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1.  How do I record cash and cheque deposits to my bank 
account?  

  
  

IMPORTANT NOTE  
  
All income should be recorded via the INCOME area in the first instance.  
  
Once the income transaction has been entered, cash or cheque subsequently deposited to a bank 
account may then be recorded.   

  

SECTION :   BANK 
SUBSECTION :  DEPOSIT  
  

  
1. The screen shows a list of all income received by cheque where the it has not been recorded as 
deposited in the bank.   

 

  
                    

  
2. Enter the date the deposit was made.  
  
3. Choose the bank account and enter the paying in book reference number.  
  
4. Tick the cheques that are being deposited, the deposit total will self calculate. You may enter as 
many cheques as you require.   
  

For business cheques, only those previously recorded as income can be shown as deposited 
here. If you have a personal cheque, it must be entered via the Personal section.  

  
5. Add in the amount of any cash being deposited.  
  
  
  
  
  



  
6. Check the total matches that of your paying in book, then óProcess Transferô.  

  

                  

  
        
                      



  

2.  How do I record cash withdrawals from my bank account 
to put into petty cash?   

  
  

SECTION :  BANK SUBSECTION :  
WITHDRAWALS  
  
  

  
1. Choose the date of the withdrawal, a reference number, the appropriate bank account and 
amount.  
  

  

  
  
2. Click Save  
  
The money has now moved from your bank to your petty cash account.  

  
  



  

3.  How do I record transfers between bank accounts?   
  
  

SECTION :  BANK SUBSECTION :  
TRANSFERS  
  
  
1. Choose the date of the transfer, a reference number, the account details and the amount to transfer.  

                       

  

2.  Click Save  

The balances of the two accounts will be updated 
accordingly. 



  

4.  How do I show payments made to my credit card?  
  
  

SECTION :  BANK  SUBSECTION :  
TRANSFERS  
  
  
This is essentially the same as transferring money from one bank account to another. The process is the 
same as paying into a credit card account.  

1. Choose the date of the transfer, a reference number, the account details and the amount to 
transfer.   

2. The ñTo accountò should be the credit card account.   

 

  

 3. Click Save  



  

5.  How do I set up a new bank account?   
  
  

SECTION :  BANK   SUBSECTION :  
ACCOUNT CREATION  

  

1. Enter the details as required.    

 

  

   

2. (Standard Version only) The ñOpening Balanceò is a mandatory field. This should be the balance of 
the account at the start of the current accounting period.  

For the Premium version, the opening balance is added via the óAdd Opening Balancesô section. The 
Opening Balance field will not be shown when creating a bank account. (Getting Started 2.7)  

You can add as many accounts as you like.  



  

6.  How do I delete a bank account?   
  
  

SECTION :   BANK SUBSECTION 
:  ACCOUNTS  
  
  
The system does not allow for bank accounts to be deleted. However, they can be made inactive.   

  

1.  Select the bank account that you wish to make inactive and left click with the mouse.   

2.  A menu will show. Select ñEditò  

 

  

3.  Details of the account will be shown. Remove the tick from the óActive Account boxô and then        
click Update Accountô.  

 

  

 4.The account will remain in the system but will be inactive.   



  

7.  How do I import my online bank statement?   
  
  

SECTION :  BANK SUBSECTION :  IMPORT 
STATEMENT  
  
  
You may import your online bank statement. However, we would suggest that this should be done only 
if it is to be the main method of entering your transactions. This will help prevent duplicate entries.   

  
1. Logon to your internet banking and download your bank statement to your desktop.   

  
This MUST be done in the Microsoft Money (.ofx) format. You cannot import other formats 
such as CSV into the system.  

  
2. From the bank account menu select the bank account which you wish to import.   

  

  
   
  
3.  Click the óBrowseô button. This will open a new window to allow you to locate your bank 
statement.    
  

The file name will end with .OFX. Highlight the file and click Open   

 

  
                   



  
4. Then click óImport Statementô   

 

  
                    

  
5. The entries in the statement will be shown, with account number, sort code and period 
displayed.  
  

   

  
  
6. In the column ñImport Asò, each entry is identified as Income, Expenses, Bank Transfer In or Bank 
Transfer Out.  
  

The system will import the transactions according to this label. Using the drop down at the 
side of each entry you can change these types as appropriate.   

  

 

  
  
7. For bank transfers choose the corresponding bank account involved in the transfer.  

 

  
                       

                  
8. If there are any transactions that should not be imported, untick the box in the ñImportò 
column.  
  
  
  

  
  
  
  
  


