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Chapter 1:

Getting Started - Installation

Overview:

Welcome to your new model for developing accounting policies
and procedures! The disk contains an assemblage of data files
containing information related to policies and procedures
indicative of those that should exist in any business environment.
Since the disk only contains data files, the installation process
creates a folder on your hard drive and copies all of the files into
it for ease of use.

It is much easier to edit than to create. This is the purpose of
providing you with this package of tools. We’re sure you will
find the many valuable tools we have put at your disposal will
help you produce more solid, understandable and workable
policies and procedures. With this package you will do the job
faster and with more confidence about the development process.
You will also have much more confidence in your finished
product.

We compressed the files using WinZip Self-Extractor®. The

computer will:

e complete the setup of a folder on your hard drive named
C:\POLYPROC;

e change directories on the hard drive to POLYPROC; and

e copy all files on the CD into that folder.

o the system will then notify you of completion of the
installation process.

To install:

—

Insert CD into Drive D (or your CD-ROM drive).
2. Select [Start, Run] from the Windows desktop.

3. Select Browse and choose the [D:\] drive containing the
CD.
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4. Four separate files corresponding to specific product
files have replaced Polyproc.exe; i.e., Poly7865.exe
opens AO-7865. Highlight the [.exe] file that contains
the part number you ordered and select [OK].

5. Select [OK] again if a [Run] dialog box appears.

6. Follow the instructions that come up on your screen for
unzipping and installing the files on your hard drive. If
you wish to install POLYPROC?® on a file server,
contact us at 866-688-9472 to discuss a site license.

7. When prompted for a password, enter the code from the
protective CD sleeve in which the POLYPROC® CD
was delivered. When inputting the password, use the
number keys across the top of your keyboard, not your
10-key pad. Passwords are also case sensitive. (Hint:
Type the password into a Word document first for
accuracy. Then highlight password being careful only
to highlight characters, do [Ctrl C], go to unzip process
and do [Ctrl V].)

8. Select [Unzip]. The files for the product you purchased
will install on your selected hard drive in a directory
entitled “Polyproc.”

9. Return the CD to its original protective sleeve, place the
CD sleeve back in the POLYPROC® carton and store
it in a safe recoverable place.

Congratulations! Installation is complete. Store your disk in a
safe place. If you need additional copies for multiple users or a
site license, please contact us using the “Getting in Touch with
Us” section of this manual. Continue reading.

SPECIAL ALERT:

For Best Results, select Times New Roman and 12 point for
your font when working with POLYPROC. Select this font
before opening any POLYPROC files. If your word processor
defaults to Courier or Helvetica, please note they do not function
well with POLYPROC. We recommend you change the Normal
Style in documents to a true type font, i.e., Times New Roman.

TIP: Files to Print First - Use your word processing software to
print the following files first. Place them in a 3-ring binder as a
reference manual for you and your development team. Do not
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skip this step for any reason as it will help you avoid false starts,
delays and unnecessary calls for help.

v | Filename Content Description
README.DOC Information on recent updates
TABL CON.DOC & Cross-references of filenames to
INDEXALP.DOC procedures
SUMMARY.DOC Theory and structure background
for team members

BUDGET.XLS Project planning tool

CONTROL.DOC Project status reporting tool

TOP_MGT.DOC Endorsement and Cover memos for
manual

TEMPLATE.DOC Formatted style page for policies &
procedures

REGISTER.DOC Register your purchase to keep up to
date on future additions, revisions
and releases
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Chapter 2:

Opening a File

Overview:

N =

Read Chapter 1 Tip: Files to Print First above and print those
files using the instructions in this section. Do not skip this step
for any reason as it will help you avoid false starts, delays and
unnecessary calls for help.

There are two options available for developing policies &
procedures with this product:

Edit a policy & procedure set that came with the software;
Write your policy and/or procedure from scratch.

Either way you have a style Template available for use in
dressing up your written prose for the policies and procedures
user/reader.
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To Open a File:

V' Note: The files are located in a directory titled polyproc in the
root directory of your hard drive (usually designated as c:\).

Open Windows.

Next, open your word processing software (that did not come

with this product).

3. In the upper left-hand corner of the dialog box you will see
Microsoft Word™ or the name of your software.

4. On the next line of the dialog box find the word File. Select

(click on) File using your mouse.

N =

File Open

E‘ #Hicrosoft Word

‘ Chil+N

Find File...
Templates...

Macro..

1 CAWINDOWSS, AADMINAKEWGUIDE.DOC

2 CAWANDOW S AMYBRIE-TANEMWGUIDE DOC
3 CAWINDOW SN ACPANPCMI_2.D0C

4 CAWIND 0%/ 55 NCTSALIM_0437.00C

8| Opens an existing document or templah
T + JEIB

Figure 1
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Next select Open from the File menu.

A dialog box will open on your screen similar to the box below:

% Microsoft Word

03 ~esfied.t

£ ~msstigf.t
£ aol25
Cas=q

1 behome
[C]canon

File

Folder

Icon [ Word Documents (“doc) W [F]INU

Figure 2

Drive Directory

In the dialog box there are several labeled rectangular boxes
containing lines of text.

First select the hard drive, usually c:, in the Drives: box.
Next look at the rectangular box labeled Directories.
Find and select (double click) the c:\ root directory.

HINT: Selection is confirmed when the file folder icon “opens”.

TIP for Windows 95: 1f you cannot see [c:\] in the Directories:
box, double click on the first listing in this box. Repeat this step
until the e¢:\ directory shows up. Then double click on the ¢:\
directory to open its folder.
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9. Next use your mouse to scan your directories and find the
directory labeled polyproc. This directory should be located
in the root directory of your hard drive: c:\polyproc.

10. Use your mouse to select (double click) the polyproc
directory to open its folder.

]

File Hame: Directories:

|‘.duc: c:\polyproc

announce.doc = = Cancel

ap_app_c._doc olvproc
append_b.doc R
append_c.doc
append_d.doc
al_app_c.doc
autocks.doc

bad_debt.doc

Find File.._

bankdpst.doc -]

bankmstr.doc Drives:

bankrec.doc — -

bechmnlck.doc - Ig c: windows35 |;I [" Confirm
.. Conversions

List Files of Type:

Word Documents [*.doc) |;| [ Bead Only

Figure 3

(*.doc)

11. Now look at the rectangular box labeled File Name: in the screen
shown above. In this box you will find some text similar to the

following:
*.doc

V Note: Your software will probably limit its search for files to
only those files created by it. It limits its search by causing only
those files with the appropriate filename extension to show up on
your screen during the File|Open command. The filename
extension is designated by the three characters to the right of the
decimal point in the file name.



12.

13.

Page 8 Policies and Procedures Guide

Hint: The characters (“ *.* ”) are called wild card characters.
When “ * ” is used to the right of the decimal, all files located in
the selected directory will be displayed. When “*.doc” is used,
only the “.doc” files will be displayed. Since some of the files
delivered with this package have a different extension (the
information to the right of the decimal), you will need to
substitute the wild card “ * ” to the right of the decimal to gain
access to those files. You may do this by selecting “All Files
(*.*)” in the “List Files of Type:” box.

Find the file named Template.doc.

File M ame: Directories:

|template.duc c:hpolyproc
mtrcpts.doc Al [E=en | Cancel
stmtproc.doc polypioc

summary.doc
sut_ven_doc
sutexemt_doc
the pt xls
tabl con._doc
template.doc
top_mgt_doc

travel.doc \%\res:
travel.xlz —

travpol.doc = IIg indowsd5 |;I [ Confirm
Converzsions

Find File...

-]

List Files of Type:

[ F;]( \ [-] I ReadOnly

Figure 4 \

All Files [*.*] template.doc

Next use your mouse to select (double click) the Template.doc
file. This will open the Template.doc file on your screen.
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14. Next view the screen showing the Template.doc file open but
looking rather empty.

% Microsoft Word - TEMPLATE. DOC

77
s
g Fle Edit “iew Insett Fomat

Tools Table ‘wWindow Help

&
EEREREEEEE ||BI1IUI OEEEE ==
[ —— L[ |
R E'I_I |2 w1 el | = =] = [ R B3] 8 [Times New Romas] [10 4]
I R R IR [N 5 '-;L-?--E
[
EEE o
[Page 1 Sec 1 172 [at08" a1 Call [621PM [REC [MRE [EXT [OWR [WPH
Figure 5
Blinking

Cursor
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W CAUTION: NEVER work with the Template file without
protecting it from accidental saves or automatic saves. ALWAYS
open the Template file and immediately perform a File[Save As
command (and re-name the file) before working with it.

15. Immediately save this file using the File|Save As option from
your software menu.

icrosoft Word

Hew...
Open..
Lloze

Crl+H
Cirl+0

Save all

Cirl+&

3 ;‘ |Times Hew Humaj| |1l]

Find File...
Surnmary
Template:

FPage Setfp...
Frint Prefew
FPrint...

Chrl+F

Send..
Add Bofting Sli

1 TEMLATE.DO
2BANEMETR.TXT

3 CAVIIND OMw/Sh. SaRMINANEWGLIDE . DOC
4 CAEINDOWSA. AMYRRIETTANEWGLIDE.DOC

Figure 6

Sa"e As...

Print‘regiew
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16. Next view the Template file in the File[Print Preview mode to
view the header and footer. Note this menu selection is visible in
the pull down menu in Figure 6 above.

4§ Microsoft Word - TEMPLATE.DOC (Preview) A g MEE
File Edit View [sert Format ook Table Window Help

=[afz]
[Page 1 Sec 1 11 (a2 ni Coli

[12:39PM [REC [MRE [EXT [OVA

Figure 7 \

Close

17. Now select Close from the menu to close the Print Preview
screen and return to an editable view of the file.
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18. Next select View|Header and Footer from the menu as in Figure

8 below.

& Microsoft Word - TEMPLATE.DOC

] File  Edit m Inzert  Format  Tools Table ‘Window  Help B
SIEIE § s E0EODE
———— @ Ouline

¥ pt Page Layout I £ i ID Clear J

¥ E e Bl x EE |Times New anaj| |1I] j|
7@?— Full Screen e ‘4...,‘..5..‘,...5‘....‘7..2
_é_ Toolbars.. - - - .

[ » Ruler

H 1 ahd Footer
Eoctnotes
Annotations
Zoom...
Header
and
Footer

Dizplays hifader in page layout view

Figure 8

View
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19. Refer to Figure 9 for a view of the Header and Footer. Note the

20.

21.

detail located in the Header and Footer. It is designed to be typed
in using the Header and Footer data available in the word (*.doc)
files located in the c:\polyproc directory (more on this in Chapter
4).

74 Microsoft Word - TEMPLATE.DOC

4l File  Edt Wiew Imset Fomat Tools Table Window Help

ZEREREEE OE R EEEEE

[ apt —— | [ 1ZE[E]EE] [O clear

;u Header and Footer dialog box .
__EEEA I 3
[Page 1 Sec 1 1/2 AL 05" Ln Cal 7 [522PM [REC [MRE [EXT [0WR [WPH
Figure 9

Press the [PgDn]| key on your keyboard and page down to the
bottom of the Template to view the footer or select the related
button on the Header and Footer dialog box.

TIP: The Template file is designed to enable you to move
quickly to the editing and production mode in developing your
policies and procedures.

You may scan and paste your company LOGO into this file (the
Template.doc file) and save the file in this customized form for
future use in all of your policies and procedures work. The
Template is designed to provide ease of access to this important
information by all users. It adds a certain degree of authority to
the documentation and increases the credibility of the policies and
procedures developer. Please give careful consideration to using
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this or another template of your choice for all policy and
procedure documentation.

CAUTION: NEVER work with the Template file without
protecting it from accidental saves or automatic saves. ALWAYS
open the Template file and immediately perform a File[Save As
command (and re-name the file) before working with it.

TIP: Consider saving the template.doc as a .dot file after you
have inserted your company logo. Then, by selecting File|New,
you may access and use the template without risking overwriting
of the template.

If you have not already done so, save the file using File[Save As
from the menu and use a new file name of your choice (may we
suggest tmplate9).

Important: We will refer to the Template file in later sections of
this documentation as “[Your Template]”. Substitute the name
you gave this file in the instructions that follow whenever we
refer to [Your Template].

Hint: Have [Your Template] open when you proceed to the
next section titled “Opening a Second File”.
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Chapter 3:

Opening a Second File

While [Your Template] file (developed in Chapter 2:) is still
open on your screen, Open a second file from the polyproc
directory; e.g. bankmstr.doc.

14 Microsoft Word - TEMPLATE.DOC

m Edit “iew Insett Format  Tools Table Window  Help
Hew. |
DOpen... Chl+0
LCloze

i

Save Chil+5

<;

Save As...

Ir]

Save Al

— Find File...
Summary Info...
Templates.

Page Setup..
Frint Preview

| Eent. Ci+F

Send...
Add Houting Slip...

1 TEMPLATE.DOC
2 CAWINDOWSS. AADMINANEWGLIDE.DOC

= ACAWINDDWSS MYBRIETTAWEWGUIDE.DOC |- === - - oo oot
A CAWINDDWSS. NCPAVPCMI_2.D0C

o Exit

L EEEE |

Opens an exizting document or template

Figure 10

SPECIAL ALERT:
For Best Results, be sure to select Times New Roman and 12
point for your font when working with POLYPROC. Select this
font before opening any POLYPROC files. If your word
processor defaults to Courier or Helvetica, please note, they are
not true type fonts and will not function well with POLYPROC.
We recommend you change the Normal Style in your word
processor to a true type font like Times New Roman.
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Note the highlighted file below called bankmstr.doc. Select this
file to open.

@Eile Edit “iew Insert Format  Tools  Table  Window  Help
u 12 ||| [Times New R
Y E < === [ R e 1]

L

File Hame: Directories:

Ibankmsll.doc c:\polyproc

announce.doc  *

ap_app_c.doc % polyproc

append_c.doc =
ar_app_c.doc

autocks. doc

bad_debt.doc
bankdpst doc =l
bank o Dirives:
ankrec._dg 2
behmnicifloc =] Igc: windows95 u I Confinm _
List Filesfbf Type: Conversions
[an File/[’-’l ] I Beadoniy
140 |
Figure 11

bankmstr.doc
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Note the layout of the file contains all information needed to build
a policy and procedure set (including the Header and Footer
information) into [Your Template] file.

Page down through the file to see its layout.

File Name

& Microsoft Word - BANKMSTR.DOC

t)Ele Bt Yew pset Fomat Iook Table Wndow  Help =]
===z e]u]t][¥] [z =] |TimesNewHumaj|@|

I R RO A
|GENERAL LEDGER GL-2000

BankAcc_ount Font

Master File

Purpose

Point
Size

80 ARE] system.

The Cpmpany will only use properly authorized bdgks and bank accounts to process the cash

Responsibility . Action

BEE EEEEE RN EEE RSN R E
[Page 1 SR 1 W7 AT Ln1 Coll [344PM [REC [MAE ’W [w/PH

Figure 12

Policy & Header
Procedure Details Information
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Chapter 4:

Copying Data Between Files

Overview:

3.

Now we are ready to add content to the template. In this section,
you will learn how to copy and paste the content into [Your
Template], using one of the many policy or procedure files in
Polyproc.

TIP: Please take the time to execute on your computer the
instructions that follow, as we demonstrate the ease with which
you can build a complete procedure set. Once you have mastered
the basic copy and paste routine and moving between two open
files, you will delight in the simplicity of these tools.

Two files are currently open: the bankmstr.doc and [Your
Template] files. The bankmstr.doc file should be in view on
your screen similar to the screen shown on the previous page
while [Your Template] is not currently visible.

Hint: We will use the Window option from the menu of your
software to jump between the open files. While doing so, we will
Copy text from one file (bankmstr.doc) and Paste it to the other
[Your Template] file.

To Copy from the bankmstr.doc file to [Your Template] file,
use your mouse and the left mouse button to select (click & drag
to highlight) some text.

Point your mouse at the letter “P” in the word “Purpose:”.

Next click and drag your mouse down the page through the line
which begins “Procedure Coordinator:”.

Then release the mouse button.

? Hint: This action should darken the selected text.
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Your screen should look similar to Figure 13 below.

BANKMSTR.DOC

7 Microsoft Word - BAHKMSTR.OOC
ﬁﬁ\e Edit ‘iew [nsert Formal Tools Table Window  Help B

\@|@|D| |«°|HII31|§|.%I\|E|_\— |n|1|o|u|+|+||1z I |n...esue,.nu...u|@||

[ + 6 - |EeE

Responsibility : Action
President

ompay.

"""""""" Accounting The Controller must initiate all bank
accounts for use by the
............................................. 5 i changes to the Bai
‘be controlled by one p
Staff must control all bank accounts i
sing the UR SOFTWARE] Bank
Account Master File.

=h) LR (= E S

RS
[Pags 1 GSeci J 1/7 [Ata5 [n13 Coli  [361PM [AEC [MAK [EA1 [0V [P

Figure 13

Darkened Text =
Highlighted Text
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4. Next select Edit

Copy from the menu.

rosoft Word - BAHKMSTRIOC 2|58 2 IEEL]
Window  Help J=1]

B[z]c[u[+[¥][1z 5] |TimesNewHumaj|@|
=¥ E[ =[] < =] =]=]a]=]
R R S N B N | 0|

View [nsert Formal Tools Table

CantUndo  Chl+Z
Repeat Copy  Ctri

Paste Rows  Ciriey
Paste Special..
Clear Del
Select Al Cirla,

Find Clri+F
Replace Cirl+H
GoTo. Cirl+G
AutoText...

Bookmark..

Links
Object

[i changes to the Bar 3
be controlled by one person.

Staff must control all bank accounts i
vsing the [YOUR SOFTWARE] Bank
Avcount Master File,

Copges the selection and puts it on the Clipboard

Figure 14

Edit Copy
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5. Now select Window from the menu and select [Your Template]
file.

4& Microsoft Word - BAHKMSTR.DOC 2|25 @ q‘ @ !BE
9| Fle Edt Wiew Insert Format Tools Table |yndow  Help bl
Hew Wincow: 12 -] [Times New Roma ] :]
Arrange Al
Soit abl| &

' v 1BANKMSTRDOG [ R NN -
2 NEAGLID2.DOC
3 TEMPLA, C

Multiple Files |

The Treasurer must approve all banks
and bank accounts to be used by the
mpany.
........................................ aiivaiier i i i
a~counts for use by the Company.

All ~hanges to the Bank Master must
be controlled by one person.

Staff m.st control all bank accounts i
using the "YOUR SOFTWARE] Bank

i =[] [t DB (] S T2/

sining this document

Switches to the window coy

Figure 15

Window [Your Template]

? Hint: The checkmark in the Window pulldown menu indicates
which file is currently active. This will help you keep track of
which open file is currently modifiable.
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Note the change in the file name listed at the top left of your
screen to [Your Template] file. In the prior step it was
bankmstr.doc. Now it should be [Your Template].

Next use your mouse to select the top left field position where
you would like the copy process to begin inserting data from the

bankmstr.doc file into [ Your Template] file.

Note the location of the Blinking Cursor approximately 1/4” in
length in Figure 16 below.

Next select Edit|Paste from the menu.

Blinking Cursor TEMPLATE.DOC

%4 M crosoft Word - TEMPLA c.DOC

@ Ble =08 View Inzert Format Tools Table Window  Help B
= Cantlndo Gz \Eglem]| (| 7 |o | o)as =
- j Hepeat Capp [t |_|_I | I I I _I_‘
3t H H
[Eut Ll
e E Lopy [EflE |Times New anaj| |1l]
Crh -—
oy -
ot Paste Special.. 5'S$7_j
[ Clear Del
Select &) Crlt
Find Chrl+F
Replace... Ctrl+H
GaTa. Ctrl+G
AutoTest..
Bookmark...
Liriles:..
[bject
EEE o

Ingerts the Clipboard contents at the ingertion point

Figure 16
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Now observe how the information from the Bankmstr.doc file
pasted into [Your Template].

Edt  Wiew Insert Format  Tools  Table  Window  Help

27|25 |2 |G | L[S T <]
B

To standardize the process of controlling the Bank Account Master File in the [YOUR SOFTWARE] system.

Statement of Policy:

The Company will only use properly authorized banks and bank accounts to process the cash receipts and dishursements
for its operations.

Practice
sl gy
By ———— i e eater et e il banks i
........................................ bank accounts to be used by the Company
Accounting 2 The Controller must imitiate all bank accounts

............................................................ for use by the Company

3 All changes to the Bank Master must be
controlled by ane person.

Page 1 Secl 1/8 At Ln Col 12:49PM MHK!* [WPH

Figure 17
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Next perform a File|Print Preview and look at how the
information you just copied into [Your Template] looks on the
page. (See Figure 6 on Page 9.)

Select the Close button near the top of the Print Preview screen
to return to the editing mode.

Setting up the Header and Footer in [Your Template]:

11.

Select Window|Arrange All to show the two files simultaneously
on the monitor. See Figure 18 for a view of the Window|
Arrange All menu item.

% Microsoft Word - TEMPLATE.DOC
file Edt ew |nsert Format Tools Table |Window Help

1 BANKMETR DO
2 TEMPLATE DOC

CENERAL LEDGER cL-N0g

Bank Account
Master File

Purpose:

To standardize the process of controlling the Bank Account Master File in e [YOUR SOF TWARE]
syEtEm

Statement of Policy:

- o e coter asbh e blen cond hole o nosida $o e

O P—— |

ER RN
BEEREEEEE FREEEEIDNEREEERE
Arranges windaws as nen-averlapping fles \

Figure 18

ArrangeAll
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12. Click on [Your Template] file to activate it if it is not already
activated Bright).

TEMPLATE.DOC

& Microsoft Word
File Edt Viewgfneert Format Tools Table Window Help

GENERAL LEDGER GL-2000

BNEERNEER T RN EEE RS E IR EN E
[Page 1 Sec 1 AT\ [At Ln Cal [T225PM [REC [MEE [EXT [OVR [wPH

Figure 19

BANKMSTR.DOC
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13. Next select View|Header and Footer to edit the Header and
Footer.

14. Next type the Header and Footer information from the
Bankmstr.doc file into [Your Template] file.

& Microsoft Word
File Edt View Insert Format Tools Table Window Help

GL-2000

g
1ofl

GENERAL LEDGER. GL-2000
Bank Account
Master File

Purpose:

Page 1 Gec 1 141 a7 Ln Col 1 12:30PM [REC [MRE [EXT [DVR | [WPH
Figure 20

Once this is done for the first page, the Header and Footer
information will carry over to all other pages in [Your Template]
file.

15. Proceed to copy all other pages of information from the
bankmstr.doc file to [Your Template] file in the same manner
as described above.

¥ CAUTION: NEVER work with the Template file without
protecting it from accidental saves or automatic saves. ALWAYS
open the Template file and immediately perform a File[Save As
command (and re-name the file) before working with it.
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Chapter 5:

Modifying the Policies and Procedures

Introduction:

Most of the files contained in this package are data files and may
be modified in any way you wish to suit the needs of your
company. Although they may be quite useable in their current
form, these procedures were written in a generic format using
specific accounting/business jargon. Things probably run
different in your company requiring some modification of the
procedures.

To modify files for your company, select a procedure from
APPENDIX B: INDEX.

Open a file and edit it to fit your needs by changing the steps and
sequences of the procedures. You may also wish to change the
titling, numbering, etc., to the policies and procedures. Nothing is
sacred in these policies and procedures. You can even create
totally new policies and procedures using the Template as your
starting point.

Refer to the other sections of this manual above and the
Summary.doc file (see Chapter 1, Tip: Files to Print First)
describing the use of the Template to formalize your work for
release to others

Remember, it is much easier to edit than to create, thus, our
purpose of providing you with this package of tools. We’re sure
you will find the many valuable tools we have put at your
disposal will help you produce more solid, understandable and
workable policies and procedures. With this package you will do
the job faster and with more confidence about the development
process. You will also have much more confidence in your
finished product.
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Don’t expect to use all of the information provided here right
away. As in most software, it takes many uses to gain the full
potential of the resource. Keep working with it. Keep exploring.
If you need something that does not appear to be available in this
package, give us a call. We are working on additional policies
and procedures constantly and we welcome your suggestions.

TIP: Consider using Hypertext to define terminology you use in
your policies and procedures and connect your Glossary of Terms
to them.

TIP: Consider putting your manual on-line.

The benefits include:

e Less paper

e  Ease of distribution
e Ease of access

e FEase of updates

The drawbacks include:

e Staff may not be satisfied with a paperless system. They may
make desk copies of the on-line material. Thus, when you
update the policies and procedures that you put on-line, you
should require the destruction of old desk copies.

e  On-line access must be simple. Provide for hot key access to
avoid excess “screen hopping”.
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Chapter 6:

Other Tools

Introduction:

The following documents/spreadsheets (Tools) are available to
assist you with your project. Some of them are only available in
certain versions of this product. The tools and their availability
are shown in the next table. If you did not purchase a product
containing a tool that you need, please contact us through the
registration form or order form included in this package or see
“Getting in Touch with Us” in the Introduction: About This
Manual section to this user’s guide.

Found in
A
Tools AJA|P |C Description
R|P|R|T
W_9 ltr.doc v | v'| ¥'| ¥ | Request letter for vendors to
provide your company with W-9
information.
T&E pt.xls v'| v'| ¥ | Travel and expense report
Travel.xls v'| Y| V' | Travel policy statement regarding
commuting time versus
compensable travel time.
Rec_profxls | ¥ | ¥ | ¥ | ¥ | Bank reconciliation and proof of
cash.
Exempt.xls v'| v | FLSA employee exempt status
charts for Administrative,
Executives, Professionals,
Outside salespeople, and
Computer related occupations.
(continued)

AR=Accounts Receivable, AP=Accounts Payable, PR=Payroll, ACT=Accounting
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Tools

Found in

= Q>

Description

(continued)
Garn_ws.xls

Gross_up.xls

Bad_debt.doc

Confid.doc

Budget.xls
Pos.doc

Farprtng.doc

v

v

Garnishment template for
calculating limits on amounts
available for multiple
garnishments and setting the
priority of payment.

Gross up of bonuses requested
where only the net pay is
provided.

Collection letter using a 1099-C
with references to IRC sec. 166.
Commitment letter of
competence, integrity, objectivity
and confidentiality

Spreadsheet planner for your
procedures' development process
Purchase requisition

Purchase order

Fixed asset transaction request

AR=Accounts Receivable, AP=Accounts Payable, PR=Payroll, ACT=Accounting
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Glossary

alt key
Use the [Alt] key in combination with the underlined letter of
the menu item if you wish to use key strokes rather than the
mouse. Review your word processing software
documentation for additional guidance.

click
The action of pressing the mouse button once, then releasing.

dialog box
In Microsoft Windows applications (such as File|Open), a
window that appears in response to some action, requesting
or displaying additional information.

double-click
Process activating a menu or button by pressing the left
mouse button twice in rapid succession, while the mouse
pointer (on the monitor) remains stationary over the item you
wish to select or activate.

icon
A visual representation of an object or action. In Microsoft
Windows, each application is represented by an icon.

list box
In Microsoft Windows applications (such as MS-Word), a
box that contains a list of items. When the list contains more
items than will fit in the box, a scroll bar facilitates moving to
different parts of the list.

outline control
In Microsoft Windows applications (such as MS-Excel), a list
box where related items are grouped together. A group of
items can be seen only by the group title (collapsed), or items
can be displayed individually (expanded). Icons by items in
the outline tell if there are collapsed items associated with it.

scroll bar
A device that appears at the right and/or bottom edge of a list
box or window to facilitate viewing different areas.

select
See Double-click above.

Appendix A:
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POLYPROC
License Agreement:

POLYPROC POLICIES AND PROCEDURES PROGRAM
LICENSE AGREEMENT AND LIMITED WARRANTY

1. NOTICE: We are willing to license the Product titted POLYPROC to
you only on the condition that you accept all of the terms contained in this
License Agreement. Please read this License Agreement carefully before
opening the sealed disk package. By opening this disk package, you
agree to be bound by the terms of this Agreement and you agree to use
the Product and accompanying items only upon the terms and conditions
of this License. IF YOU DO NOT ACCEPT THESE TERMS AND
CONDITIONS, WE ARE UNWILLING TO LICENSE THE PRODUCT TO
YOU, AND YOU SHOULD NOT OPEN THE SEALED DISK PACKAGE.
IN SUCH CASE YOU MAY THEN PROMPTLY RETURN THE
UNOPENED DISK PACKAGE AND ALL OTHER MATERIAL IN THIS
PACKAGE TO YOUR DEALER. IF YOU HAVE ANY PROBLEMS WITH
THE PROGRAM OR IF YOU HAVE ANY QUESTIONS CONCERNING
THIS LICENSE AGREEMENT, CONTACT CUSTOMER SERVICE AT
913-888-9472.

2. OWNERSHIP AND LICENSE: This is a License Agreement and NOT
an agreement for sale. Miles Hutchinson (MH) grants you a nonexclusive
right to use one copy of the Program on a single computer for your
personal use. The Product, including any text, data, forms, images and
any other data in any form, is owned by MH or our licensers, and is
protected by U.S. and International copyright laws. Your rights to use the
Product are specified in this Agreement, and we retain all rights not
expressly granted to you in this Agreement.

3. GRANT OF LICENSE-YOU MAY: In addition to using the program as
provided above, make one copy of the Program solely for backup or
archival purposes provided that you reproduce all information (including
copyright notices) which appear on the original disk(s). After you have run
that portion of the Product called "installation” on your computer, you may
use the Product on a different computer only if you first delete the files
installed by the installation program from the first computer. Transfer the
complete Program Package to another on a permanent basis, provided
that you retain no copies and the recipient agrees to use the Program
subject to the terms and conditions of this License and to inform MH of the
transfer within 60 days.

4. YOU MAY NOT: Use the Product on more than one computer,
terminal or workstation at the same time. Make copies of the
documentation, printed materials accompanying the Product, packaging,
container or wording thereon, or product markings accompanying the
Product, or make copies of the Product itself except as provided above.
Use the Product in a network or other multi-user arrangement or on an
electronic bulletin board system or other remote access arrangement
without paying the applicable license fees.

5. NO ASSIGNMENT AND OTHER RESTRICTIONS: You may not rent,
lend, lease, license, sublicense or otherwise transfer the Product. The
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License granted to you pursuant to this License Agreement is personal to
you, and under no circumstances may be assigned or transferred by you
without our prior written consent. Any attempted assignment or transfer
shall be null and void and shall result in the immediate and automatic
termination of the License granted under this License Agreement. You
may not reverse engineer, decompile, disassemble, or create derivative
works of the Program. You may not use the extra set of disk(s) (if the
Product Package contains both CD’s and 3.5” disks) on another computer
or loan, rent, lend, lease, license, sublicense or otherwise transfer them to
another user. You may not return this Product once opened unless you
agree to erase all file and paper copies made and return the Product and
all collateral material received along with the disk in its original condition.
You may not return the Product unless you first call us at 913-888-9472
and obtain a return authorization number.

6. LIMITED WARRANTY: MH warrants, to the original buyer only, that
the media upon which the Product is recorded shall be free from defects in
materials and workmanship under normal use and service for a period of
30 days from the date you acquired the media from us or our authorized
dealer. (a) Media: If the media fails to conform to this warranty, you may,
as your sole and exclusive remedy, obtain a replacement free of charge if
you return the defective disk to us with a dated proof of purchase. (b)
Performance: The Product in this package will materially conform to the
documentation that accompanies it. If the Product fails to operate in
accordance with this warranty, you may, as your sole and exclusive
remedy, return the Product and the documentation to MH, along with a
dated proof of purchase, specifying the problem, and we will provide you
with a new disk containing the Product or a full refund at our election.

THE ABOVE WARRANTY IS THE ONLY WARRANTY MADE BY MH.

MH SPECIFICALLY DISCLAIMS ANY OTHER WARRANTIES, EXPRESS
OR IMPLIED, INCLUDING IMPLIED WARRANTY OF
MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE.

EXCLUSIVE REMEDY: MH'’s entire liability and your exclusive remedy
shall be, at our option, either (a) the repair or replacement of the Program
by MH; or (b) a refund by MH of the price, if any, which you paid for the
Program and associated documentation as substantiated by proof of
purchase. MH shall have no other liability hereunder.

Some states do not allow the exclusion of implied warranties, so the above
exclusion may not apply to you. This limited warranty gives you specific
rights, and you may have other legal rights, which vary from state to state.

LIMITATION ON DAMAGES: IN NO EVENT SHALL MH BE LIABLE FOR
ANY DAMAGES WHATSOEVER (INCLUDING WITHOUT LIMITATION,
DAMAGES FOR LOSS OF PROFITS, BUSINESS INTERRUPTION, LOSS
OF INFORMATION, OR OTHER PECUNIARY LOSS) ARISING OUT OF
THE USE OF OR INABILITY TO USE THIS PROGRAM OR PROGRAM
DOCUMENTATION, EVEN IF MH OR ANY AUTHORIZED DEALERS
HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN
NO EVENT WILL ANY LIABILITY HEREUNDER FOR ANY REASON
EXCEED THE ACTUAL PRICE PAID FOR THE LICENSE TO USE THIS
PROGRAM, PLUS ANY TAX, BUT EXCLUDING ANY SHIPPING OR
HANDLING CHARGES. SOME STATES DO NOT ALLOW THE
EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR
INCIDENTAL DAMAGES, SO THEY MAY NOT APPLY TO YOU.
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Appendix B:

Index of Policies, Procedures
and FileNames

This section contains a listing of the policies and procedures
found on the various products we provide. They are subtitled
near the left margin of the page under the SECTION
identification. Below the SECTION ID you will find three
columns as follows:

SUBJECT | FILENAME | NUMBER

FILENAME refers to the name of the file where you can find the
procedures listed under SUBJECT in this index. This is your
cross-reference between the procedure names and the filenames.
these files will be located in the POLYPROC folder on your hard
drive upon installation.

To select a procedure for editing or printing, review this index
and choose a procedure you are interested in. Next locate the
filename of the procedure using this index. Then follow the
instructions in the various chapters of this manual to open, edit,
save and print the procedures.

Note: Check the “Readme” file for recent additions made after
publishing this guide. Also, the most current and complete listing
of available procedures and tools will be found in the following
two files: Tabl_con.doc and Indexalp.doc. You should have
printed these files, among others, while working in Chapter 1 of
this manual. Refer to them to ensure you find all your available
resources.
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SUBJECT FILENAME NUMBER
SECTION I - GENERAL LEDGER
Chart of Accounts CHART UP GL-1000
Chart of Accounts Maintenance CHART UP GL-1100
Chart of Accounts Updates CHART UP GL-1110
Chart of Accounts Design Theory CHART UP GL-1120
Bank Account Master File BANKMSTR  GL-2000
Bank Account Master File BANKMSTR  GL-2100
Maintenance
Assigning Bank Master Numbers BANKMSTR  GL-2110
Cash Position CASHPOSI GL-3000
Cash Position Report Preparation CASHPOSI GL-3100
Cash-in-Bank Reconciliation BANKREC GL-4000
Cash-in-Bank Reconciliation BANKREC GL-4100
Procedure
Prepare Bank Statements for BANKREC GL-4110
Reconciliation
Bank Reconciliation and General BANKREC GL-4120
Ledger Proof
Bank Reconciliation Form REC_PROF. GL-4121

XLS
Journal Entries JRNLNTRY GL-5000
Journal Entry Procedure JRNLNTRY GL-5100
Journal Entry Form JEFORMXLS GL-5101
Petty Cash PETTYCSH GL-6000
Petty Cash Releases PETTYCSH GL-6100
Petty Cash Reconciliation Form PETTYREC GL-6101
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SUBJECT

FILENAME

NUMBER

SECTION II - CREDIT AND ACCOUNTS RECEIVABLE

CREDIT

Extending Credit

Processing Credit Applications -
Department

Processing Credit Applications - Desk
Chart of Reports and Letters
Credit Policy Statement
Credit Application Form

Financial Analysis of Customer
Financial Data

Credit Recommendation Report
Commitment Letter

Denial/Alternative Payment Plan
Letter

COLLECTIONS

Collection of Outstanding Accounts

Handling Collection Issues
Customer Contact Log
Dunning Notice Letter

Follow-up Letter of
Commitments

Warning of Pending Credit Hold

Warning of Cancellation of
Credit Terms

Notice-Start of Formal Collection
Process

SUBJECT

CREDIT
CREDIT

CREDIT
CREDIT
CTPOLICY
CT_APP

ANALYSIS.
XLS

CTRECRPT
CTCOMMIT
CT_DENY

COLLECT
COLLECT
CONTACT
DUNNING
COMMIT

CTHOLD
CTCANCEL

LEGLCOLL

FILENAME

CT-1000
CT-1100

CT-1110
CT-1110
CT-1110
CT-1111
CT-1112

CT-1113
CT-1114
CT-1115

CT-2000
CT-2100
CT-2101
CT-2102
CT-2103

CT-2104
CT-2105

CT-2106

NUMBER
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COLLECTIONS (Cont.)

Customer Master File CUSTMSTR AR-1000
Customer Master File Maintenance CUSTMSTR AR-1100
Customer Number Assignment CUSTMSTR AR-1110
Customer Invoicing and Reports STMTPROC AR-2000
Customer Invoicing - Departmental STMTPROC AR-2100
Manual Billings STMTPROC AR-2110
Invoicing - Desk Procedure STMTPROC AR-2150
Cash Receipts CSHRCPTS AR-3000
Cash Receipts Processing CSHRCPTS AR-3100
Customer Receipts Processing CUSTRCPT AR-3110
Cash Receipts Entry Form CSHRECFM AR-3120
Cash Receipts Log CSHLOG AR-3130
Prepare Bank Deposit BANKDPST AR-3140
Reconcile Bank Deposits BANKDPST AR-3150
Bank Deposit Variance BANKDPST AR-3160
Cash Receipts Reports CRRPTFLG AR-3170
Clear Cash Receipts Suspension CRCORREC AR-3190
Regional Cash Receipts RMTRCPTS AR-3200
Regional Cash Receipts Process RMTCSHPR AR-3210
Regional Cash Receipts Entry RMTENTRY  AR-3220
Miscellaneous Cash Receipts MISCRCPT AR-3400

Cash Receipts Exception CRSUSPXLS
Handling Form

Partner Statement Processing PTNRSTMT AR-4100
Wire Transfer Receipts WIRERCPT AR-5000
Wire Transfer Receipt Processing WIRERCPT AR-5100
Wire Transfer Deposit Form Use WIRINFRM AR-5110
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SUBJECT

FILENAME

NUMBER

SECTION III - PURCHASING AND ACCOUNTS PAYABLE

PURCHASING
Procurement

Purchase Requisitions of Products or
Services

Purchase Requisition
Purchase Order Processing
Purchase Order

ACCOUNTS PAYABLE

Purchase Order Tracking
Accounts Payable Processing
Payment Request Processing
Payment Request Review
Payment Request Batching
Vendor Master File

Vendor Master File Maintenance
Vendor Master Update Requests
Vendor Number Assignment
Vendor Insurance

Initiate Vendor Insurance Summary
Form

Process Vendor Insurance Certificate
Vendor Insurance Invoice Review
Cash Disbursements

Automated Check Processing
Voucher Adjustments

Automated Check Printing
SUBJECT

POS
POS

PURCHREQ
POS
PURCHORD

POS
INVPROC
INVPROC
INVPROC
INVPROC
VENDMSTR
VENDMSTR
VMMFORM
VENDNUM
VENDINS
VNDRCERT

VNDRCERT
VNDRINS
MANLCHEK
AUTOCKS
AUTOCKS
AUTOCKS
FILENAME

PO-1000
PO-1100

PO-1101
PO-1110
PO-1111

PO-1120
AP-1000
AP-1100
AP-1110
AP-1120
AP-2000
AP-2100
AP-2110
AP-2120
AP-2200
AP-2210

AP-2220
AP-2230
AP-3000
AP-3100
AP-3110
AP-3120
NUMBER
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ACCOUNTS PAYABLE (Cont.)

Manual Check Disbursements WRTMNLCK AP-3200
Producing Manual Checks WRTMNLCK AP-3210
Batch Manual Checks BCHMNLCK AP-3220
Check Signing Requirements CKSIG AP-3400
Prepare Checks for Signature AUTOCKS AP-3500
Vendor Invoice Filing INVFILE AP-4100
SECTION IV - FIXED ASSETS

Fixed Asset Accountability FAOVRVW FA-1000
Fixed Asset Procurement FAPROCUR FA-2000
Fixed Asset Procurement Procedure FAPROCUR FA-2100
Fixed Asset Marking and Inventory FAINVMRK FA-3000
Fixed Asset Marking and Inventory FAINVMRK FA-3100
Procedure

Fixed Asset Reporting FARPRTNG FA-4000
Fixed Asset Reporting Procedure FARPRTNG FA-4100
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SUBJECT FILENAME NUMBER

SECTION V - PAYROLL AND GARNISHMENTS

Employee Determination PAYROLL PR-1100
Employee Payroll Processing PAYROLL PR-1200
Processing Salaried Payroll PAYROLL PR-1210
Processing Hourly Payroll PAYROLL PR-1220
Employee Compensable Waiting PAYROLL PR-1300
Time
Employee Overtime Determination:
Employee Non-exempt Worker PAYROLL PR-1400
Employee Exempt Worker PAYROLL PR-1500

FLSA White-Collar Exemption EXEMPTXLS PR-1501
Test (5 Charts)

Paycheck Distribution PAYROLL PR-1600
Paycheck Compensable Travel Time =~ PAYROLL PR-1700
Travel Time - Is It Compensable? TRAVELXLS PR-1700
Travel Advances PAYROLL PR-1800
Expense Report Form T&E PTXLS PR-1801
Garnishments and Child Support PAYROLL PR-2000
Orders
Garnishments Form GARN_WS. PR-2001
XLS

Family & Medical Leave:

Approval of Leave Time PAYROLL PR-2100

Unpaid Leave Deductions PAYROLL PR-2200
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SUBJECT FILENAME NUMBER

SECTION VI - TRAVEL

Travel TRAVPOL EE-5000
Booking Your Trip TRAVPOL EE-5100
International Travel TRAVPOL EE-5200
Domestic Travel TRAVPOL EE-5300
Rental Car TRAVPOL EE-5310
Other Transportation TRAVPOL EE-5320
Lodging TRAVPOL EE-5330
Meals and Entertainment TRAVPOL EE-5340
Telephone Usage TRAVPOL EE-5350
Travel Insurance TRAVPOL EE-5360
Expense Reporting TRAVPOL EE-5400
Payment Methods TRAVPOL EE-5410
Non-reimbursable Expenses TRAVPOL EE-5420
Expense Report Form Instructions TRAVPOL EE-5430
Personal/Vacation Time TRAVPOL EE-5500
Guest Travel Authorization TRAVPOL EE-5510
General Travel Safety Tips TRAVPOL EE-5600
Tips for Travel Under Increased TRAVSEC

Security Initiatives
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SUBJECT
GLOSSARY OF TERMS
EXHIBIT CROSS-REFERENCE
PROCESS FLOW DIAGRAMS
Accounts Payable
Accounts Receivable

Credit Acceptance and Customer
Set-up

Taxation of Transactions (Office
97 only)

FORMS & LETTERS

Project Administration:
Quick Start
Readme File

Executive Summary - Project
Structure, Layout and Oversight
Plan

Steering Team Response Control

Introduction Letters To/From Top
Management

Announcement Letter To Staff
Project Time & Cost Budget

Style Template Layout for
Policies & Procedures

Master Layout for Policies &
Procedures

Useful Letters:
Commitment Letter to Company
Sales & Use Tax Liability Letter
Sales Tax Exempt Letter
Request for Form W-9

Useful Letters (Cont.):

FILENAME  NUMBER
GLOSSARY  Appendix A
APPENDB  AppendixB
Appendix C
AP_APP C
AR_APP_C
CT_APP_C

TAXATION
OF TRANS-
ACTIONS 97

Appendix D

QUIKSTRT
README
SUMMARY

CONTROL
TOP_MGT

ANNOUNCE
BUDGETXLS
TEMPLATE

PROCMSTR

COMITMNT
SUT_VEN
SUTEXEMT
W 9 LTR
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Bad Debt 1099-C Letter BAD DEBT
Supplemental Pay Gross-up GROSS _UP.
Calculations XLS

Useful Spreadsheets:

Financial Analysis of Financial ANALYSIS.

Data XLS

Bad Debt Write Off Analysis BDWRTOFF.
XLS

Bank Reconciliation Form REC PROF. GL-4121
XLS

FLSA White-Collar Exemption EXEMPT.XL

Test (5 Charts) S

Expense Report Form T&E PT.XL  PR-1801
S

Early Pay Discounts - EARLYPAY.

Determining the Value XLS

Supplemental Pay Gross-up GROSS_UP.

Calculations XLS

Garnishment Calculations GARN_WS. PR-2001

Worksheet XLS

SALES & USE TAX

Taxing the Transaction SLSUSTAX SU-1000

Determining Tax On Sales - Sales SLSUSTAX  SU-1100

Department

Determining Tax On Sales - A/R  SLSUSTAX SU-1200

Department

Determining Tax On Purchases -  SLSUSTAX  SU-1300

Requisitioning

Determining Tax On Purchases -  SLSUSTAX SU-1400

Purchasing

Determining Tax On Purchases -  SLSUSTAX  SU-1500

A/P Department

Sales Tax Analysis Matrix SALESTAX. SU-1401
XLS

Drop Shipments DROPSHIP. SU-1402
XLS

Multistate Jurisdiction Form MULTISTAT
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EXEMPTIO
N CERT.PDF



