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INTRODUCTION

Mission Statement — Our goal at The Back Office is to provide high quality, highly functional software that
enables users to be more productive, more competitive, and most importantly more profitable. Keeping in
mind that our software handles critical business functions, we at The Back Office design all our software to
be flexible, stable and reliable. We stand behind our products and are confident they will meet or exceed
expectations.

What is Cash Drawer?
Cash Drawer allows users to quickly and easily count down their cash drawer at the end of each business day

or multiple times through out the business day if they choose to set up the shift option.

What is Cash Drawer for QuickBooks?

Cash Drawer for QuickBooks allows users to quickly and easily count down their cash drawer at the end of
each business day or multiple times through out the business day if they choose to set up the shift option and
transfer their information to QuickBooks with the click of a button.

Who is The Back Office, LLC?

The Cash Drawer was written by a CPA (the founder of The Back Office) and is supported by accounting
professionals who have experience with automotive industry accounting issues. We pride ourselves on
superior customer service and support and we will be with you to provide ongoing technical support.

What kind of support is offered with Cash Drawer?
THE BACK OFFICE prides itself on superior personalized customer support for all of our products.

Installation, setup, and configuration will be provided by your Z.0. =ctex=™ distributor. We will provide
you with ongoing technical product support as you need it.

How can | reach The Back Office if | have questions?
We can be easily reached toll free at 1-866-964-9699. You can also email us at billf@tboffice.net, fax us at
515-964-5779 or check out our website at www.tboffice.net.
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CHAPTER 1 - Basic CASH DRAWER Setup
There are four basic steps involved in the setup of Cash Drawer:

1) Installing Cash Drawer

2) Registering Cash Drawer

3) Set up and configuration of Cash Drawer

4) Set up of additional users

Installing Cash Drawer:

Put the Cash Drawer CD in the proper drive, the screen shown below will appear.

for QuickBooks Full Install/Update to begin installing the program.

The Back Office Install CD

=.0. Wrcter™

CASH DRAWER SETUP

Click on Cash Drawer

3

Powered By The Back Office:

3

Accounting Link Professional (Full InstalllUpdate)

Accounting Link is an easy-to-use software program that allows users to integrate

R O. Whriter into their accounting system. The Accounting Link acts as a bridge,
sending information from the point of sale to the accounting system — saving valuable
time and eliminating errors.

Quick Reference Guide User Manual

3

@;;:t_‘.'rawer or Cash Drawer for Quicmml! Instal/Update)
_ llows users to guick iy count down their cash drawer at the
end of each business day and optionally send information to QuickBooks with a click

of a button

Quick Installation Guide Quick Reference Guide User Manual

&

OTHER Applications:

Access 2000 Runtime
Install if you do not already have Microsoft Access 2000 on your PC.

Note: If MDAC, Jet 4.0 and Visual Basic Runtime are not current the program will prompt you to install

them. Once this is done it will make you restart the setup.

4
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Next you will be prompted through several Cash Drawer install/setup screens. The following is a
chronological list of those screens. See attached document for install/setup screens.

1.

2.

8.

Cash Drawer Setup — This a welcome screen. Click Next to continue.

License Agreement — Click in the appropriate box if you agree to the terms of the agreement
and then Next to continue.

User Information — Prompts you to enter your name and the company’s name. Click Next
after entering this information.

Installation Folder — the folder the program will be stored in. Click Next to continue.

Shortcut Folder — Shows where the shortcut to the program will be saved. Click in the
appropriate box if you want the shortcut to be available to all users or just the current user.
Click Next to continue.

Ready to Install — Click Install to begin the installation.

Installing Cash Drawer — The program will begin its installation. A progress indicator will be
displayed as the program installs.

Installation Complete — Installation is done, click Finish to end.

Registering Cash Drawer:

In order to use Cash Drawer you must register it. Registering the product allows you to keep users up-to-
date for support and maintenance purposes. To register, open Cash Drawer and go to the Help menu at
the top of the screen and choose Register (Figure 1.1).

To open the Cash Drawer program do one of the following:

a) Double click on the icon on your Windows desktop.

Cash Drawer

OR
b) Click on the Start| 1 itton in the lower left corner of the screen.
. sxa| Programs r L
Click on the ‘j option in the Start menu.
Click on the = TEOffice ¥ option in the Programs menu.

Click on the Cash Drawer option in the TBOffice menu.

CASH DRAWER SETUP
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Cash Drawer for QuickBooks

CASH DRAWER SETUP

The registration screen will appear (Figure 1.2).

File Configuration ?:?F'aidl Help
- T
Finalize Thru Reports
11,/1/2004 - 8 pdat®  )pening D aily Drawer Over/ Deposit W Deposit Ticket
CASH AND 0 About alance Activity Total Short Total W Sales Summary
Select r];g> CASH 0.00 0.00 0.00 J 0.00 0.00 J ¥ Checks OnHold
Finalized Crl=ERE] 0.00 0.00 0.00] /| 0.00 000] 0| | Sales Detai
(Figure 1.1)

= Registration

CUSTOMER INFORMATION

COMPARY: |Automotive Lser

COMNTACT: [Jog Cwner

ADDRESS: |123 Any Street

ADDRESS:

ourtoen

(111)111-1111
yoLrernail@y ourisp, com

CITY:
PHOME
EMAIL:

LICENSE AGREEMIENT

STATE:
FaX:
DISTRIBUTOR:

Us | zip: [12345-6789

(2Ea)2zz-z222

our Distributor

This form is used to Register 'CashDrawer® for use. Once registered you have 30 days to evaluate
CashDrawer. Please complete the 'CUSTOMER INFORMATION' below, review and accept the 'LICENSE AGREEMENT' and
click the 'REGISTER" button. Once your registration has been processed click the "UNLOCK' button to fully unlock.

PRODUCT INFORMATION
PRODUCT MAME: | . |
WERSION: | |

DAYS REMAIMING: [1 |

SOFTWARE CODE: [ALCD2-7827-2061-0951-4]

REGISTER CODE; | - |

STATUS

Thiz iz a full version of CashDrawer,

view | & ACCEPT  ACCEPTED BY: |Your Mame |
O DECLINE DATE 11/08/04

Register| UnLock | Prirt: ‘

12:08:24 PM | 11/8/2004

(Figure 1.2)

Enter all of the Company and Contact information in the appropriate fields, and then select the Accept
option in the lower left corner of the screen. You can click on the View button to view the full license
agreement. Fill in the “Accepted by” name and date. Make sure that you use a valid email address that
you can check from the computer you are installing the program on.

Verify that you are connected to the Internet and click the M icon to send the registration
information to THE BACK OFFICE. The Status screen will display the progress of the registration.

Once you have completed these steps, a verification email will be sent from THE BACK OFFICE to
the email address that was entered in the Registration screen. This email verifies that you have attempted
to register the product. Once the order has been confirmed with the reseller you will receive email
notification with instructions on how to unlock the product.
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Set up and configuration of Cash Drawer:

The following steps involve setting up your store information and configuring the product.

To begin, select the Configuration menu at the top of the screen (Figure 1.3). Select Setup from the list.

Sx Cash Drawer for QuickBooks E“§||g|

Configuration i Out Help

1 Maintain Users

T T ] Reports

=l Setup Opening Daily Drawer Over/ Deposit [# Deposit Ticket

W AND CHECKS Balance Activity Total Short Total W Sales Summary

Se Fefrach 0.00 0.00 0.00] 7| 0.00 000 | ||™ checks on Hold

— ¥
Finalized | A5 0.00 0.00 0.00] | 0.00 000 | | Ssles Detail

(Figure 1.3)

The Cash Drawer Setup Screen will appear (Figure 1.4).

“& Cash Drawer Setup

R.O. Writer Yersion Drawer Setup
Type: | Open Balance: 100.00
File Mame: Target Balance: 100.00
Passward: [ Wwindows & DOS BeginDate  [11/1 /2004 |
Path: |
Email Setup
[ Enable Email
=
Options
[ Allowe Shift Credit Cards Accounting Link
[ Allow Paid In/0ut [ Auto Complete Drawer | | Location D [ Upload
[ Allovs Adjust Check(s] || 1~ auto Complete Deposit |
[~ Allow Hold Check|[z) £ Bath
™ Allow Edit Payment]s) AP e
[ Force Cazh Count |
[ Enable O |
Test Clags
Sales Tax Yendor ﬁ Cloze
(Figure 1.4)
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There are seven (if you are using Cash Drawer for QuickBooks) areas of configuration and setup.

1. Z2.0. Wnriter ™ Version

You need to direct Cash Drawer to read information from the current 2.0. 2/zézer ™ database you
are using (Figure 1.5)..

By clicking on the J| icon next to the Type: field you can browse to your Z.&. Wrcter ™

database. If 2.0. WWrcter ™ is already installed click on the _setostauts | ) von and the
program will go out and automatically find the Z.60. ‘rcze=™ database.

“= Cash Drawer Setup

.CI. Writer Version Drawer Setup
Type: | et Defaultz Open Balance: 10000
File Mame: Target Balance: 100.00
Passward: fo Windows (" DOS || BeginDate  [11/1/2004 =
ath: M
(Figure 1.5)

2. Drawer Setup
Next go to the Drawer Setup section to set your opening and target balances (Figure 1.6).
e The Opening Balance is the amount in your cash drawer when you start using the product.

e Set the Target Balance to the amount usually left in the drawer to start the next day with
(setting the target balance is simply a default value and can be adjusted daily).

e Inaddition, set the date you would like to begin processing data with the Cash Drawer.

“= Cash Drawer Setup

R.0O. Writer Version rawer Setup

Type: | et Defaults | Open Balance: 100,00

File Mame: Target Balance: 100.00

Password: f+ Windows (" DOS | ABeginDate  [11/1./2004 ~

Path: | [
(Figure 1.6)
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3. Email Setup

This section allows users to configure the Cash Drawer to send an email with the summary

reports attached to a specified email address(s) (Figure 1.7). If you click on the an Defaults
button the program will go out and find your outgoing mail server if you have email set up in

&.O. Wnrcter™ otherwise you will want to fill this information in.

Next you will want to fill in the distribution list; this is a list of all the people you wish to send the
summary reports to.

Email Setup

[v Enable Email Set Defaults | Clear List | Remaove tem
Outgaoing Mail Server: Distribution List

Ermail Address:

[ Usze Passwaord Authentication

(Figure 1.7)
4. Options

The Options Section (Figure 1.8) allows users to choose different options to enable. Detailed
procedures on how each option is used in daily processing can be found in Chapter 2 (Page 13).

o [ AlowShit _ Allows users to keep track of cash collected during different shifts
throughout the day. Every time information is processed, a shift number will be attached.

o | AlowPadIn/Dut  _ Allows users to add paid in and paid out transactions.

o [ AllowAdiust Checkls] _ Allows users to adjust the total amounts received via check.

o [ #llowHold Check(sE  _ Allows users to hold checks in the drawer and thus keep them
undeposited.

o [ itllowEdtPayment(sE _ Allows users to edit payments.

o [ FocelashCount _ Forces users to count the amount of each type of bill and coin
collected.



User Manual CASH DRAWER SETUP

To enable any of these options, click the box next to the specified option.

Options

[ Allova Shift

[ Allow Paid InA0ut

[ Allow Adjust Check]z]
[ Allow Hold Check[z]
[ idllowe Edit Payrnent]z}
[ Force Cazh Count

(Figure 1.8)

5. Credit Cards

The Credit Card options are related to payments received via credit cards and how they are treated
in the Cash Drawer (Figure 1.9).

o | AutoComplete Drawer _ Aytomatically adds the amount collected in credit cards to the
Drawer Total.

o | AutoComplete Deposit _ Aytomatically adds the amount collected in credit cards to the
Deposit Total.

o [ AllowEdtDrawer _ Allows users to edit the amounts collected in credit cards.

o [ AlowEdtDeposit _ Allows users to edit the amount of credit card charges deposited for
the day.

To enable any of these options, click the box next to the specified option.

Credit Cards
[ Auto Complete Drawer

[ Auto Complete Deposit
[ Allow Edit Drawer
[ Allow Edit Deposzit

(Figure 1.9)

6. Accounting Link

This setup step is optional and will be set up by THE BACK OFFICE. Technical support is
available to assist users with this step and can be reached at 1-866-964-9699. Users can configure
Cash Drawer to interface with Accounting Link (Figure 1.10). This can make keeping track of
adjustments and petty cash in their accounting system easier.

10
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The Location ID and Export Path boxes help you map information from the Cash Drawer to the

Accounting  Link. Click the ] button under Export Path to browse to the
TBOffice\TBOLIink\Data folder.

Accounting Link

Lacation D [ Upload

E wport Path

(Figure 1.10)

7. See APPENDIX C for set up of the QuickBooks section.

Set up of Additional Users:

The Cash Drawer allows for the setup of additional users and passwords.

e From the Cash Drawer Main Screen, select Configuration, then select Maintain Users
(Figure 1.15).

% Cash Drawer for QuickBooks

CEonfiguration E:?F'aidl Out Help

4 5 ﬁ Maintain U zers ]

| o |/ T T ] Reports

m '-'Sah.m._.-# b Opening Dai_ly_ Drawer Over/ Deposit ¥ Deposit Ticket
. ta  Fezel AND CHECKS Balance Achivity Total Short Total W Sales Summary
E

| = Frefiesh 0.00 0.00 0.00] | 0.00 ooo] 7| || Shecks OnHoid

k. .

Finalized i (5) 0.0o 0.00 0.00| | 0.00 000 | | Sales Detai

(Figure 1.15)

The Users screen will appear (Figure 1.16) and you can begin adding additional users.

o Enter a User ID (three characters), Description and Password for the additional user.

o If you want the user to have Admin rights, click on the box next to Admin at the bottom of
the screen. Users with Admin rights will have access to the configuration and setup screens
while users without Admin rights will only have access to the Cash Drawer, Sales
Summary, and Transaction Log screens.

« If you want the user to have exporting right, click on the box next to Export at the bottom of
the screen. Users with Export rights will have access to export information from Cash
Drawer to QuickBooks.

11
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SELECT Lser

TBO - Administrator

CASH DRAWER SETUP

~USER SETUP
Clear | Save | Delete |

Uszer D

Description |
Password |

TEO

24685 PM (11124200

(Figure 1.16)

12
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CHAPTER 2 - Accessing CASH DRAWER

Opening Cash Drawer:

To open Cash Drawer do one of the following:

e

a) Click on the Cash Drawer con on your Windows desktop.

OR

b) Click on the Start| 1y itton in the lower left corner of the screen.

Click on the j oA ’ option in the Start menu
p .
Click on the = TOffice ¥ option in the Programs menu.

Click on the Cash Drawer option in the TBOffice menu.

Logging into Cash Drawer:

To open Cash Drawer you must enter a UserID and password in the “Security Check” screen that displays
then the program starts (Figure 2.1).

UseriD TR~
Passwori |P355W0fd | Cancel|

(Figure 2.1)

e Select a user from the drop down list next to “UserID”
e Type the correct password for that user in the text box labeled “Password”.

Note: The default UserID is “TBO”” and the default password is “password”. The default UserID cannot
be deleted but the administrative password can be changed as needed.

13
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CHAPTER 3 - Daily Transaction Processing

Daily Processing:

Select the date you would like to process from the Finalize Thru menu in the upper left corner, and click the

M button. Selecting a day will gather information from &Z.0. rcter ™ regarding sales,
payments collected and any payables incurred transactions for the selected day(s) (Figure 3.1). You can
either choose a specific date or you can choose today or yesterday depending on what date you are doing
your reconciling.

Finalize Thru

1141./2004 vl

TODAY A
I"ESTERDAY

114122004
11/2/2004
11/3/2004
11/4/2004
11/5/2004
11/6/2004 ol

(Figure 3.1)

Viewing, Interpreting and Editing Information:

The Cash Drawer screen shows users a summary of payment activity (Figure 3.2)

The Opening Balance column represents the amount of Cash, Checks and Charge receipts that
were in the drawer and undeposited at the beginning of the day.

The Daily Activity column summarizes the amounts received from the various methods of
payment as reported by Z.0. Wrcter ™.

The Drawer Total column is the amounts in the Opening Balance column plus the amounts in
the Daily Activity column to represent what should be in your drawer at the end of the day.
Any differences reflect an Over/Short variance.

After counting the actual cash drawer down, enter the amounts of cash, verify checks, and credit
card charges in the Drawer Total column. Any differences will be automatically calculated and
reflected in the Over/Short column.

Notice the user below has entered the drawer total for the cash, checks, and credit cards.

14
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S Cash Drawer for QuickBooks

File Configuration @F’aid Ins0Out Help
Finalize Thru Ca=h Drawer T Sales Summary T Transgs:una | og ] Reports
11142004 - Opening Daily Drawer OwverS Deposit [ Deposit Ticket
CASH AND CHECES Balance Activity Total Short Total W Sales Summary
Select ﬂ:ﬁ> CaASH 100.00 15267, 2E2.67| 7 0.00 152 67 j W Checks On Hold
Finalized CRIZEHE] 0.0y 165.64| [E5.E7] 0.00 166.57] 7|| |# Sales Detai
CREDIT CARDS Ediit Payment v Payments Detail
W Cther Fee Detail
YISA MASTER CRD 0.00 233. 299.08 Doy 293.08 ¥ Charge Detsi
DISCOVER 0.ao 11914 11914 0.00 11914 [V Payskbles Detsil
amMERICAN EXPRES 0.00 24207 24207 0.00 24207
DINERS CLUE 0.00 0. 0.00 0.00 0.00
MIDAS CRED CARD 0.00 0.0 { 000 0.00 0.00 'i.:ré Brirt
ELECTROMIC 0.00 0.00 0.00 0.00 0.00 =
HOLD 0.00 0.00 N 0.00 | 0.00 0.00 _
Finalize
Qﬂ\’_“ GuickB ooks
TOTALS 100.00 978 63 1.078.63 000 978.63 —
ﬁ Cloze
Managers Remarks
TEO Wersion: 2.1.1 =+ C:%Program FilezATBOfficetCashDrawersD atah, n1 0/25/2004 4:05:03 P 1122004 25504 P
(Figure 3.2)

By clicking the 121/ icon next to the cash amount in the Drawer Total column, the Cash Drawer will prompt
users to count bills and coins by type and quantity (Figure 3.3). Admin users can make this procedure
mandatory by enabling the Force Cash Count option in the Setup menu.

“= Cash Count Down |£|
currency
o] Hundreds 0.00
i Fifties n.oo
0 Twenties 0.o0
0 Tens 0.o0
] Fives n.oo
0 ones 0.o0
Coin{s)
0 Halves 0.o0
0 Cluarters 0.o0
i Dimes n.oo
i Mickels n.oo
0 Fennies 0.o0
Total Cash 0.00
[Done |

(Figure 3.3)
15
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By clicking the 121 icon next to the check(s) amount in the Drawer Total column, the Cash Drawer will
allow you to see all the checks entered for that day and make any adjustments needed (Figure 3.5).

Check Listing

SOURCE CUSTOMER AMOUNT

[l TOTAL: 16567

Sales 11/01/04 0045616 KINBACK, BOB Faa3 5411

Sales 11/01/04 0045615 GUTIERREZ, BETTY 8552 21.64

Sales 11/01/04 0045614 GUTIERREZ,. BETTY SEE 21.64

Sales 11/01/04 0045611 CREEL, DR. R478 21.64

Sales 11/01/04 0045605 COFFER. JOHM RE9E 21.64

Sales 11/01/04 0045603 COBE. LESTER E321 12.50

Sales 11/01/04 0045602 JOHMSOM, SHAROM 1234 12.50

Dol olick an Bre dem e the I3 cbeve e ool e /om ﬁcl

ose

(Figure 3.5)
By double clicking on a specific line item you can make adjustments to the check amount (Figure 3.6).

Check Listing >

Check #: 7889
Date: 1140172004

Customer: KINBACK, BOB

FEFFYFETENT DR AR AN ELEVEN (FRTE Amount;
Mema:
| Clear

SOURCE CUSTOMER AMOUNT

[E1 TOTAL: 165.67
Sales 11401404 0045616 KIMBACE. BOB
Sales 11/01404 0045615 GUTIERREZ. BETTY ot 21.64

Sales 11/01/04 0045514 GUTIERREZ, BETTY SEE 21.64

Sales 11/01/04 0045611 CREEL. DR. 5473 21.64

Sales 11/01/04 0045605 COPPER. JOHM 5633 21.64

Sales 11/01/04 Q045603 COBE.LESTER E321 12.50

Sales 11/01/04 0OO045E02 JOHMSOM, SHAROM 1234 12,50

o ook o e e & Be S5 obhoyve fo oot e fem. ﬁ[ﬁl
Dze

16
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(Figure 3.6)

By clicking the 1.2/ icon next to the cash amount in the Deposit Total column, the Cash Drawer will ask how
much cash you would like to leave in the register to begin the next day with (Figure 3.4). The program will
then calculate the deposited amounts automatically.

Cash Deposit Calculation

Haw rivich cash would vou like to leave in the drawer?

Fleaze enter the amount af cash you would like to leave Cancel
in the drawer and the amount of cagh to deposit will be

calculated far you,

(Figure 3.4)
Held Checks:

The Cash Drawer allows users to hold checks from being deposited. Admin users can enable the Hold
Checks option from the Setup menu.

By clicking the 121 icon next to the check(s) amount in the Deposit Total column, the Cash Drawer will
allow you to hold a check (Figure 3.7). The check will continue to be on hold until it is marked to be
deposited at a future date. A list of all checks for the day(s) will appear with the R.O.#, the customers name,
the check # and the amount (Figure 3.7).

CUSTOMER AMOUNT
= CHECKS FOR DEPOSIT
11400/04 0045616 KIMBACK, EOB 7289 5411
11401404 0045615 GUTIERREZ, BETTY 552 21.64
11/01/04 0045614 GUTIERREZ. BETTY 966 21.64
1140404 0045611 CREEL. DR. 5473 21.64
11401404 0045605 COFPFER. JOHM 5633 21.64
11400 /04 0045603 COBE. LESTER E321 12.50
1140 /04 0045602 JOHMSOM, SHAROM 1234 12.50

TOTAL: 165.67

(Figure 3.7)

17
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To put a check on hold simply uncheck the box next to the check(s) you wish to hold back from the deposit.
This will leave the specified check(s) out of the amount deposited for the day. When you have selected the

check(s) you would like to put on hold click the [AARefresh ioon at the top of the screen. All checks on hold

will appear at the bottom of the screen (Figure 3.8). Click the I 5ae/tlese

save changes and exit this screen.

button at the top of the screen to

Check Listing
T Ei5ave/Close

DEPOSIT -7 | AMOUNT

11701404 00456802 JOHMSOM, SHAROM 12.50
=] 11/01/04 00456803 COBE.LESTER
1101404 0045605 COFPFPER.JOHM 5633 21.64
1101404 0045611 CREEL. DR. 5472 21.64
1101404 0045614 GUTIERREZ. BETTY 966 21.64
1101404 0045616 KINBACE. BOB 3839 54.11
TOTAL: 144.02
= CHECKS ON HOLD
| 1101404 0045815 GUTIERREZ.BETTY 2652 21.64
TOTAL: 21.64

(Figure 3.8)

Edit Payments:

By clicking the | EtPayments | ieon in the Daily Activity column, the Cash Drawer allows you to change the
payment type of a payment received. You can do this by double clicking on a specific line item (Figure
3.10).

Payments Received

Payment Type:
Customer: LANPHIER . WENDIE

FRAELVE ENFFARE AN FIFTFY EFANFS .
- WISA MASTER CRD

- |DISCOVER
AMERICAM EXFRES
DIMERS CLUE B

MIDAS CRED CARD

REFEREMNCE SOURCE CUSTOMER ELECTROMIC
Acvance 110104 000519
Paid Out 11400404 A
Paid Out 11400404 M
11./01 /04 5
Cash Cash Sales 11/01/04 0045612  COMIME. TOM a0, 47
Cash Cash Sales 11/01/04 0045613  COULTER. STACEY 1250
Cash Cash Sales 11/01/04 0045617  GOODRUM. JAMICE 19.95
Cash Cash Sales 11/01/04 0045612  GERBER.JOHM 12.50
Cash Cash Sales 11/01/04 0000005 & DURAM 1675
Check 1234 Sales 11/01/04 0045602  JOHMSOM. SHAROM 12.50
Check 5475 Sales 11/01/04 0045611 CREEL. DF. 21.64

(Figure 3.10)
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Paid In/Out:

To access the Paid In/Out screen (Figure 3.11) click on the Paid in/out menu option at the top of the main
screen in the Cash Drawer.

S Cash Drawer for QuickBooks

it E}F‘aidlnfﬂut Help
Ca=h Drawer

File Configura

Finahze Thru

1141./2004 vl

CASH AND CHECKS
SEIECIZ @ E":".SH

CHECK(S]

Finahzed

(Figure 3.11)

The paid infout screen will appear (Figure 3.12). Choose Paid In or Paid Out and a supplier from the Paid
To/Rec’d From window, enter the amount, the date, a description, the payment type, and the “Account” they
would like the transaction changed to. Click Save to record the adjustment. A log of adjustment transactions
will be kept in this screen so users can view them. The effect of the transaction will be added to the daily
summary totals in the main Cash Drawer screen.

Note: After making adjustments users will be required to process the day again so any changes made will be
reflected.

Paid InfQut

= FadO  Padl Fayrent Type:
= al uk aid In |
I—_l CasH -
Faid To/Rec'd From: Dz Uil — Account:
PR ] ] amount (505200505221 =1+l
D ezcription:
|| e | mere | _soe |
DATE TYPE ACCOUNT REFERE___ NAME AMOUNT | DESCRIPTION
Loradide ok o Se Ao i e BEE obove fo ool e e ﬁ
Close
——

(Figure 3.12)
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You can add a new supplier in the Paid In/Out option by clicking the j icon next to the Paid To/Rec’d From
box. The Supplier List screen will appear (Figure 3.13). Type in a supplier ID, this is a short abbreviation to
identify the supplier, next type in the supplier name, click save and then close and you have just added a new

supplier for your Paid In/Outs.

You can also add a new account in the Paid In/Out option by clicking the j icon next to the Account box.
The Account List screen will appear (Figure 3.14). Type in an account ID, this is the account number to
identify the account, next type in a description of the account, click save and then close and you have just
added a new account for your Paid In/Outs.

Supplier ID: [=vF | Account; 123456789 |
M ame: 07 Compar ’.,-—-.J Dezcrption:  [=vE ExP |
\ —
Clear | ﬂ Save | i Clear g Save )‘I

SUPPLER ID SUPFPLIER DESCRIPTION
ExD ExIDE ] MISC SHOP ExP
FST FIRESTOME S05500: 505510 YEHICLE MAIMTEM
MID MIDAS SO5E00;BO5ED3 FREIGHT
P P IMNVEMNTORY IMVEMNTORY

Poehde olick on the dom in e Fif chove fo odit the dem | | Poutle olick on e fam e the il obove fo oo e fem.

ﬁ Cloze ﬁ Cloze

(Figure 3.13) (Figure 3.14)

Sales Summary Screen:

The Sales Summary screen can be accessed by clicking the Sales Summary tab in the main screen of the
Cash Drawer (Figure 3.15).

“a Cash Drawer for QuickBooks

File Configuration E}F‘aidln.-"[lut Help

Cazh Drawer Tranzsaction Log ]

Finalize Thru |

Sales S e
11/1/2004 | ales stmmary cal Fe e

(Figure 3.15)
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The Sales Summary screen (Figure 3.16) allows users to see information regarding Sales, COGS, Profit,
A/R, A/P and other activity as reported by Z.6. 2Wzcze=™ for the day(s) selected.

= Cash Drawer for QuickBooks

File Configuration E:?F'aid In/0Out Help
Finalize Thru Cash Dravver T Sales Summary T Tranzaction Log ] Reports
Sales Summary —
1112004 iy SALES COST GROSS PROFIT W Depost Ticket
Select @ hon Tax  Taxable  Discount Total Stock Mon Stock  Total Profit hargin v Sales Summary
Parts 0oo| 1238068 -1000| 122806 59582 0.00 59582 §3224] 51.45%]|| | W Checks OnHold
Finalized Lakar 855.30 0.0o -5.00 850,30 0.00 0.o0 0.ao 850.30(100.00% v Sales Detail
Sublet 0.00 0.0 0.00 0.00 0.00 0.00 0.0 0.o0)  0.00% v Payments Detail
Fees 0.00 0.0o0 0.00 0.00 0.00 0.00 0.0o0 0.00(100.00% [v Cther Fee Detail
Tatal 85530] 123808] -1500] 207836 59582 00|  sassz] 1.a48254] 71.33%]| [ Cherge Deta
| Payables Detail
Other Charges Payments Summary
Shop Supplies 0.ao Sales  Advances Paid IniOut Receivable Totals
Tax Withheld 10210 Cazh 164 67 100,00 =-112.00 0.00 152 67
Other Fees/Discaurts 00| | Checks 165 &7 000 000 oo 1ESE7 .i“?.@' Prirt
AR Paymentz 0.0 Credit S60.29 100,00 0.00 0.00 GE0.29 =
Credit Charges 0.0o0 Tatal 89063 200.00 -112.00 0.00 978 k3 =l . .
Advance Pay 200.00 Previous Advance Pay 0.0 EEH Finilize:
Paid IOt -112.00 Charges 1,289.83 q, s )
Total Sales and Cther | 2,268.46 Total Payments and Other | 2,268.46 B ) UuickBooks
RO Summary
# Repair Orders: Sale Per RO (o Ta: 103.92| Sale Per RO (wi Tax): 109,02 ﬁ Close
Managers Remarks
TBO Wergion: 2.1.1 G2 C:\Program Files\TBOffice\CashDraweriD atah n‘l 02542004 4:05:03 Pk 1112004 44712 PM

(Figure 3.16)

Transaction Log Screen:

The Transaction Log (Figure 3.17) screen can be accessed by clicking the Transaction Log tab on the top of
the screen.

“a Cash Drawer for QuickBooks

File Configuration E}F‘aidlna’l:lut Help

Transaction Log;

Finalize Thru | Cazh Drawer T Zales Summary

|1 112004 - Select Log —

Payments
(v { i ~ ~
Select [ﬁ> | v Sales S Other Fees Charges A

(Figure 3.17)
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The Transaction Log screen (Figure 3.18) shows users individual transactions in 5 different categories,
Sales, Payments Collected, Other Fees, Charges, and Accounts Payable. This screen allows users to see in
greater detail how totals in the Cash Drawer and Sales Summary screens were calculated.

= Cash Drawer for QuickBooks

File Configuration E:?F'aidln.fﬂut Help

Finalize Thru Cazh Dravver T Sales Summary T i[ﬁ'.'.'.?.?ﬂi?ﬂ..'.:.‘?.g,é ] Reports
1141/2004 - -Select Log [ Deposit Ticket
{* Sales g RUnEE ™ (Other Fees (" Charges (" Accounts Payable l v Sales Summary
Select @ Collected 1| checks on Hal
- [ oate [ Ro# | PaRTs$ [ LaBors [ suBeTs [ oThers [ ToraLs  [ENN (RN
Finalized || '_caies (Total Sales: 2,150 45) I Payments Detai
1101 04 0000005 15.51 000 000 1.24 16.75 ¥ Other Fee Detai
1110104 0045602 0.00 12.50 000 0,00 12.50 ¥ Charge Detail
1110104 0045603 0.00 12,50 0,00 0.00 1250 ¥ Payables Detai
11/01 /04 0045604 799 -5.00 000 148 447
11101104 0045605 18,98 .00 0,00 165 21 64
11001 104 0045606 147 47 51.86 000 1247 211.50 Print
1110104 0045607 0.00 12.50 0,00 0.00 12.50 = -
11101 04 0045606 B85 44 50 0.0 554 119.14 =
11/01/04 0045609 182.97 44.00 0.00 1510 242.07 geee| Finglize
11/01/04 0045610 49.96 14500 0.00 412 199,08 Tl |
11/01/04 0045511 19.99 0.00 0.00 155 21 54 Qﬂ_‘j HuickBooks
1110104 0045612 4899 36.36 000 412 a0.47
11101 04 0045615 000 1250 000 000 12507 ﬁ Close
Managers Remarks

TBO Wergion: 2.1.1 G2 C:\Program Files\TBOffice\CashDraweriD atah n‘l 02542004 4:05:03 Pk 1112004 | 4:47:31 PM

(Figure 3.18)

Finalizing Daily Activity:

Once you have looked over the Summary and Transaction Log screens and or made any adjustments you are
ready to finalize the day. If you have configured the Cash Drawer to interface with the Accounting Link any
amounts adjusted in the Cash Drawer will show up as adjusting journal entries in the Accounting Link.

Finalize
To finalize, select the = icon. You will be reminded that once finalized, information can’t be

changed for the selected day(s) (Figure 3.19).
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Confirm Finalize

Once Finalized inFarmation can nok be changed! Da you want to conkinue to Finalize?

Yes Mo |

(Figure 3.19)

If you are using Cash Drawer for QuickBooks and you set up the QuickBooks configuration in the setup
menu the system will ask you if you wish to send your data to QuickBooks software (Figure 3.20). Choose
“Yes” and the information will be transferred from Cash Drawer to QuickBooks.

Do wou want to send wour data to QuickBooks Software?

Yes Mo |

(Figure 3.20)

Cash Drawer will then ask you if you wish to review a detailed journal before sending your data to
QuickBooks (Figure 3.21). This is optional but if you choose to do so then click “Yes”.

Would wou like to review a detailed journal before sending wour data to QuickBooks Software?

Yes Mo

(Figure 3.21)

If you choose “Yes” the system will allow you to review the journal by line item to find any mistakes that
may have been made. When you close the reports the system will ask you if you wish to send your data to
QuickBooks software (Figure 3.20) above.

If you choose “No” the system will build your deposit and allow you to print a preprinted deposit slip right
from your computer. It also allows you to review and print reports.

After Finalizing you can still view that day(s) data but you won’t be allowed to edit it. To view, select the
day(s) from the Finalized and that days data can be viewed in the Cash Drawer, Sales Summary, and or
Transaction Log screens (Figure 3.22).
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S Cash Drawer for QuickBooks

File Configuration E:)F'aidln.fljut Help

Finalize Thru Cash Drawer T Sales Summary T Transaction Log ] Reports
W Opening D aily Drawer Over/ Deposit [ Deposit Ticket
CASH AMD CHECKS Balance Activity Total Short Total W Sales Summary
Select r];g> CASH 100.00 15267 982 67 J 0.00 162 E7 J v Checks OnHold
CHECK([S) 0.00 165.67 165.67| | 0.00 165.67| | [V Sales Detal
CREDIT CARDS v Payments Detai_l
Y154 MASTER CRD 0.00 299.08 299.08 0.00 293,08 E S:;T;EE‘;[;?E‘"
DISCOVER 0.00 11914 179.14 0.00 11914 ¥ Payshles Detai
AMERICAN EXPRES 0.o0 24207 24207 0.0o 24207
DIMERS CLUE 0.00 0.00 0.0 0.00 0.0
MIDAS CRED CARD 0.00 0.00 0.00 0.00 0.00 ,if?.é' Biint
ELECTRONIC 0.00 0.00 0.00 0.00 0.00 =
HOLD 0.on 0.00 0.00 0.00 0.00
Qg} QuickBooks
TOTALS 100.00 978.63 1.078.63 0.00 978.63

ﬁ Cloge

Managers Remarks

TEO Werzion: 2.1.1 (2> C:\Program FilessT B OfficetCashDrawerDatab E‘I 0/25/2004 4:05:03 Pk 1112004 | 4:50:56 P

(Figure 3.22)

Printing Reports from the Cash Drawer:

The Cash Drawer allows users to print up to seven different reports regarding the day(s) transactions. The
Reports option is located on the right side of the screen (Figure 3.23).

Reports

[v Deposit Ticket
[v Sales Summary
[ Checks On Hold

[v Zales Detail

[v Payments Detail
[v Cther Fee Detail
v Charge Detail
[v Payables Detail

(Figure 3.23)
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o Deposit Ticket — This report allows users to print a deposit slip representing all the funds that
were selected for deposit for the day. Users can even get QuickBooks pre printed deposit slip
forms that match up to this report thus eliminating the need to manually write out a deposit
slip.

o Sales Summary — This report will display all the information from the Sales Summary Tab in
a printer friendly format.

e Checks on Hold - This report will display all the checks that were placed on hold while
processing the specific day(s) activity.

o Sales Detail — This report prepares a list of all the individual sales for the day. It displays
customer names, R.O. numbers, and the sales totals for each customer.

o Payments Detail — This report displays information for all payments collected for the day.
Different payment sources are grouped together and information about the source, R.O.
number, customer and amounts received are also displayed.

o Other Fee Detail — This report displays other fees such as tire disposal and other fee types
that were added to an R.O. Writer ticket.

e Charge Detail — This report displays all charges that were charged on account by customer.

o Payables Detail — The payables detail report displays information about accounts payable
transactions for the day whether they are payables incurred or checks written to vendors for
payables. The report groups transactions into two groups, invoices and checks. The date,
supplier, reference number (usually a check#), P.O. number and amount are shown.
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CHAPTER 4 - Frequently Asked Questions

How can Cash Drawer accommodate for counting down several times per day?

Users can go to the Configuration menu, select Setup and enable the Allow Shift option (see Chapter 1 for
more information). Enabling this option will attach a shift number to the date every time finalization occurs.
If you count down your cash drawer multiple times everyday, the allow shift option will assign a shift
number each time the information is finalized. Using this option allows users to accurately track information
over different shifts throughout the day.

Finalize Thru T T \| Reports
3/2/2004 - Opening Daily Drawer Over/ Deposit V¥ Deposit Ticket

Balance Activity Total Short Total

v Sales Summary

CASH AND CHECKS

Seleg CASH 0.00 0.00 0.00] 2| 0.00 0.00 W Checks On Hold
i CHECK(S) 0.00 0.00 0.00] | .00 n.on = s

03/01/04 Shin3 [ CREDIT CARDS ¥ Paymerts Detai
03/01/04 Shit2 || MSTR CHARG WISA 0.00 0.00 0.00 0.00 0.00 [w Other Fee Detail
03/01/04 Shit1 A piscover 0.00 0.00 0.00 0.00 0.00 W Charge Detail
\_/ AMERICAN EXPRES 0.00 0.00 .00 0.00 o.o0 b Payables Detai

ELECTROMIC CHE 0.00 0.00 0.00 0.00 0.00

DIMERS CLUB 0.0 0.0 0.00 000 0.00

OTHER3 0.00 0.00 0.00 Q.00 0.00

OTHER4 0.00 0.00 0.00 0.00 0.00

OTHERS 0.00 0.00 0.00 000 0.00

OTHERE 0.00 0.00 0.00 Q.00 0.00

TOTALS 0.00 0.00 0.00 0.00 0.00

ﬁ Close

How can | be sure the Cash Drawer is pulling all current transactions over from 2.0. Wrcter ™?
When the Cash Drawer program is opened it automatically pulls over all current information recorded in
R.O. Wrcter™. Users can also go to the Configuration menu and click the Refresh option. This will bring
over all the current transactions entered in Z.60. Wrczez™. Also compare Z.O. Wréter™ sales reports to
the reports before finalizing.

Can | finalize multiple days at once?

Yes, in the Finalize Thru drop down box you can select today or yesterday and it will pull all dates with
activity prior to yesterday or today or you can select the most current date to today and it will do the same
thing.
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How do | contact technical support?

If you need technical support regarding the Accounting Link please contact:
THE BACK OFFICE, LLC

Phone (515)-964-8261 or 1-866-964-9699

Fax (515)-964-5779

Email support@tboffice.net

What kind of maintenance is required?

THE BACK OFFICE charges an annual maintenance fee for its products. Included with the purchase of
Cash Drawer is one year of free maintenance and support. After the 1% year THE BACK OFFICE will
send the customer an “Annual Support Agreement”. This annual maintenance fee includes telephone and or
electronic support for THE BACK OFFICE products as well as product updates.
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APPENDIX A: “CASH DRAWER FOR QUICKBOOKS SETUP”

Setting up the QuickBooks feature:

Users can configure Cash Drawer for QuickBooks to send your information to QuickBooks with the click of
a button. In the Cash Drawer set up menu go to the QuickBooks section (Figure A.1).

QuickBooks

[v Enable t« Direct ... |
Test Clazs
Edit Accounts Sales Tax Vendar

(Figure A.1)

You will need to direct Cash Drawer to send information to your QuickBooks Company. You can do this by
clicking on the | icon next to the “Direct” field. Once you browse and select your QuickBooks
Company you will need to then open your QuickBooks Company in QuickBooks and then click on the

Test button. You will be prompted by QuickBooks to allow access to it’s data (Figure A.2) choose
“Yes, Always”.

QuickBooks - Application with Mo Certificate

An application without a certificate is requesting access to the
following QuickBooks company: file:

Your Shop Info here
Arccess may include reading or writing data as well as enhancing the
QuickBooks user interface,

The Application Calls Itself
Accounting Link

Certificabe Information
This application does not have a certificate. QuickBooks
cannot verify the developer's identity.

CuickBooks Solutions Marketplace

Search Faor information about this application at the
o QuickBooks Solutions Marketplace

f,ﬁ.llu:uw this application to access Social Security Mumbers,
fustomer credit card information, and other personal data,

What does this mean?

Do o wank to allow acce: i File?
¥es, This Time ] Yes, Always ] Mo Help |

(Figure A.2)
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A “Confirm to Proceed” box will pop up and ask you if you are sure you want to allow this access, say “Yes”
here. In Cash Drawer say “Ok” to Connection was SUCCESSFUL! This will test to be sure that you are
pointing to the correct QuickBooks Company. In QuickBooks login as Admin in single user mode. Go to
edit, preferences, click on Integrated Applications on the left hand side. Next you will want to click on the
Company Preferences tab (Figure A.3). Select Accounting Link and click “Properties” to the right.

Preferences Ask a help question |A5k I * How Do I? -EI

E‘Q a My Preferences " Company Preferences | =
Accounting ;Eruecan manage all applications that interact with this QuickBooks cormpany File
[ 1Doon't allow anvy applications to access this company Fils!
@ [ ] matify the user before running any application whose certificate has expired Dt
Applications that have previousk requested access ka this company File
bl Allow Access Application Mame | e Also See:
e ——
Connection
w
I —— To learn more about applications that integrate with QuickBooks, go to the
Epﬁ;ﬂ;:l:rlr < QuickBooks Solubions Marketplace
(Figure A.3)

In “Properties” the first box should be checked (Figure A.4), if it is not checked, check it now. Check the
box “Allow this application to login automatically”, the “Login as:” box will fill in with “Admin”. Click OK
to save your properties. This will take you back to the “Preference” screen; click OK to save your
preferences. Switch back to Multi user mode in QuickBooks.

29



User Manual APENDIX A

pru perties - hccnunting L'i Azk a I'IElFI queskion |A5k I = How Do I? -E il

Access Rights Dietails

Allow this application to access this company File

==L ore allowing acces

@llons this application to login automatically

Login as:

SEiER-te-2 Sacial Securicy Mumbers,
cuskomer credit card information, and other personal data

What does this mean?

Ik ] [ Zancel ] [ Help

Search For information about this application at the
 QuickBooks Solutions Marketplace

(Figure A.4)

Finally you will want to enter your QuickBooks class and your Sales Tax Vendor (Figure A.5).

QuickBooks

W Enable (v Drirect ;l —_—
Test ;-'ET;;?__‘_ ---xl
Edit Accounts T ales Tax Vendor |

(Figure A.5)

Edit Accounts:

i Edit Accounts |

When you click on the button the Account List (Figure A.6) will come up. Here you can either
click on View QuickBooks if you already have a chart of accounts or click on Update QuickBooks to have
QuickBooks updated to include all accounts in the account list.
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E Account Assignment

jView QuickBooks yUpdate GuickBooks

Expense Accountz

Wendarz

Account Hame

Cash Account
Petty Cazh Account
Credit Card #1

Credit Card #2

Credit Card #3

Credit Card #4

Credit Card #5

Credit Card HE

Credit Card #7

Credit Card #3

Credit Card #3
IIndepozited Funds
Accounts Recervable
| ventony

Accounts Payable

Checking Account
Petty Cazh
IJndeposited Funds-BOW
IJndepogited Funds-BOW
IJndeposgited Funds-B 04w
IJndeposzited Funds-B 04w
|Indeposited Funds-ROw
|Indeposited Funds-ROw
|Indeposited Funds-ROWw
|Indeposited Funds-ROw
IIndeposited Funds-ROw
IJndeposited Funds-BOW
Accounts Recervable-R0W
[ventony

Accounts Pavable

Checking Account
Petty Cazh
IJndeposited Funds-BOW
IJndepogited Funds-BOW
IJndeposgited Funds-B 04w
IJndeposzited Funds-B 04w
|Indeposited Funds-ROw
|Indeposited Funds-ROw
|Indeposited Funds-ROWw
|Indeposited Funds-ROw
IIndeposited Funds-ROw
IJndeposited Funds-BOW
Accounts Recervable-R0W
[ventony

Accounts Pavable

(Figure A.6)

APENDIX A

Account Descrption

If you click on the View QuickBooks menu (Figure A.7) it will bring your current QuickBooks chart of

accounts into view. Click the __F=MEshbst | hutton to pull over your chart of accounts from QuickBooks

(Figure A.8). Here you will be able to assign you chart of accounts by dragging and dropping your current
accounts from QuickBooks into the Cash Drawer “Activity List”.

E Account Assignment

View QuickBooks  J Update QuickBooks

Account #

(Figure A.7)
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= QuickBooks Chart Of Accounts

Lrrer Aeresaet fo_poresr sefece Refresh List
Account # Account Hame Account Descnption -
EI.-'-‘«-:cu:-untT;,Ipe : Checking or Savings
Petty Cazh Petty Cazh
Undeposited Funds-ROW Undeposited Funds-ROW
Checking Account Checking Account
E.&ccuunt Type : Other Current Azzet
Accounts Receivable-R 0w Accounts Receivable-R 0w
Employee Advances Employee Advances
Irventonm Irventonm
E.ﬁ.ccuunt Type : Other Azzet
Office Equiprnent Office Equiprnent
Shop Equipment Shop Equipment
Wehicle Wehicle
E.ﬁ.ccuunt Type : Accounts Payable
| Accounts Payable Accounts Payable

(Figure A.8)

If you do not already have a chart of accounts set up in QuickBooks then you click the Update QuickBooks
menu (Figure A.9) to update the chart of accounts in QuickBooks.

E Account Assignment

;"-.-"iew GuickBooks L Update QuickBooks

Activity Account #
Cash Account

Petty Cazh Account

(FigureA.9)

You can map your expense accounts to QuickBooks by clicking on the Expense Accounts tab (Figure A.10).

E Account Assignment

"iew QuickBooks ¥ Update QuickBooks
Activity Types {Expenze Accounts _' Wendors
Expense Account # Account Hame Account Description
INWEMTORY INVENTORY INVENTORY
A05E00; 505603 AO5E00: 505602 FREIGHT
A05500:505510 A05500:505510 WEHICLE MAINTEM
A05200:505221 A05200:505221 MISC SHOF EXP

(Figure A.10)
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If you click on the View QuickBooks menu option (Figure A.11) it will bring up your chart of accounts and
you can drag and drop your expense accounts to match your expense accounts already set up in Z.0.

Wrcter™.

E Account Assignment

Wiew QuickBooks F Update QuickBooks

Account #
Cazh Account

Petty Cazh Account

(Figure A.11)

You can map your vendors to QuickBooks by clicking on the Vendors tab (Figure A.12).

E Account Assignment

aview QuickBooks ¢ Update QuickBooks

I

Supplhier ID Supplier Hame QuickBooks Yendor
ExD EXIDE
FIRESTOME FIRESTOME
MIDAS MIDAS
Pl Pl

Activity Types Expenze Acocounts

(Figure A.12)

If you click on the View QuickBooks menu option (Figure A.13) it will bring up your chart of accounts and
you can drag and drop your vendors to match your vendors already set up in 2.0. Wrcter ™.

E Account Assignment

Wiew QuickBooks i Update QuickBooks

Achivity Account #

Cash Account

Petty Cazh Account

(Figure A.13)

You have just successfully set up Cash Drawer for QuickBooks to automatically send your information from
Cash Drawer to your QuickBooks Company with the click of a button.
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APPENDIX B: “LICENSE AGREEMENT”

IMPORTANT: Please read the following License Agreement thoroughly. If you Accept the
agreement, click on the Accept button. To cancel the installation, click on the
Decline button.

This is a legal agreement between Licensee and THE BACK OFFICE, LLC. ("THE BACK
OFFICE™). THE BACK OFFICE is willing to license this software to you only upon the
condition that you accept all of the terms and conditions contained in the following
license agreement. Please read the terms and conditions carefully as continuing with
the setup procedure will indicate your acceptance of all of the terms and conditions of
the license agreement (“agreement'™). |If you do not agree to the terms and conditions,
THE BACK OFFICE is unwilling to license the software to you.

Definitions

"Software'" shall be taken as referring to the Accounting Link files supplied in the
software archive and to any and all copies, updates, modifications, functionally-
equivalent derivatives, or any parts or portions thereof.

"Licensor" shall be taken as referring to THE BACK OFFICE, LLC.

"Licensee" shall be taken as referring to the person or business entity who purchased
this License to use this Software or for whom such License was purchased.

Grant of License
Upon acceptance of the Agreement, as evidenced by continuing with the setup procedure,
THE BACK OFFICE grants Licensee a non-transferable, non-exclusive, non-sublicensable
license to use the enclosed software program (the "Software™).

Copyright

The Software and the accompanying documentation may not be reproduced in any form,
except for the sole purpose of making a backup copy for archival purposes. You may not
reproduce the written documentation accompanying the Software.

Other Restrictions
You may not use, copy, modify, or transfer the Software or any copy, modification, or
merged portion, in whole or in part, except as expressly provided for in this
Agreement. Licensee shall not decompile, disassemble, or reverse engineer any of the
Software or attempt to do so. Licensee shall not rent, lease, sublicense, or transfer
the Software.

Proprietary Rights
Other than any license granted herein, Licensor retains exclusive proprietary rights
(including all rights, title, and interest) in the Software. Licensee agrees not to
represent that the Licensor is affiliated with or approves of Licensee"s application
software in any way. Licensee shall not use Licensor®"s name, trademarks, or any
Licensor designation in association with Licensee"s application software.

Termination

This license is effective until terminated. Licensee may terminate it at any time by
destroying all copies of the Software covered by this Agreement and all support files
generated by the Software. It will also terminate if Licensee fails to comply with any
term or condition of this Agreement. Licensee agrees that upon such termination to
destroy this Software, including all copies, functionally-equivalent derivatives, and
all portions and modifications thereof in any form.

Warranties: Disclaimers
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THIS SOFTWARE IS PROVIDED "AS IS, WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESSED OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND
FITNESS FOR A PARTICULAR PURPOSE. THE ENTIRE RISK AS TO THE QUALITY AND PERFORMANCE
OF THE SOFTWARE IS WITH YOU. SHOULD THE SOFTWARE PROVE DEFECTIVE, YOU (NOT THE BACK
OFFICE, LLC.) ASSUME THE ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR, OR CORRECTION.

The Back Office does not warrant that the functions contained iIn this Software will
meet your requirements or that the operation of this Software will be uninterrupted or
error-free.

Remedies: Limitations
Licensee"s sole and exclusive remedy against Licensor shall be, at Licensor®s sole
discretion:

a. the replacement of any diskette not meeting The Back Office"s "Limited Warranty'
and which is returned to The Back Office, or
b. 1Ff The Back Office is unable to deliver a replacement diskette which is free of
defects in materials or workmanship, you may terminate this Agreement by returning this
Software and your money will be refunded.

IN NO EVENT WILL THE BACK OFFICE, LLC. BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING ANY
LOST PROFITS, LOST SALES, INJURY TO PERSON OR PROPERTY OR ANY OTHER INCIDENTAL OR
CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE OR INABILITY TO USE THIS SOFTWARE EVEN IF
THE BACK OFFICE, LLC. OR ITS AUTHORIZED REPRESENTATIVE(S) HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY OTHER PARTY. IN NO EVENT SHALL
LICENSOR"S LIABILITY EXCEED AMOUNTS PAID TO LICENSOR BY LICENSEE UNDER THE TERMS OF THE
AGREEMENT .

General:

Licensee may not sublicense, assign or otherwise transfer this License or Software
except as expressly provided in this Agreement. Any attempt to otherwise sublicense,
assign, or transfer any of the rights, duties or obligations hereunder is expressly
prohibited and will terminate this Agreement.

By continuing the setup procedure, Licensee acknowledges that Licensee has read this
agreement, understands it, and agrees to be bound by its terms and conditions.
Licensee further agrees that this is the complete and exclusive statement of the
agreement between us, which supercedes any proposal or prior agreement, oral or
written, and any other communications between us relating to the subject matter of this
agreement.

This Agreement will be governed by the laws of the lowa, USA.

IT you Accept the agreement, click on the Accept button. To cancel the installation,
click on the Decline button.
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APPENDIX C: “SUPPORT AGREEMENT”
The Back Office shall provide support and updates for the above referenced Software
subject to the following conditions:

Remote Support:

The Back Office agrees to make available to Licensee telephone and or electronic
support during The Back Office"s normal business hours (8:00am to 5:00pm Central time,
Monday through Friday, excluding holidays). Licensee must have Internet connection and
a working copy of PCAnywhere (or other acceptable remote desktop sharing software) for
use in diagnosing problems.

Fees:

Licensee agrees to pay The Back Office an annual fee for support in accordance with the
charges referenced above. All fees are payable in advance at the time of signhature of
this agreement.

Malfunction Correction:

The Back Office will provide a reasonable resolution or "fix" to Software malfunctions,
errors or problems in a timely manner. The Licensee must provide adequate information
and documentation to enable The Back Office to recreate the malfunction, error or
problem.

General:
The Back Office shall have no responsibility for hardware or software which has been
subject to improper use, accident, neglect or modification. It is beyond the scope of

support provided by The Back Office to train and/or Support software not manufactured
buy us, including but not limited to Microsoft Windows, Microsoft Internet Explorer and
PCAnywhere.

Enhancements and Releases:

The Back Office may from time to time, at its discretion, issue Enhancements, Releases
and Database Updates to improve functionality and useful of the Software. Licensee
will receive (via internet) at no charge all Updates to the Software issued by The Back
Office during the term of this agreement. Such Updates will be distributed to the
Licensee within 12 months after The Back Office has made it available to Licensee, The
Back Office will have no further obligation to provide support on those parts of the
Software updated by such update.
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