
INDEX NO.

OPERATING I~iJSTRUCTIONS

PRESS I CI KEY DATA1 • CHECK TRANS) KEY IS RELEASED I: :F( 'R'i< . i T

INSERT PROGRAlI. PRESS LOAD KEY •

DEPRESS PRINTER OFF KEY and PROG. SELECT KEY, (. LOCK THEIR)
2 • PRESS ! C. AGAIN,

2. a . TO ENTER OPENIiJG BANK BALAiVCE AS FOLLO'r(S:
1. IF STATEJJENT READS BALANCE AS CREDIT (."".ONEY IN FUNDS)

ENTER BALANCE = T H EN PROCEED •
2. DEPRESS ROUTINE BUTTON LABELLED loPEi:INN

IBALA?~JC
3. THEN 002 (ON KEYBOARD)
4. THEN PRINT AUTOJIATICALLY PRINTS SUB-TOTAL ON TALLY ROLL •

lw

THEN RETURIJ TO STEP 3 ON PAGE-1.

2. b , IF STATENEiVT READS BALAN'JCE AS !)l.'!ilT (0/D)
1. EiNTER BALANCE = T HEN PRESS JSIGN

;CHANGE
2. DEPRESS ROUTINE BUTTON LABELLED OPENING

'B NCEALA
THEN 002 (ON KEYBOARD)

4. THEN PRINT AUTOJIATICALLY PRINTS SUB-TOTAL ON TALLY ROLL •

— TH EiV- RETURN ZO STEP — 3-68 — PA&iW .

3 • HEADINGS

PRESS '.C PRESS S," (Prints Headings )
3a. TAKE A SUB-TOTAL AT THIS STAGE TO CHFCK A DR OR ~R. TO TAL.



INDEX NO.

OPERATING INSTRUCTIONS

PRESS+C KEY DATA1 • CHECK ,' TRANS KEY IS RELEASED It)PORTA! JT

INSERT PROGRAM • PRE SS LOAD KEY •

DEPRESS PRINTER OFF KEY and PROG. SELECT KEY (i e. )
2. PRESS Ll AGAIN.

2 • a r TO ENTER OPENING BANK BALANCE AS FOLLOWS:
1 • IF STATENENT READS BALANCE AS CREDIT (FlONEY IN FUNDS)

ENTER BALANCE = T HEN PROCEED.
2. DEPRESS ROUTINE BUTTON LABELLED PENIN

B LANG
3r THEN 002 (ON KEYBOARD)
4. THEN PRINT A U TOMATICALLY PRINTS SUB-TOTAL ON TALLY ROLL.

4 l r 'I . i . ' - I

THEN RETURN TO STEP 3 ON PAGE& •
D

) f ,

2. b , IF STATENENT READS BllLANCE AS Dl''BIT (0/D)
1. ENTER BALANCE = T HEN PRESS I GN

giANGE
2. DEPRESS ROUTINE BUTTON LABELLED PPENINGI

lBALANCH
THEN 002 (ON KEYBOARD)

4. THEN PRINT AUTOIIATICALLY PRINTS SUB-TOTAL ON TALLY ROLL •

HEADINGS

PRESS P i P R ESS Sp' ' Y (Prints Headings )
3a. TAKE A SUB-TOTAL AT THIS STAGE TO CHECK A DR OR ~R. T OTAL



WHEN POSTING FROM BANK STATEMENTS, IT IS ADVISABLE Ai'TER

EVERY 5 PAGES TO TAKE A TRIAL BALANCE.

THE PROCEDURE IS AS FOLLOWS:

TAKE A SUB TOTAL AND AGREE WITH SUB TOTAL ON MIK STATEMENT,

2. PRESS TRIAL BALANCE KEY,

30 IT IS THEN NECESSARY TO RE-ENTER THE SUB-TOTAL IMMEDIATELY

PRIOR TO TRIAL BALANCE, (this sub-total has been lost in
a Tr ia l B a l a n ce .)

I Q S T A G

STORAGE OF TOTALS ON D TA C SSETTE,

1 • IF TOTALS ARE REQUIRED TO BE KEPT FOR PRECESSING LATER,
THE FOLLOWING PROCEDURE MAY BE CARRIED OUT AT ANY STAGE
OF DEBIT/CREDIT ENTRY OR AFTER THE TRIAL BALANCE IF REQUIRED,

TO STORE ON DATA TAF'".

1 • PRESS V l KEY
2. LOCK DATA K EY

NS
3 • INSERT DATA CARTRIDGE THEN PRESS ©
4. PRESS KZGR5 KEY
5. UNLOCK A A KEY GO TO STEP OF OP TI NG INSTRUCTIONS

RANS

TA RE- I ! ; , i :RT BACK I NTO l IAQ ' I NL',.

2. PROGRAMME FIRST,

IF TOTALS ARE TO BE RE-ENTERED INTO THE I'MACHINE FOR FURTHER PROCESSING,

1 • PRESS Qj KEY
2. LOCK DATA KEY

TRANS
3r INSERT DATA CARTRIDGE THEN PRESS
4 • PRESS ~ KEY
5. UNLOCK I3XT KE Y

6. PRESS©~KEY ONLY GO TO STEP 8 - TRIAL BALANCE



TITLE: OPERAT

Calculation Formulae, Description and Example

PRESS © KEY Cygne~ j

INSERT P ROGRAM . P RESS LOAD KEY.
A,OC K 7 H e l V l

g er Rats pgiazeA ofF Ks q M o PR W . we ~+ M y ~+ gewrv

PRESS © 4 C ALL K E YS . (NEW C L I E NT ) .  ".' .'I '

ro &~re< oPc w ng 84v~ R ~ . gen t l~~r~. >~W

HEADINGS .
PRESS fg P RESS S. (Pr i n t s Hea d i n g s )

S (~2 K4 I(g C( ) g 7c)7 .Prr F cPg , g MK ir v ( "

SELECT ONE OF THE FOLLOWING

4 • DEBIT E NTRY

(i) PRESS A
( i i ) ENTER CHEQUE NO. ? PRESS S (Prints Cheque No. )
( i i i ) E NTER CODE, P R ESS S ( Pr i n t s Co d e ) .
( iv) ENTER AMOUNT, PRESS S (Spaces, Prints Amount, Line spaces)

To repeat Debit GO TO 4(ii) OR

5. CREDIT ENTRY

(i ) PRESS F.
( i i ) ENTER CHEQUE NO., PRESS S (Prints Cheque No.,) ENTER CODE, S
( i i i ) ENTER AMOUNT PRESS S (Spaces, Prints Amount Line spaces)
( iv) To repeat Credit go to 5(ii) OR

6. CORRECTION

PRESS C (Prints Correction) & previous line
Go to 4 or 5 to repeat entry correctly.

7 • • SUBTOTAL

PRESS B (Prints Subtotal &~ K J
Go to 4 or 5 for more entries.

8. TRIAL B A LANCE
8e, AC E . A r i A( it n1L=~ VT.
9. FOR ADJUSTMENTS

P RESS C , PRESS S Prints Line entry Headings
Do steps 4, 5 to Adjust Amounts.

10. P & L A C COUNT & B A L ANCE SHEET.
(i) PRESS E Print s PROFIT & LOSS ACCOUNT
( i i ) To al l o cate PROFIT ( o r Lo ss )

PRESS +C , PRESS S Prin ts Line entry Headings'
Do steps 4, 5 to allocate to various Amounts.

( i i i ) PRESS , P RESS 4 4 Pr i n t s BAL ANC E S H EET .



INDEX NO.

MODEL: KNOX RICHARDSON

TITLE: OPERATING INSTRUCTIONS

Calculation Formulae, Description and Example

11. FOR NE XT CLIENT GO TO PROCEDURE 2.

ERROR PROCEDURE

Machine will line space & await re-entry when:

Cheque No. e x c e eds 9 9 9
Cheque No . i s zero o r neg a t i ve en t r y .

2. Code No:
Start key is pressed without entry.
C ode No . exceeds Chart limit. (d6$ )Code No. i s zero o r neg a t i ve e nt r y .

3. Amount:
Start key is pressed without entry.
Start key is pressed without entry.

When this condition occurs the machine awaits entry as a debit.
If credit is required to re-enter line, press Credit Button.

2. If an entry error is detected mid-line, press Start Key
a nd machin e e x e c u t e s 1 abo v e .

3. If an entry error is detected directly upon completion of
line then Correction Button will erase the complete line.
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