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8. Repeat steps 3 — 7 for each of the other payments. When you are done entering
payments, the Payments screen should look like this:

R |

|Dale of Papment & Desc_:

Cloze
02/15/2000 Deposit 1
03/15/72000 Deposit 2
04/15/2000 Deposit 3

04/30/2000 Deposit 4 Add |
04/30/2000 Deposit 4

Edit |

Delete |

Hint to
Minimize
Payroll
Penalties

HAulo Arrange Payments to Minimize Paproll
M Penalti

Notice that Deposit 4 appears two times. That $2,000 payment is entered as if it were two
payments of $1,000 to cover the $1,000 short falls for 2/15/2000 and 3/15/2000.

9. Click on the Auto Arrange Payments to Minimize Payroll Penalties check box.

HAuto Arrange Papments to Minimize Payroll”
v Aiits &
Penalties

10. Click the Payments screen Close button.

11. Save the information by clicking on the Save button IEl on the Main Screen.

Print Reports

e To print reports click on the picture on the Tool Bar that looks like a
printer @
e Click on the OK button for the print dialog screen.

e On the Report Choices screen click on Summary of Results and Payroll
Deposit Pen.

e Click on the OK button.

e To exit after the reports are printed click on the picture on the Tool Bar
that looks like a door.
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