ACCOUNTS RECEIVABLE SYSTEM ARR/ARS
INSTALLATION AND OPERATING INSTRUCTIONS

*Keep these instructions for reference and training new personnel.

STARTA-SYSTEM® CONTENTS
25 Sales and Cash Received Journals
50 Accounts Receivable Ledgers
200 Double Window Envelopes
100 Deposit Slips

300
625 or 1250 Statements

1 Folding Pegboard
Receipts (Optional)

HOW TO BEGIN

1. Check your order. Verify the imprint
information is correct on your statements.

2. Place the folding pegboard on your desk so
clamp is at the left. The pegboard will open to
the right.

3. Place one journal on the pegboard. The
highlighted peghole on the journal should be

placed on the first peg of the Pegboard.
PREPARING THE JOURNAL:

1. Enter the Month and Sheet Number in the
spaces provided at the top of the journal.
(See A of illustration 1)

2. Inthe heading area at the top of the journal,
enter the expense categories used most often.
(See B of illustration 1)

3. Enter the account number for each expense
category. (See C of illustration 1)

PREPARING THE LEDGER CARDS AND
STATEMENTS:

1. Type or write the Name, Address, City and
State on the customer's statement. Repeat this
step on the ledger card. (See D of illustration 1)

2. Carry balances forward to the Balance column
of the new statement. (See E of illustration 1)

) ILLUSTRATION #1




RECORDING SALES:

* If you use separate journals, use the Sales
Journal to record Invoices.

. Select the customer’s ledger card and 5. The previous figure in the Balance column on
statement for the first sales slip or invoice to the statement should be entered on the ledger
be posted. card in the Previous Balance column for the

. Place the customer statement on the i postling. Ifthe customer did not have a
pegboard. Be sure the first writing line of the pSrevlo;s fb.ﬁ ance, entzer zero in this column.
statement aligns with the first writing line of the (See;B of lllustration.2)
journal. 6. Copy the customer's name from the statement

. Slide the ledger card under the statement until S Iterfiggr carcli tosthegu?t_lclnmer l\_lamg column
it rests against the pegs. The first writing line on the journal.(S6eiC of lliustration 2)
of the ledger must align with the first writing 7. Distribute the invoice amount to the
line of the journal and statement. appropriate Sales Distribution column(s). (See

. From the sales slip or invoice, enter on the D ofillustration 2)
statement the Date, Reference 8. Remove the ledger card and statement. Place

Number, and Description (i.e. Invoice
Number). Enter the Amount of the invoice in
the Charge column. Extend the new balance
to the Balance column on the statement. (See
A of illustration 2)

* NOTE: The Reference Number indicates the
type of journal and the page and line number
where the transaction is posted. Therefore
S/R-1-8 indicates a combination Sales and
Cash Receipts Journal, page 1, line 8.

the customer statement in a double window
envelope for mailing.

Repeat steps 1-8 for each charge slip or
invoice.
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ILLUSTRATION #2



RECORDING RETURNS AND CREDITS:

1

For form alignment, follow steps 1-3 under
Recording Sales.

Enter the amount of the return or credit in the
Credit column on the customer statement.

The balance on the statement must be
reduced by the amount of the credit. If the
customer's balance was zero, bracket the
figure in the balance column to indicate a
credit balance. This figure must also be
bracketed in the Distribution column to indicate
a negative balance.

RECORDING CASH RECEIPTS:

1.

Position the statement and ledger to the next
available writing line on the journal.

Note: It is recommended that you leave a
blank line between each set of charges and
payments.

Enter the Date, Reference Number,
Description (check number) and amount of the
payment in the Credit Column on the
statement. (See A of illustration 3)

The balance column should reflect the
previous balance less the amount of the
payment. (See B of illustration 3)

The previous figure in the Balance column on
the statement should be entered on the ledger
in the Previous Balance column for the current
posting. (See C of illustration 3)

Distribute the cash received amount to the

Cash in Bank column. A Deposit Slip may be
used in this column to facilitate preparation of
the bank deposit slip. (See D of illustration 3)
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PROVING THE JOURNAL:

[

Total all columns and enter the amounts in the
next to the last line at the bottom of the journal.
(See A of illustration 4)

Add the total of the Previous Balance column
(Col. 4) to the total of the Charges (debit)
column (Col. 1). This sum total less the total of
the Credit column (Col. 2) must equal the total
of the Balance column (Col. 3). (See B of
illustration 4)

Add the Totals This Page to the totals from the
previous journal page to determine Totals To
Date. Carry the Totals To Date forward to the
next journal.
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ACCESSORY ITEMS AND ADDITIONAL
OPTIONS

RECEIPTS:

A receipt will give you and your customer proof of T
payment. Receipts may be used with or without j ‘ :
the statement. 1 _

DEPOSIT SLIP:

A Deposit Slip may be used on the Cash In Bank
column to facilitate preparation of the bank

deposit slip.

DOUBLE WINDOW ENVELOPES: (‘“ = J g |
Your company name and address is positioned | Wik Smith °| '
on the check to show through the top window as a . ”53”'?’?;'%@ £ -
return address. The payee name and address gl | |
shows through the bottom window providing the ]
mail to information. | -

EQUIPMENT:

Posting trays and indexes are available to
alphabetically store Accounts Receivable
Ledgers.

Post binders are available for storage of
completed journals.

PERSONALIZED DEPOSIT TICKETS
Compliments any Check Order

AVAILABLE:

SINGLE TRIPLICATE

Form No. WDT-100 Form No. WDT-100-NC-3

244# White MICR Bond Part #1-26# White NCR-CB

Padded in 50's Part #2-17# Canary NCR-CFB

Minimum Qty.=250 Part #3-15# Pink NCR-CF
Minimum Qty.=250

DUPLICATE

Form No. WDT-100-NC-2
Part #1-26# White NCR-CB
Part #2-15# Pink NCR-CF
Minimum Qty.=250
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