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G For more detailed instructions, please refer to the full Cashbook Plus! 

Manual within the program under Help > Getting Started Manual. 



Quick Start Guide for Cashbook Plus! 
 

The hardest part about using new software is getting started. 

This Quick Start Guide offers the quickest way to begin using Practical 

SystemǎΩ Cashbook Plus! 
 
 

1 Quick Start Guide Icons 
 

  &  Learn a bit 
 

: Do a bit  
 

G Important information  
 

1.1 How to Install Cashbook Plus! 
 

There are two ways to install our programs: 

1.   Practical Systems website   www.practicalsystems.com.au 

Go to Customer Support > Customer Login. 

Login using your client ID and password. 

Install the full program or update your existing program through our website. 

 

 
 

 
2.   Install from the installation disk. 

8  Insert the Installation CD into your CD drive. 

The CD will run automatically and open the Installation Screen. 
 

 

http://www.practicalsystems.com.au/


1.2 Demonstration Options 
 

 
 

1.3 Registration 
 

To register your purchased copy of Cashbook 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 Electronic Documents 
 

& By going to the Help menu you will find a comprehensive set of resources to assist 

you including a full Cashbook Plus! manual and a search function for quick access to 

help on a specific subject. 
 

: Go to Help > Getting Started Manual. 

                      Additional instructions can be found by going to: 

ü Help > Program Documentation 

ü Help > GST Manual 

ü Help > GST Tips 
 
 

2.1 On Screen Help 
&  To summon help from within a particular area of the program relevant to the screen 

you are on: 

: Press the F1 key or click the  button at the bottom right of the screen. 



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

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

of your own, amend and delete items - all to help you explore and understand the features 

of Cashbook Plus! 

: Go to File > Companies 

Select Demonstration from the list or type demonstration in the search box and then 

click select.  You may then select which level you would like to work in. 
 
 

2.3 Practical Systems Software Annual Subscription. 
&  Keeping your Annual Subscription up to date will ensure: 

 

ü  Your software is always current.  Your Annual Subscription entitles you to all program 
updates and upgrades. 

 

ü  Help is always at hand.  Annual Subscription provides you with telephone support during 
business hours (8.30am to 5.30pm Monday to Friday AEST) to help you through any queries 
or problems you may have. Use of this service is unlimited for your period of cover. 

 

Phone: 1800 624 688 

ü  You are provided with regular Practical Tip emails in the form of a step by step guide that 
enables you to get the most from your software. You will also be provided with newslett ers. 

ü A full index of Practical Tips is available for supported clients on our website. 

ü Free Webinars are also available for supported clients 
 

 
 

3 Getting Started 
 

G As mentioned previously, the hardest part about using new software is gett ing started. 

This guide illustrates a quick method of setting up Cashbook Plus! 

Setup is strongly recommended before adding transactions to the Cashbook area. 

G Cashbook Plus! is best set-up using as much as you can via the Setup Wizard and then you 

may modify set-up information via the set-up menus. 
 

 

&  When you first install Cashbook Plus! a demonstration company and a άaȅ BusinŜǎǎέ file is 
automatically set up for you.  When you first run the program, it will automatically go to 
the demonstration company . If you would like to view the demonstration data, select 
which level of Cashbook Plus! you would like to use whilst in the demonstration data and 
click OK. If you would like to start your own company file please follow on. 

 

 

3.1 What information do I required for set-up? 
 
 

Here is a list of information you require to complete your set-up. If you do not have all this 
information on hand, it can be entered via the set-up menus at a later date. 

 
ü  Opening bank statement balance for the start of the financial year (closing bank statement 

balance for the end of the previous financial year.) 



 
 

ü  A list of any outstanding payments or receipts as of the start of the financial year. You 
will find this from your final reconciliation from the previous financial year. 

ü  A balance sheet ς listing the opening balances for Assets & Liabilit ies (For Level 3 & 4 only) 
ü  Opening livestock numbers as of the start of the financial year for trading account setup. 
ü  Decide what stock valuation method you will be using eg average cost method or 

market value.  We recommend you speak to your accountant before choosing which 
method to use. 

ü  Have an idea of the types of income and expense categories you require, so you can 
select the chart from the list that best suits your needs.  You will be able to preview the 
charts before you select. 

 
Please note : if you are starting Cashbook Plus! part way through a financial year and do not 
intend on adding data from the start of the financial year, you will require opening balances etc 
from the date you intend to start entering data for. 

 

4 Setup - Adding a New Company 
 
: Go to File > Companies 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
: Click Add, Select Wizard and click OK (as pictured in Figure 1) 
 

 
 
Figure 1: Method for adding a new Company 

Or 

: Select άMy Businessέ from available companies you will then need to go to Setup from the 
main menu and down to Wizard for your initial setup.  

   If you have purchased LEVEL ONE  you must use this method. 

                 (as pictured in figure 2 over page) 
 



 
 

 
 

 

Figure 2: Alternate method for Setting up a new Company using άaȅ BusinessέΦ 
Note: Level One must use this method. 

 

4.1 New Company Wizard 
 

G Now that you are in the New Company Wizard, use this quick start guide to assist you. 
Enter as much information as you can before proceeding to the next screen. 
You may add, edit or delete Setup information via the Setup menus at a later date. 

 

: Step 1. Please follow instructions as pictured below 



 
 

 
 

G Backing up is vital and cannot be over emphasised. You will be asked to 
complete (with instructions) a backup in Section 6 of this Quick Start 
Guide. 

 

 

: Step 2. Follow instructions as pictured below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

: Step 3. Follow instructions as pictured below 
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: Step 4.  Follow instructions as pictured below 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
: Step 5. Follow instructions as pictured below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


