
ABCs of Downloading and Uploading  
Building Blocks of Accounting – A Financial Perspective 
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A. Log on to https://Cybertext.com 
 

 

 
 
 
 
 
 
 
B. Select Account Setup 
 
 



C. Fill in Billing Information – ENTER YOUR INFORMATION 
D. No Hard Copy 

 
 
 
 
 
 

C. 

D

Your first name 

Your email address

Your address

Your state

Your zip code 

Your last name 

Your email address

Your city

Your student ID  Not your Social Security number 

Your country



E. Select School, Instructor, Course, Section and Term 
F. Submit Form  
 

 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

F. 

E. Select your School, Instructor, Course, Section and Term 



G. Input Confirmation  
H. Method of Payment 
 
 

 
 

 
 
 
 

 
 
 

H. 

G. 

Your data 



I. Accept Terms  
J. Complete and Submit Information (You may modify if you are 

using another person’s credit card, make sure the address is the 
billing address of the credit card). 

K. Process Payment 
 
 

 
  

I. 

K

J. 

IF PAYING WITH A CREDIT CARD 

Your data 



 
 
 
 
I. Read Terms 
J. Enter Token 
K. Process Payment  
 
  

IF PAYING WITH A TOKEN 

I. 

J. 

K. 



 
 
 
 
 
I. Read Terms  
J. Complete and Submit Information (You may modify if you are 

using another person’s credit card, make sure the address is the 
billing address of the credit card). 

K. Process Payment 

 
  

IF PAYING WITH A CHECK 
NOTE: YOU WILL BE ABLE TO DOWNLOAD THE 

PROJECT BUT YOU CANNOT HAVE YOUR PROJECT 
GRADED UNTIL AFTER THE CHECK CLEARS.. 2 WEEKS. 

I. 

J. 

K. 



 
L. Account Information  
M. Return to Home Page 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

M. 

L. 



N. Select Login  
O. Log on to https://Cybertext.com 

 

 
 
 
 
 
 
 
 
 
 
Select your Book 
 
Enter your Email 
 
Enter your Password  
 
 
 
 
 
The first time you have to change your password 
 

 

N. 

O. Your Email Address 



P. Select Version and Make Excel File 
 
 

 
 
 
 
 
 
 
 
 
 
  

(Your Instructor) 

Select Desired Version 
Make (xls) File 
Make (.xlsx) File 

P. 



Q. Right click on file name, Select “Save Target As…” or “Save Link 
As…” and Save the File 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
  

Q. 



ALL THE SHEETS ARE PROTECTED 
 
R. Enable Editing  
S.  Select the Chart of Accounts sheet and print the sheet 
T. Select the Transactions sheet and read the first transaction 
 

 
 
 

 
 
 

 
 
  

R. 

S. 

T. 



U. Select the General Journal sheet  
 
 
Enter the data to complete the journal entry, all amounts are limited to 
two decimal places. 
 

  
  

Note: You can only enter data into the yellow filed cells 



TO UPLOAD 
 
Save your project using the same name that it had when downloaded.  
 V.   Log on to https://Cybertext.com and select Upload Excel File 
W.  Choose File 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Your Instructor) 

V. 

W. 



X. Finished –  
The number of uploads may be limited by your instructor 
 

 
 

Date/Desc Either the date is wrong or the description is missing 
Account # The score indicates the number of wrong account 

numbers  
Debit The score indicates the number of wrong numbers in the 

debit field 
Credit The score indicates the number of wrong numbers in the 

debit field 
Note: If you enter the same incorrect number in both the debit and 
credit columns only one will be marked incorrect as you realized the 
two sides must be in balance.  
Reverse The journal entry is reversed 

 
If you pay a telephone expense of $100.00         

Telephone Expense        100     

  Cash                                                      100   

                  

If you debit cash and credit telephone expense you have reversed the whole 
entry. 
Cash                                                    100     

  Telephone Expense        100   

                  

If you debit cash and credit anything else you have reversed part of the entry. 
Cash                                                    100     

  Rent Expense         100   

 


