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Learning Outcomes 
In this lesson you will learn how to set up your Cash Book for the first time. 

Requirements and Prerequisites 
·  SoEasy should already be installed on your PC. 
·  You should have completed the module called Familiarisation Training . 

Video 
There are videos available on this subject. 

Overview 
There are four specific areas this module guides you through 

1. Adding your company’s details 
2. Loading opening Cash Book balances 
3. Setting up your Chart of Accounts 
4. Catching up on this year’s transactions 

 
If you want to use the accrual system of SoEasy you will need to complete this and other training 
modules before you move on to the advanced training module called ‘Accrual Set up Module’. 
 
Other training modules cover 

Setting up your Database 
Setting up your Products Register 
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Setting up your Debtors 
Setting up your Creditors 

Back to Top 

Cash Book Familiarity 
To help you get an overview of SoEasy’s Cash Book we will take you on a quick guided tour of the 
main screens and features. 
 
This is the Cash Book Main Menu screen. 
 

 
 
Arrow 1 Select Add Transactions  to view the daily transactions and add/edit/delete  them. 
 
Arrow 2 Points out two buttons that allow you to Set up  the Cash Book and Chart of Accounts . 
 
 
The set up process is mainly performed in the Set up  and Accounts  screens (see arrow 2). 
 
If clicking through SoEasy at the same time as reading this manual, select the Set up  button to go to 
the next page. 
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This is the Cash Book Set up screen. 
 

 
 
Arrow 1 The Set up screen has a series of buttons on the right which you can work through to set 

up the various features of SoEasy’s Cash Book. 
 
 Most settings can be changed at any time. 
 
Arrow 2 There is also a ‘Wizard  which can guide you through much of the set up process.  

This Wizard is automatically displayed when you first install SoEasy on to your PC and 
you can work through it at any stage. 

 
Arrow 3 The correct way to exit the screen. 
 
 
If clicking through SoEasy at the same time as reading this manual select the Exit and then the 
Accounts buttons to go to the next page. 
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This is the Chart of Accounts Set up screen. 
 

 
 

Arrow 1 Select either Divisions  or Accounts  to review / add / edit / delete divisions or accounts 
 
 An explanation of Divisions and Accounts is provided later. 
 
Arrow 2 You can read about Divisions and Accounts here. 
 
Arrow 3 The correct way to exit the screen. 
 
 
If clicking through SoEasy at the same time as reading this manual select the Exit and then Add 
Transactions buttons to go to the next page. 
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This is the Cash Book screen. 
 
The Cash Book screen displays the transactions that have been loaded for the various cash handling 
accounts. 
 
The Cash handling accounts = main bank  – second bank  – investment bank  – cash on hand 
 

 
 
Arrow 1 Select a cash handling account and a month, to display currently loaded transactions for 

the selection. 
 

Arrow 2 Transactions for the selection will appear here. You can edit a transaction by clicking on it 
with your mouse (one click). 

 
Arrow 3 Select the side scroll bar buttons to scroll through the transactions for the selection. 
 
Arrow 4 Your up-to-date bank and cash book balances are shown here so you always know how 

much money is in your bank. 
 
Arrow 5 Your up-to-date GST balance is shown here so you always know how much money you 

owe the GST department. 
 

 
If clicking through SoEasy at the same time as reading this manual select the Menu and then 
Reconcile Bank buttons to go to the next page. 
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This is the Reconciliation screen 
It is important to reconcile your cash handling accounts on a regular basis. Reconciling is a process 
of comparing your actual bank’s statement with the SoEasy’s bank statement. They should be the 
same. 
 

 
 
Arrow 1 Select a cash handling account and a month to display currently presented  transactions 

for the selection. Because this is a reconciliation screen it shows only the transactions that 
have been presented. For example, cheques that are issued but not yet marked as 
presented will not appear on this screen until they have been marked as presented.  
(See arrow 4 for marking off cheques.) 

 
Arrow 2 Presented  transactions for the selection will appear here. You can edit a transaction by 

clicking on it with your mouse (one click). 
 
Arrow 3 The right side of the screen provides some special reconciliation functions which are 

explained in the Reconciling Cash Handling Accounts Module . 
 
Arrow 4 Select Mark Off Cheques  to go to a list of unpresented cheques which you can present. 

Once the cheques have been presented they will appear on this screen. 
 
Arrow 5 You can export the SoEasy bank statement to a spreadsheet. This is ideal for complex 

reconciliation issues. 
 
 
This concludes the Cash Book Familiarisation Tour. Before continuing you should feel comfortable 
with finding your way around SoEasy’s Cash Book. If not, please go through the Familiarisation Tour 
again. 

Back to Top 
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Company Details Set up  
1. To set up your Company details, please select the Set up  button at the Main Cash Book Menu .  
     (See arrow 2 below.) 
 

 
 
2. Work your way through the following areas by reading the information on the screens and 
completing the details. (Note: Opening Balances are covered in the next topic.) 
 
* As you work through each area please check the common set up issues  listed below. 
 
Areas to work through 
 

·  Registration 
·  Security 
·  Years (see common issues below) 
·  Leave Opening Balances for the next topic 
·  GST Info 
·  Options 

Back to Top 

Common Set up Issues 
 
Registration 
When you edit the company details you will be asked to inform SoEasy of your address details. 
When we receive these we verify your purchased version of SoEasy and create a registration file.  
We then package up this registration file into the next general update. When you download the next 
update you will receive a message saying that your software has been registered. 
 
The registration is based on your company name so it is important to let us know your exact 
company name. Common errors in registration are encountered if a company informs us that their 
name is ‘The XYZ Company LTD’ but they actually have their name set in SoEasy as ‘The XYZ 
Company Limited’. Always let us know your exact name; the way you have it spelled in SoEasy. 
 
If you change your company name you must let us know. 
 
Letterhead Address 
A common question is “How do I change my address details?”  You can change your address details 
at the Registration screen. Note that there is an area where you can change the Letterhead 
Address . 
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Security 
At any time you can set up an individual’s access privileges and change the security settings through 
the Cash Book – Set up – Security  section, as long as you are set up as a Systems Administrator. 
 
Years 
SoEasy wants to know what your financial period start date is so that it can configure screens, test 
that data being entered is in the right period, and generally manage the system. Common errors in 
setting the date are 
 

Users setting the wrong financial period 
For example, if you actually started your business on 21 May 2009, the actual financial 
period is NOT this date. The true financial period would be 01/04/2009. If in doubt about 
your financial year start date, ask the IRD. 
 
User setting the wrong start year 
The user wants to load in the previous year’s accounts because they are behind on doing 
them. This is fine as long as you are going to complete the previous year’s accounts 
before starting on the current year. SoEasy will not let you work simultaneously in two 
periods. 

 
GST Info 
SoEasy can work on both a payments basis and invoice basis for GST reporting. However, the 
invoice basis is very complicated and requires a much higher level of training to achieve correct 
results. For small businesses, it is better to be on a Payments Basis  for GST reporting. If you are 
going to go on an Invoice Basis you must have completed the entry level training followed by the 
advanced training, before you will be skilled enough to achieve accurate invoice basis GST reporting. 
 

Back to Top 

Opening Balances Set up 
The best way to understand the opening balances is to realise that: 
SoEasy uses the opening balance of your bank account, as at the financial year start date, to keep 
track of your actual bank balances. 
 
e.g. On 1/4/2009, according to our bank’s bank statement, there was $9000.00 in the main 

bank, so we load this figure into the Opening Balances. 
 
SoEasy can then keep a running total of the account as you add transactions to your cash book. 
 
         Balance 

 
1/4/2009 Opening Balance      $9.000.00 
2/4/2009 Purchase Fuel   $50.00   $8,950.00 
3/4/2009 Cash Sales    $200.00  $9,150.00 

 
Closing Balance       $9,150.00 
 
To load the opening balances into SoEasy, gather the following information 
  

1. Your last bank statement for your Bank Account as at the last day of your previous 
financial period. 

2. A list of any cheques you issued in the previous financial period that were still    
unpresented at the start of the new financial period. 

 
To load the opening balances, go into Cash Book – Set up – Open Balances and follow the 
screen instructions. 
 

Common Question 
I made a mistake at loading the opening balances. How do I correct them? 
Answer: Go back into Cash Book – Set up – Open Balances  and edit  to suit.  

Back to Top 
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Chart of Accounts 
If you are not familiar with the Chart of Accounts, the best way to understand them is that they are 
categories, set up in the Accounts  screen that you can allocate individual receipts and payments to. 
By setting up an appropriate Chart of Accounts you can produce a wide range of reports. 
 
For example: 
You would like to report on all your fuel costs for the year 
 

·  Each time you added a transaction to the cash book for fuel, you assigned the payment to an 
account code of A-F (the Fuel Account). 
 

·  To create the report you simply ask for a report of all transactions assigned to the A-F account. 
 

·  The A-F account is part of the Chart of Accounts. 
 
SoEasy comes with a pre-loaded Chart of Accounts that suit most organisations and you can 
add/edit/delete accounts in the Accounts  screen. 
 

 
 
Arrow 1 The Accounts screen 
Arrow 2 Select a Division that you would like to view the accounts of 
Arrow 3 Select an account with your mouse to edit it 
Arrow 4 Add a new Account 
Arrow 5 You can export your Chart of Accounts to a spreadsheet for review 
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An Account  is made up of five main settings 
 

 
 
1 Account Name:  The name of the account, e.g. cleaning, fuel, stationery, vehicles, etc. 
 
2 Abbreviation:  An abbreviation for the account. 

·  Keep the abbreviation short 
·  Avoid placing characters such as —  /  *  + = in the abbreviation 
·  An abbreviation will automatically be created for you with the  

Division’s abbreviation at its front 
·  For example, CLEAN will become A-CLEAN 

3 Type of Account: 
This is an important setting will be one of the five types below 

 
   Expense  A daily expense 
   Revenue An account where we are receiving money from trading 
   Asset  The purchase or disposal of an asset of the business 
     e.g., purchasing a car 
   Liability  Money owing to another party 
   Proprietorship Account used to monitor an owner of the business’s  
     transactions. 
     e.g., Drawings, Capital, Loans to Company by owner 
 
4 GST applicable:  Does this account handle transactions that have a GST element? 
 
5 Classification:  Classifications can be changed at any time. They help with reporting.  

Find the most appropriate classification to suit the account. 
 

VERY IMPORTANT! 
The Chart of Accounts plays a major role in ensuring that GST is collected correctly and that reports 
are produced accurately. It is very much in your control as to how you set them up. If you make 
adjustments to the Chart of Accounts, make sure you get your accountant to review the settings 
before you use them, or you may end up with inaccurate cash book reporting results. 
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About Divisions 
SoEasy uses a Divisionalised Chart of Accounts. This helps create a more comprehensive Chart of 
Accounts structure. The default division is ADMINISTRATION and it suits most organisations to just 
have this one division, without the need to add any more. 
For example, the code A-F actually means ‘ADMINISTRATION DIVISION – FUEL’. 
 
The Divisional system enables you to identify specific cost centers  of your business and create a 
separate Chart of Accounts for that center/Division.  
 
For example, a trucking company may like to keep track of each truck’s income and expenditure 
 

1. They add a Division for each truck 
2. They then add accounts to each truck’s Division 
3. When adding transactions to the cash book, they assign payments and 

receipts to the appropriate Division’s accounts. 
 

Important: 
·  The use of Divisions is a very handy feature but many people overuse them. It is a good idea 

to keep your Chart of Accounts as simple as possible, as too many Account codes and 
Divisions will only confuse the reporting process. Keep your Chart of Accounts as short as 
possible. 

 
·  You can create a Division and its Chart of Accounts. If you wish to create a new Division with 

the same Accounts, there is a Build Function  in the top menu bar of the Accounts  screen 
that will enable you to copy the Accounts of one Division to another Division. 

 
·  Creating Accounts is a skilled process. If you create an Account and make the settings 

incorrect, reporting will be affected and possibly the GST calculations. It is a wise move to get 
your accountant involved in helping you create your Chart of Accounts. 

 
·  Some of the pre-loaded SoEasy Accounts are used by the system to manage your books. It is 

a good idea to learn these Account codes and know what they are for. There is a section on 
Common Account Codes below. Please review it. 

 
·  SoEasy uses Alpha Codes as the abbreviations for the Chart of Accounts, as opposed to 

numeric codes. You can still load numeric codes, but for non-accountants we find it is much 
easier to remember that the fuel account is A-F as opposed to 13456-00. 

 
Things to Do 

1. Review the current Chart of Accounts and see if they will suit your 
requirements. See Cash Book – Accounts  screen. 

 
2. When you select the Accounts  screen, the top menu provides the ability to 

print out a report on the Chart of Accounts. 
 

3. If you make changes to the Chart of Accounts, get your accountant to 
review your changes. 

Back to Top 
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Common Account Codes 
SoEasy uses the following Account codes to help you manage your accounts. It is worthwhile 
remembering them. 
 
Cash Handling Accounts  
 
A-MB  Main Bank Account 
A-SB  Second Bank Account 
A-IB  Investment Bank Account 
A-C  Cash on Hand Account 
 
GST Reporting  
 
A-GSTR  GST you have Received 
A-GSTP  GST you have Paid 
 
There are other common account codes but these six will be important during the setting up phase. 
 

Back to Top 

Catching up on This Year’s Transactions 
With the opening balances loaded and the Chart of Accounts set up, you are ready to load this year’s 
transactions. 
 
You may have just a few transactions to load or you may have several months’ worth. 
As a general rule we recommend that you load your transactions manually at first so that you 
become familiar with the process. But if there is much to catch up on, you may like to Import your 
transactions from your bank’s web page. 
 
Things to consider 

·  Your bank may not provide a download file for all the transactions you need to enter. 
·  If you import the transactions, you will not learn how to keep the cash book manually which 

is a valuable lesson. 
 
The choice is yours. 
 

·  If you are going to manually load in your cash book transactions, go through the training 
module called Using the Cash Book . 

·  If you wish to import the transactions, go through the training module called  
Importing Transactions from your Bank’s Web Page . 

·  In all cases you should also complete the module called Reconciling your Cash Book.  

Conclusion & Summary 
 

·  Setting up your Cash Book is a methodical step by step process.  
 
·  Catch up one month at a time. 
 
·  Make sure you have completed the training on the recommended topics. 
 
·  Take a backup of your data regularly so that if you make a mistake, you can 

restore the previous backup and correct it. 
 

·  It is always important to back up your data and it is a good idea to read the module on 
Backing up and Restoring Data . 

Back to Top 
 


