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G  For more detailed instructions, pleaserefer to the full Cashbook Plus!
Manual within the program under Help >Getting Started Manual.
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Quick Start Guide for Gashbook Plus!

Thehardest part about using new software is getting started.
This Quick Sart Guide offers the quickest way to beginusing Practical
Systema @ashbook Pus!

1 Quick Start Gude lcons
& Learn a i

Do a bit

G Important information

1.1 Howto Install Casibook Plus!

Thereare two waysto ingall our programs:
1. Practical Sgtemswebsite www.practicalsystems.com.au
Goto Qustomer Support>CustomerLogin.
Login using youclient ID and pasword.
Install thefull program or update your existingprogram through our website.

E ‘—§ About Us Download Product Trials How To Buy Customer Support
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2. Install from the instalation disk.

8  Insertthe Installation CDinto your CDdrive.
The@D will run automatically and open thelnstallaion Screen.
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1.2 Demonstration Options

& Demonstration Options

Level: Features
-ﬁ 4 - Lewvel 3 plus advanced budgeting and registers

1 3 - Level 2 plus accrual accounting and cashflow budgets
i) 2 - Level 1 plus trading accounts and wages records
1 1 - Basic Cashbook

You are using the demonstration company for Cashbook

Plus!.
You may choose which level you would like to work with
while u=sing the demonstration company. l |EESE Read

Click the help button below for a more detailed
description of the features of each level.

(2]

1.3 Regstration

Toregiser your purchasedcopy of Casibook Plus! after installation, please phone Practical Systems
on 1800 624 688 for your unique unlock code.

2 Finding help when you need it

Help and Hedronic Documents

& By goingto the Help menu you will find a comprehensiveset of resourcesto assist
you ncluding a full Cashbook Plus! manual and a search function for quick accessto
help on a specificsubject.

Goto Help > Geting Sarted Manual.
Additional instructions can be found by gangto:
u  Help >Program Documentation
u Help>GSTManual
i Help>GSTTips

2.1 OnScreen Help

& Tosummon help from within a particular area of the programrelevant to the screen
youare a:

Pressthe F1key or clickthe ﬂ button at the bottom right of the screen.



2.2 Denmonstration Data
& The Demonstration Company in Casibook Plus! has been created so that you can start

viewing, editing or manipulating information straight away. Thisallows you to make entries

of your own, amend and delete items - all to help you explore and understand the features
of Ca$ibook Plus!

Goto Hle >Comparnies

SelecDemonstration from the list or type demonstration in the seach box andthen
clickselect. You maythen sekect which levelyou would like to work in.

2.3 Practi cal SystemsSoftware Annual Subscription.

& Keeping your Annual Subscription up to date will ensure:

U Your software isawayscurrent. Your Annual Subscription entitlesyou to all program
updates and upgrades.

U Help is always at hand. Annual Qubscription provides you with telephone support during
businesshours (8.30am to 5.30pm Monday to Fiday AEST)to help you through any queries
or problems you may have. Useof this srviceis unlimited for your period of cover.

Phone: 1800 624 688

U You are provided with regular Practical Tip emails in the form of a step by step guide that
enables you taetthe most from your software. You will also be provided witiewslett ers.
u A full index of Practical Tipis available for supported clients on our website

Ui Free Webinarsare also available for supported clients

3 Getting Started

G Asmentioned previously, the hardest part about using new software is getting started.
Thisguide illustrates a quick method of setting up Cashbook Rus!
Sdup isstrongly recommended before adding transactions to the Cashbook area

G(hshbook Rus! is best set-up using asmuch asyou can viathe Seup Wizard and then you
may modify set-up information via the set-up menus.

& When you first install Cashbook Plus! a demonstration company andad a BusnS & fileis
automaticaly set up for you. Whenyou first run the program, it will automatically goto
the demonstration company . If you would like to view the demonstration data, select
whichlevel of Caskook Plus! you would liketo usewhilst in the demonstration dataand
clickOK  If youwould like to start your own company file pleasefollow on.

3.1  Whatinformation do | required for set-up?

Hereis alist of information you requireto complete your set-up. If you do not have all this
information on hand, it canbe enteredvia the set-up menus at alater date.

i Opeiing bank statement balancefor the start of the financial year (closing bank statement
balancefor the end of the previousfinancialyear.)



U Alistof anyoutstanding paymentsor receipts asof the start of the financialyear. You
will find this from your final recorciliation from the previous financial year.
U Abalance sheet ¢ listingthe opening balancesfor Assets & Liabilities (For Level 3 & 4 only)
U Openinglivestock numbers as ofthe start of the financial year for trading account setup.
u Decidewhat stock valuation method you will be using eg average cost method or
market value. We recommendyou speakto your accountant before choosing which
method to use.
U Have anideaof the typesof income and experse categoriesyou require, Soyou can
select the chart from the listthat best suits your needs. You will be able to preview the
charts before ya select.

Pleasenote : if youare starting Caslvook Plus! part way through a financial yearand do not
intend on adding data fromthe start of the fnancial year, youwill require opening balances ¢c
fromthe date you intend to start entering data for.

4 Setup- Adding a New Company

Goto Hle > Companies -
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CickAdd, Slect Wizard and clickOK(as pictured in Figure 1)

£ Available Companies = o<
To select another company, highlight (click on) the name and click the Sefect button
SEIOELD FEE Select add method
Select the method you wish to use to
MName Folder (CA\CBPBETA2011" add a new lentity. Select Fast
Bloemonsiration pemo T e
- select Wizard to be guided through the
My Business Comp1 pr of adding a companyientity.
| Fast Add
2 . ﬁ@. Viizard
3.
: 1
T ——
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Figure 1: Method for adding a new Conpany
Or
SelectdMy Businesse from available companiesyou will then needto go to Setup from the
main menuanddown to Wizard for your initial setup.
If you have purchased LEVEL ONffou must use this method.
(aspictured in figure 2 over page)



&, Available Companies

To select another company, highlight (click on)

Search For
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Figure 2: Alternate method for Setting up a new Conpany using & a Businesst &
Note: Leel Onemust usethis method.

4.1 New Company Wizard

G Now that you are in the New Company Wizard, usethis quick start guide to assst you.
Enter as much information asyou can before proceeding to the next screen
You may add, edit or delete Seup information viathe Seup menus at alater date.

: Stepl. Pease follow instructions aspictured bdow
——\
Company/Entity Name and Basic \
ca Practi tems
Note: Setup. Improvja@ the Business of ming
instructions are’
Company/Entity Name: also located. on
‘_‘ Enter Company name J the far ri of:
each setup
Default Backup Location: screen

[ —le—

Start of Accounting Year:

011072010
Enter the first day of the current
financial/accounting year.

e on for
your backups. If you would like all
future backups to go to a a memory
stick or external hard drive please
make sure you have connected your
device before you click browse.

Crerniexs )
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G Badking up is vtal and camot be over emphasised. You will be askedto

complete (with instructions) a backip in Section 6 of this Quick S art
Guide.

Step 2.Follow instructions aspictured below

Step 2.

Contact Information and Other Settings.

Enter company contact details for BAS return,
customer invoicing & payment summaries.
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Name:
Name Ext. 1:
Name Ext. 2:
Address:

Enter companyicontact details for BAS
return and customer inuoices - name,
address, ABH, etc. Hote that the "ACH"
field can be used as an additional user
field for printing on invoices/statements
- e.g. Builders Lic. number.

Tick activate debtors & activate
creditors to enable customer &
supplier invoicing.

Select which optional modules to
activate in Cashbook Plus! including
Debtors, Creditors, etc

State: Postcode:

ABN:
ACN:

Modules

Comact:
Telephone:
Mobile:
o e — Allow cashbook entries
F: ile:
acs_nrm a direct to Asset, Liability &
Email: quity (Trust Accounting)

This option is for Trust
Accounting only

(555)

ovess | [TEEE

Step 3.Folow instructionsaspictured bdow

Step 3. 7 -

Define Enterprises (Optional). \

Enterprises: This step is optional and allows you to
define enterprises (or departments) for
your business operation e.g sheep,
cattle, cropping, investments, etc

Code Description

You can enter the code and names of up
to 8 enterprises in the boxes to the left.
The code can only be 7 characters in
tength.

If you do not wish to define any
enterprises then leave the boxes blank
and select the Next button.

When you have finished defining your
enterprises, select the Next button.

PN OAWNR

_—~ Example Only

Enterprises:

Hote that the system allows foran

Code Description b et
7. CATTLE Cattle Enterprise /
. SHEEP Sheep Enterprise
. CROPS Crop Enterprise
. INVEST Investment Activities

Personal Expenses




Step 4.

Chart of Accounts

Cropping Enterprise | 001
Retail Business o
Service Business

Livestock - Alpha 030

101
103
105
107
110
111
112
113
115
1186
118
121
122
123

! € cancevexit |

Click on a chart of accounts

from the list and preview this

chart before making your
selection.

Description
Working Account
Credit Card Account
Agistment Received
Dividends

Grain sales

Interest Received
Plant Hire

Rebates

Rent Recelved

Sale - Weaners.

Sale - Yearlings

Sale - Steers

sale - Bullocks

Sale - CFA Cattle

sale - Prime Lambs
Sale - 15t Cross

Sale - Merino Wethers
Sale - CFA Merino Ewes
Sundry Income

Skins & Dead Wool
wool

Advances

Government Subsidy
Soclal Service Recelpts
Sale - Plant & Equipment
Animal Health
Accountancy Fees
Agistment Paid

Bank Charges

Clearing

Contract Work

Crop Spraying
Consultants Fees

Dam Cleaning
Donations

Electricity & Gas

Fees & Pormits
Fortilizer & Sced
Fodder

Preview area
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of accounts.

N
information on chnrt] B e I i

Chart items can be modified (Add, Edit

and or Delete) later to suit your
requirements.

- Click Next to save your
[ =previous | [ = pext selected chart.

G You can customiseyour chart of accounts later by adding main accounts and sub accounts,
editing exiting accounts or deleting unwanted/ unused chart of acoount items.

Step 5. Follow instructionsas pictured beow.




