
 
Once into the Work with Receipts you will see the receipt batches that you have created on the 
system. You will see batches that have a status of either suspended or errors. 
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 Adding (creating) a Receipt Batch 
 
 Once in the Work with Receipts, press the F6=Add key to create a new batch of receipts to the 

system. 
 

  
 
 
 
 After the information is entered for the receipt batch, press enter. You will see a message at the 

bottom of the screen; press enter again to continue. 
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 You will see the screen which allows you to enter the receipt transactions for this group. As you enter 

transactions you can press the enter key and edits are performed on each of the transactions in the 
group. Once you have entered all of your receipt transactions press F12 to return to the opening 
receipt screen. 

 

  
 
 
 
You will see the receipt batch has been created. You can now work with the group as needed. 
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 Menu option 4010 Work with Journal Entries.  
 

  
 
  
 Once into the Work with Journal Entries, you will see the journal entry batches that you have created 

on the system. You will see the batches that have a status of either suspended or errors. 
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 Adding (creating) a Manual Journal Batch 
 
 Once in the Work with Manual Journal Entries, press the F6=Add key to create a new batch of 

vouchers to the system. 
  

  
 
 
 

After the information is entered for the journal entry batch, press enter. You will see a message at the 
bottom of the screen; press enter again to continue. 
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 You will see the screen which allows you to enter the manual journal transactions for this group. As 

you enter transactions you can press the enter key and edits are performed on each of the transactions 
in the group. Once you have entered all of your manual journal entries press F12 to return to the 
opening journal entry screen. 

 

  
 
 
 

You will see the journal entry batch has been created. You can now work with the group as needed. 
 

 
 
 
  
  


