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Chapter 1:  Installation 
 
 
Hardware requirements 
 
In order for TaxSlayer Books to work smoothly, we recommend the following as requirements 
for your computer and operating systems: 
 
Computer System:  
  Computer:   2.0 GHz or higher  
  Memory:    512 MB of RAM       
  Hard Drive:   750 MB of hard drive space 
  
Operating System:    Windows XP SP2 
  Printer:    100% HP Compatible Laser printer   
  Resolution:   1280 x 1024 or higher 
  Internet/Modem:  High speed internet connection  
 
** Windows 95, 98 and ME and NT are no longer supported 
*** Inkjets not recommended for check printing 
 
 
Windows Vista 
Users of the Microsoft Windows Vista operating system must run the program shortcut as an 
administrator.  To set this option, complete the following steps after installing the TaxSlayer 
Books program: 

1. Right-click on the �TaxSlayer Books� icon on your desktop 
2. Select �Properties� 
3. From the Shortcut tab, select the �Advanced� button 
4. Click to place a checkmark in the box labeled �Run as administrator� 
5. Choose �OK� to exit out of the option and the properties screens 
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After you right-click on the 
TaxSlayer Books icon, select 
�Properties� from the list 

Click on the �Advanced� button 
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Click to place a check mark in the 
box �Run as administrator� 
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Chapter 2: Moving around in the program 
 
 

 
 
In the Main Menu Screen, you will find the Menu Bar. You may choose to move around the 
program by using either the pull down menus or the icons at the top of the screen.  
 
 

 
 
Let�s take a look at the drop down menu options and their functions: 
 

1. File  
Open Company 
New Company  
Delete Company 
Close Company  
Default Printer 
E-File Setup (if you have electronic filing add-on) 
Send Backup to/Receive File from TaxSlayer Support  

  Get update  
  Exit 
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2. Setup (Using the keyboard, you may complete the function by striking the letter that is underlined) 
Passwords 

  Date 
  Company 
  Chart of Accounts 
  Payroll Setup 
  Employees 
  Sales Tax 
  Customers - Sales 
  Vendors - Purchases 
  Inventory 
  Depreciation 
 

3. Daily Work 
Date 
Sales 
Deposits (Receipts) 
Purchases 
Payments 
Payroll 
Journal Entries 
Voids 
Reconciliations 
Inventory Adjustment 

    
4. Reports 

Chart of Accounts 
Accounts Receivable  
Accounts Payable 
Payroll 
Trial Balance  
General Ledger 
Financial Statements 
Reconciliations 
Tax Returns 
Inventory 
Journal Entry 

  Monthly Reports 
  Sales 
  Depreciation Statement 
  Employee Information 
  Transaction Journal 
  Print Blank Forms 
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5. Maintenance 
  Backup Company Data to Alternate Location 
  Restore Company Data 
  Backup All Companies 

Full restore from Prior Backup (Only use this with advice from TaxSlayer 
Support) 
Restore All From Automatic Backup 
Import from Quick Books 
Reindex Files 
Rebuild Indexes 
TaxSlayer Books Configuration 

      
6. Help 

Help   
TaxSlayer Web - Frequently Asked Questions 
TaxSlayer Web - Video Tutorials 
About� 
 

 
Another way to get around in the program is to utilize the toolbar: 
 

 
 
 

1.  Open Company 

2.  Close Company 

3.  Setup 

4.  Change the Reporting period 

5.  Deposits (Receipts) 

6.  Payments 
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7.  Payroll 

9.  Journal Entries 

10.  Reconcile 

11.  Reports: 
Chart of Accounts 
Accounts Receivable:  

 Deposit Register 
 Customer List 
 Aging Accounts Receivable 
 Accounts Receivable Statements 

Accounts Payable: 
 Check Register  
 Vendor List 
 Aging Accounts Payable 
 Voided Checks 

Payroll: 
 Regular 
 Quarterly 
 Year-to-Date 
 Commission Less Draw 
 Tax Liability report 
 Form 941 
 Form 941-V 
 Form W-2/W-3 
 Form 1099/1096 
 Form 940 
 State Unemployment reports 
 Employee Information 
 Print Blank Payroll Forms 

Trial Balance 
  General Ledger 
  Financial Statements 

 Balance Sheet 
 Income Statement � Master 
 Income Statement � Departmentalization 
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 Income Statement � Master w/Budget 
 Income Statement � Departmentalization w/Budget 
 P&L 3 Year Comparison 
 Change Report Titles 

  Reconciliations 
  Inventory 
  Journal Entries 
  Create/Print Default Reports 
 

12.  Tax Return 

13.  Backup 

14.  Configuration 

15.  Help 
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Chapter 3: Setup 
 
 
Setting up a Company 
 

  
  
A new screen titled Open/ Create New Company will appear. 
 

 
 
 
The New Company Information screen is displayed. 

Click on the Create a new company button 

Select the Open Company 
button on the toolbar 
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The next screen prompts you to identify the entity type of the company. 
 

  
 

 
Sole Proprietor: someone who owns a business; he is the only owner. 
 
  A sole proprietor files a schedule C tax return. 

Enter the Company ID (Name).  This name 
will display on Tax Forms and Reports. 
Enter the Trade name, Owner/Contact Name, 
and the address information. 
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Partnership: a business that is owned by two or more persons who pool their resources 
and share the resulting profits and losses. 
 
  A partnership would file a 1065 tax return. 
 
Corporation: a business whose articles of incorporation have been granted within the 
state of operations. 

   A corporation would file an 1120 tax return. 
 

S- Corporation: is a corporation whose primary income is derived from providing 
services of some kind. This includes doctors, lawyers, business consultants, and others. 
The rules for an S-Corporation are different from those of a Corporation. 

 
   An S-Corporation would file an 1120S tax return. 
  
 Personal: An individual account that is non-business related. 
 

A personal account would file a 1040 (personal income and expenses)  
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Choose the Accounting Method 
 

The Accounting Method is generally the method that the company first filed with the IRS 
unless they have filed Form 3115 to change the company�s method of accounting. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
Click on NEXT 
 

Cash Method: basis of accounting in 
which transactions are recorded when 
cash is received (revenue) or paid 
(expense).  This is the most common and 
recommended method for small 
businesses. Our software will default to 
this method.  

Accrual Method:  basis of accounting in 
which transactions are recorded at the point 
that revenue is earned or an expense is 
incurred, regardless of when cash is received 
or paid.  Income is recorded when the sale 
occurs, whether it is the delivery of a product 
or the rendering of a service to a customer.  
An expense is recorded when goods are 
received or services have been performed for 
the company�s benefit. 
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Enter the Tax Year for the company.  The Tax Year refers to the 12-month reporting period used 
for tax purposes and may be based on a calendar year (Jan. 1 � Dec. 31) or a fiscal year (for 
example, July 1 � June 30).  TaxSlayer Books calculates the end date of the tax year as 12 
months from the beginning date entered.  The Tax Year Begin date does NOT refer to the first 
day of transactions for a new company unless the business begins operations at the start of its tax 
year. 
 
Tax year begins: Please enter January 1st if the company is on a calendar year. If the company 
has a required tax year, then the tax year is based on the filing of the company�s first income tax 
return with the IRS. See Publication 538 for specific information on Accounting Periods. 
http://www.irs.gov/formspubs/index.html?portlet=3 
 

Note:  The Year that you enter on this screen will dictate the year in which you can begin 
entering transactions in TaxSlayer Books.  For example, if you want to use the program 
to record transactions that occurred in 2007, be sure to use 2007 as the year.  If you are 
creating a calendar year company that began operations today, use 01/01/2008 as the tax 
year begin date. 

 

 
 
Next, fill in the following: 
 

Federal Employer ID or (EIN): This is the nine digit number issued to your company by 
the IRS. This number is also known as the EIN (Employer Identification Number). If you 
do not have a Federal Employer ID, you may obtain one by submitting Form SS-4 or call 
1-800 TAX-FORM to get the form.  http://www.irs.gov/formspubs/index.html?portlet=3 

 
State Withholding ID: Assigned by the state for reporting purposes. If you do not have 
one, check with your state in order to obtain the ID number. 

 
State Unemployment ID: Assigned by the state Department of Labor for reporting 
purposes.  

 
Click Next 

http://www.irs.gov/formspubs/index.html?portlet=3
http://www.irs.gov/formspubs/index.html?portlet=3
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Verification Screen 
 

 
 
Note:  Please pay close attention to the items in red.  It is very important that this information is 
accurate as it cannot be changed once it is saved. 
 
 After all of the information is verified, click the Save button. 
Once you click Save, you will see a window with the following message: 
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At this point in the set up process, you will be asked to create a Chart of Accounts.  We 
recommend our default Chart of Accounts.  The program will default to this option.  You also 
have the option to copy an existing TaxSlayer Books Chart of Accounts, or you may create your 
own Chart of Accounts. 
 
 

 
 
 
Next, you will have the opportunity to enter beginning balances for your accounts.  
 

 
 
 
 
 
 
 
 

If you select yes, the Chart of Accounts Beginning Balances 
screen will appear. 
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Enter beginning balances for your accounts.  Total debits must equal total credits.  An out of 
balance message will appear if you click on Finish  without resolving a difference.  You 
cannot work in the program if your accounts are out of balance. 
 
 
Next, you may set payroll defaults for the company.   
 
 

 
 
Once you click on yes, you will see the Company Payroll Defaults screen.  
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Click on the drop down and you can 
choose from a list of common 
withholdings 

When setting up other 
payroll withholdings, select 
the Other Withholdings tab 

This is the payroll GL tab. 
If you are using the 
recommended default 
chart of accounts, then the 
withholding accounts are 
automatically assigned to 
the proper GL account. 

Click here to add or edit other 
withholdings as appropriate 
for your company 
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You may choose 
from a drop-down list 
of other additions 

Other Additions Tab 

If you need to add or edit 
your other additions, click 
here 
 




