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Increase your back office efficiency and accuracy by integrating 

R.O. Writer TM with your accounting system. 
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1. Select your date to process.  If you have multiple locations you will also need to pick 
the correct store. 

 

Select the date you would like to process from the “Dates to Process” list in the upper left corner, and click 

the  button.  Selecting a day will gather information from R.O. Writer TM to allow you to 
reconcile that day.  If you have multiple stores to process you will also want to pick a store in the upper right 
corner. 

A financial summary will be displayed on the screen here if you would want to verify your information that 
was pulled over from R.O. Writer. TM  You should have in front of you a Summary Report from R.O. 
Writer TM and the batch slips from the credit card machine, which you can use to compare your sales, 
payments received receivables/payables and the other summary section in Accounting Link.  If you wish to 

print the summary from Accounting Link you may do so now by clicking on the  button in the 
bottom right corner. 
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(Optional) If you need to make any changes you will want to do so by clicking on the “Details” tab.  Here 
you can view all of your information by journal entry.  By double clicking on any one of the line items you 
will be able to make changes to that entry. 

2. Post your deposit. 

 

If you have any changes to make to your deposit you would want to do it here.  To make changes click on 
the item you wish to change in the “Deposited” column and change the amount to reflect what you are 
depositing.  If you need to hold a check until a future date you would not select that check and it would 
continue to be held until you tell the system to deposit it.  If you do not have any changes to make you would 
click “Select All” and then verify that your cash, checks, and credit cards match and then click on “Post”.  
The system will ask you if you want to post this deposit, say “YES”.  The deposit is now posted and ready 
for export. 
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3. Export your information to your accounting system. 

 

Now you are ready to send your information to your accounting system.  In the “Export” tab you will see a 
list of all the journal entries that were created by Accounting Link, click on “Select All” and the program 
will highlight all the journal entries.  You will want to look at your “Export File Name” and the “Export 
Location” so when you are ready to import it into your accounting system you will know where to look and 

what to look for.  Next you will want to click on the  button, the system will tell you that the file 
already exists, do you want to replace say “YES” to this message.  The system will then tell you where the 
journal entries have been exported to, say “OK” here.  You are now ready to import your information into 
your accounting system.   


