
Bank, Checking, or ‘Cash’ Accounts are set up by marking them as Cash Accounts on your
Chart of Accounts.  Any account marked as a ‘Cash’ account on your chart of accounts will
be available for selection when posting checks or deposits.  See the Help Document about
setting up accounts on your Chart of Accounts for more information.  This Help Document will
be a brief description of adding accounts as ‘Cash Accounts’ and reviewing them on a Man-
agement window.

To open the window to set up accounts on your Chart of Accounts, use the ‘Accounting’ link
on the Navigation/Home window.

The first window to open is for entering a date to use
for displaying the balances for each account on the
Chart of Accounts as of that date.  When setting up,
just click the Continue button.

Bank/Checking/Cash Accounts

Notice that the window below displays the word ‘Yes’ in the ‘Cash or Bank Acct’ column for
some of the accounts on the Chart of Accounts.  Continue to the next page for information on
marking accounts as Cash Accounts.



To add a new Bank or Cash account to your Chart of Accounts, use the button labeled ‘Add New Account / Or Edit’ on the Chart of Accounts
Manabement window.

The ‘Add or Edit Chart of Accounts’ window shown to the
right is explained in more detail in the Help Document about
setting up your Chart of Accounts.

Usually, Cash accounts are located at the first of your Chart of
Accounts list and are given a ‘Group Heading’ like “ Cash” in
the Financials Section of Current Assets.  To mark the account as
a ‘cash’ account to make the account available for posting depos-
its or checks, select ‘Yes’ in the ‘Bank/Cash Account?’ field.

Continue to the next page.

Adding a New Cash Account



Cash Accounts Available For Deposits and Checks

The accounts marked as ‘Cash’ accounts will be the ones that are available for selection in a ‘drop-down’
list when posting a deposit.  See Help Documents about posting deposits.

The accounts marked as ‘Cash’ accounts will also be the ones that are available for selection in a
‘drop-down’ list when asked for a Bank/Cash Account to use for printing checks.  See Help Docu-
ments about printing and posting checks.

Continue to the next page.



Deleting A Cash Account

Since Cash Accounts are set up on your Chart of Accounts, the method to delete a Cash
Account is the same as the method to delete an account on your Chart of Accounts.   See
the Help Document about Deleting An Account on the Chart of Accounts.

Continue to the next page.



Bank/Cash Accounts Management Window

The accounts that have been marked as ‘Cash’ accounts on your Chart of Accounts can be quickly
reviewed by using the link labeled ‘Banking’ on the Navigation/Home window.

The ‘Bank/Cash Accounts Management’ window shown below will list all accounts that have been
marked as Cash accounts.  The window will display the balances in the Cash accounts.   There are
also fields on the window to enter more information about the bank accounts, if needed.

Also notice that you can use the ‘Select Task’ field to the
left of each Cash account to open features like ‘Bank
Reconciliation’, ‘Register/Ledgers’, and so on for the Cash
Account on the line.  See Help Documents on the windows
that open when selecting those tasks.

The toolbar at the top of the
window also contains buttons that
will open windows for features
related to Cash accounts.  See
Help documents available on the
windows that will open.


