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|

eme 0
CCOUNTING Management Window (AC)

hart of accounts, Financials, Trial Balance, Transactions, Journal Entries

c

DST CODES Management Window {CC)

st Codes, Master Pricing, General Matls and Labor Check Lists

Jd

BS Management Window (JO)

il
VE

b= and Job Lists
NDORS and PAYABLES Management Window (AP)

e
Cu

fdors, Lists, Payables Transactions, 1099's, Waivers, Insurance Audits
ETOMERS / PAYORS and RECEIVAELES Mgt Window (AR)

Pa
BA

ors or Customers, Lists, Receivables Transactions, Invoices, Statements
NEING Management Window (BA)

Ba

Account Balances, Reconciliations, Bank Ledgers, Deposits, Checks

PAY

OLL Management Window (PM)

Emmn|
CON

loyees, Lists, Payroll Processing, Was, 941, Unemp., Other PR Reports
TACTS, Labels, Letters, Etc. Manacement Window (CIN)

Con

LaTaTe

aCts, Lists, Labels, Letters, Pogifards, and Activity Reports

FTRITTAT T /T

Use toolbar buttons to print variou
types of Contact Lists reports.

To print lists of Contacts OR to export lists of

contacts to an Excel spreadsheet, type ‘CLI" into

the Index field on the Navigation/Home window.

OR, click on the Contacts link under the Manage-
ment Window, and use the Contact Lists button on

the window that opens.

On the ‘Contacts Lists - Criteria and

Reports’window, use the ‘From’and
‘To’fields to select the contacts or
other criteria to display in the list
window. Click the ‘View All' button

to show all contacts.

See next page for information

about exporting lists to an Excel
spreadsheet.
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To make changes to the Contact's setup record, Double Click on the Edit Field for a Contact in the list below,

Contact I | Edit | end/Emp | Payar | Mame | Type | Source Contact Names -~
L ALAMOTITLE | Edit | ALARC TITLE CORAPAMY P QR TABLE Payors Table
| |AMEX Edit (1 | AMERICAN EXPRESS SLPPLIER “endor/Emp Takle Americ__|
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Record: 14 | 1 b ] of 142 1 b




EXPORT LIST DATA TO AN EXCEL SPREADSHEET

You can save the list data by clicking the button labeled ‘Save As Excel Spreadsheet’.
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NOTE TO REMOTE USERS:

IF you save a file to ‘My Documents’ on the Remote Server, you will not be able to open it until it is downloaded to
your own computer. Please follow the instructions in the ‘Remote User Guide’about downloading files from the serve
to your own computer.

IF you navigate to your own computer to save the file, then downloading as mentioned above will not be necessary.
HOWEVER, it CAN be faster to quickly save to My Documents on the server and then download later. This will
avoid waiting for the program to calculate AND download at the same time.



