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Learning Outcomes 
In this lesson you will learn how to use SoEasy’s Cash Book on a daily basis. 

Requirements and Pre Requisites 
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Video 
There are videos available on this subject. 

Overview 
If you would like the best advice on keeping your cash book then here it is. 
 
“Keep your cash book up-to-date daily.” 
 
If you do so, it is a lot easier to keep your accounts and creates a discipline that will help you with the 
rest of your business. 
 
One of the secrets to success in business is to create a daily routine that you stick to and never miss. 
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Although this module is not on how to achieve success in business, this particular business rule is 
extremely relevant. In a study of failed businesses, the most common small business issue was that 
business owners did not keep their accounts up to date and did not know their financial status. 
Avoid this mistake, keep your accounts daily. It actually becomes fun and helps reduce stress. 

 
There are four specific areas that this module guides you through 

1. Adding daily transactions 
2. Keeping your Cash Handling Accounts up to date 
3. Reconciling your accounts 
4. Frequently asked questions 

 
Other training modules cover 

Advanced reconciliation 
Importing transactions from your Bank’s Web Page 
Advanced GST 
Creating Budgets 
Reporting 
End of Year procedure 

 
Back to Top 

Cash Book Familiarity 
By now you must have completed the prerequisite training modules of Familiarisation Training  and 
the Cash Book Set up Module . You should feel comfortable about finding your way around 
SoEasy’s Cash Book. 
 
If you have not completed these two modules then do so now as their lessons are applicable here. 
 

Back to Top 

Adding Daily Transactions 
The Cash Book’s main goal is to record your daily receipts and payments.  
 
By doing so we will: 

·  Know how much money is in the bank 
·  Produce GST Reports 
·  Manage a Budget 
·  Produce a wide variety of performance reports 

 
Here are three useful rules 
 
Rule 1: Always add Transactions on the actual date they were made 

e.g. We purchased fuel last week on 1st  May and are about to enter it today on 9th May. 
The transaction should be loaded with a transaction date of 1/5/2009 

 
Rule 2: Keep your Cash on Hand Account at a Zero Ba lance 

You will understand the Cash on Hand account later in the training. 
 
Rule 3: Reconcile your accounts daily 

Keeping accounts is made easier by understanding the management of time. Let’s say it 
takes 5 minutes a day to keep your accounts up-to-date. However, if you wait until the end 
of the month to update your accounts that could mean you need to catch up on 20 days 
worth of 5 minutes. That’s 100 minutes. 
 
Because you didn’t keep the accounts daily, there is now the problem of trying to 
remember everything that happened on a daily basis so the time is doubled as you try to 
work everything out. 
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That means we are up to 200 minutes. Add to this a break for a cup of tea every 2 hours 
and suddenly the job has moved to 300 minutes. That’s 5 hours, usually left as a weekend 
job. 
 
Save yourself the trouble! 
Make a routine where you keep your accounts daily and it will pay off in the long run 

·  You will feel more organised 
·  You will know your position every day 
·  You will gain more free time 
·  Your weekends can be spent with your family and friends instead of keeping the 

accounts up-to-date 
·  You will be more relaxed 

 
It is a hard lesson to learn but many go through it. The end result will always be that you 
need to keep your accounts up-to-date daily. Avoid the mistake, just make it happen.  
It really is a huge benefit! 

Back to Top 
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How to Add a Cash Book Transaction 
To add a cash book transaction go to the Main Cash Book Menu  and select the  
Add Transactions  button (see arrow 1 below). 

 

 
 
At the Cash Book screen, select the Add Transaction  button (Alt  + A). 
 

 
 
Arrow 1: The add transaction  button can also be executed by holding the Alt  key down and 

pressing the letter A. 
 

Arrow 2: Select a transaction with your mouse if you want to edit it (one click). 
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The Add a Transaction dialog box has many features. 
 

 
 
Arrow 1 Memorised transactions are covered later but if you have previously memorised the 

transaction (see arrow 5), you can recall a pick-list for selection. 
 

Arrow 2 What was the method of the transaction? 
If paid/received directly over the Internet, an automatic payment or bank charge, select 
Direct, AP or Bank Charge . 

 
Arrow 3 If you know the account code that the transaction belongs to, enter it. Or select the list 

button for a pick-list of account codes you have in your Chart of Accounts. (You can only 
add a new account code by going to the Accounts  screen in the Chart of Accounts.) 

 
Arrow 4 Choose which cash handling account the transaction is being paid out of or received in to. 
 
Arrow 5 Once you have set a transaction’s details and it is a common transaction, select the 

Memorise this transaction  option. When you Accept  the transaction you can give the 
memorised transaction an abbreviation. 

 
In future you can recall the memorised transaction’s details when you want to add a new 
similar transaction. 
 

Notes: Please make sure you know how to work with dialog boxes.  
The Familiarisation Module  provides detailed instructions on how to work with dialog 
boxes efficiently. 

 
For each transaction on your bank’s bank statement, there should be an identical 
transaction in SoEasy. 

Back to Top 
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Memorising Transactions 
 
You can memorise commonly used transactions and recall their details and settings at any stage. 
This is a very handy feature. It reduces the amount of data entry and creates consistency. 
 
1. Add a transaction and select the Memorise this transaction  option. 
 

 
 
2. When you select Accept , after the transaction has been processed, you will be asked to 

provide an abbreviation for the Memorised Transaction. 
 

 
 

Although the particulars of the transaction will appear, you must edit this and create an 
abbreviation. For example, this entry could be abbreviated to EIL. 
 
Note: Because the name is highlighted, you can immediately type and the highlighted name will 
be automatically replaced. This is common for any highlighted text in a dialog box. 
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3. To edit memorised transactions go to the Cash Book  screen, select the top menu option 

Utilities – Memorised Transactions . 
 
This will take you to a screen where you can edit the memorised details. 
 

4. To recall a memorised transaction setting 
 
Select the add transaction  button  
 

a. Enter the date of the transaction you wish to add. 
 

b. Then either: 
 

i. Type in the memorized transaction’s abbreviation into the Particulars  section 
(arrow 1) and immediately press the Enter  key on your keyboard. 
 This will execute the Accept  button which is highlighted with a dark line 
around it (arrow 2). 
 

 
 
 

ii. Or select the memory  button which will recall a pick-list of memorised 
transaction settings. (You can also Tab to the memory button and press the 
Enter  key when the focus is on the button.) 
 

c. When you recall a memorised transaction the dialog box returns with the memorised 
settings. You simply edit  the amount  of the transaction and immediately press the 
Enter  key on your keyboard to have the transaction added to your Cash Book. 

 
Back to Top 
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Editing Transactions 
If you need to edit a transaction, simply locate it and click on it with your mouse. 
 

 
 
 
You can edit anything about the transaction plus you could also delete it by selecting the Delete  key. 
 
Notice that there are some additional details presented when you edit a transaction 
  

·  When the transaction was actually shown as presented on your bank statement  
 

·  If it was a cheque, what the cheque number was. 
 

Back to Top 
 



Using the Cash Book __________________________________________________________ Page 9 

 
© Copyright 2009 – The Matrix Trust�

The Cash Handling Account 
The Cash Handling Account is a very important account and it is an area with which many people 
have difficulty. Once you understand it though, you will find it an invaluable feature of SoEasy and it 
will make your life a lot easier. 
 
Let us look into a typical scenario 
 

1. During the day 5 people came into your business and purchased goods for cash. 
 

2. At this moment the cash is in your cash drawer. The money is not yet in the bank. 
 

3. SoEasy understands this type of daily event and provides the Cash on Hand account to 
store the details of each transaction. 
 

4. To process the Cash on Hand account you simply place a transaction into the Cash Book 
which transfers the amount you deposited into your bank account, from the Cash on 
Hand account. (Instructions to follow.) 
 

5. The Cash on Hand account works in conjunction with Platform. If you create an Invoice in 
Platform and receive a payment against the Invoice, the receipt will automatically be 
posted for you into the Cash on Hand account. (Unless you are using one of our POS 
systems.) 

 
A common mistake people make is to ignore the Cash on Hand account. SoEasy has prompts that 
warn you if the Cash on Hand account is not being managed correctly. 
 

 
 
If you click on the prompt it will take you to a tutorial screen. 
 
If you keep your accounts up-to-date daily, the Cash on Hand account will be easily maintained. 
If you do not keep up-to-date daily, the Cash on Hand account can become a challenge! 
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How to Process a Deposit 
Let’s say we have received three payments which were receipted into Platform and automatically 
posted to the cash on hand  account (see arrow 1). 
 

 
 
 
The cash balance is $5,353.00 and we have taken the money and deposited it into our bank. 
 
Note: To produce Deposit Slips in SoEasy, select the top menu and select Deposit Slip . 
 

Back to Top 
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1. Add a transaction in the normal manner 
 

 
 
The specific details are: 
 
Arrow 1 Date: The actual date the money was deposited into your bank. 

 
Arrow 2 Particulars: Daily Banking is a good description but set it as you like. 

 
Arrow 3 Deposits are always PAID from one account to another. 

 
Arrow 4 The actual amount deposited. 

This is an area that people can make a mistake. See Common Mistakes below 
 

Arrow 5 Deposits never include GST. The GST was recognized in SoEasy when each 
transaction was originally posted to the cash on hand account. We are simply 
transferring the deposited amount to the Main Bank . 
 

Arrow 6 Deposits are always set to method Cash. 
 

Arrow 7 The account we are PAYING the deposit into. 
 

Arrow 8 We are PAYING the deposit from the Cash On Hand account 
 
Arrow 9 If you set this transaction up as a memorized transaction it will make it a lot 

easier to add the transaction in the future. 
 

Common Mistakes  
·  Setting the date as different to the actual date the money was deposited. 
·  Putting in an amount different to what was actually deposited. For example, you received 

cash, but before it was banked, you took some out to buy some milk. This type of 
transaction is explained later but the actual amount put in the bank is the amount to enter. 
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When you have completed the transaction, the cash on hand account should now be zero . 
 

 
 
If you look at the main bank  screen, you will find an automatic entry in there, on the date you 
specified and for the amount deposited. 

Back to Top 

Things to Remember 
 
The account codes for bank accounts areas follows 
 
Cash Handling Accounts  
 
A-MB  Main Bank Account 
A-SB  Second Bank Account 
A-IB  Investment Bank Account 
A-C  Cash on Hand Account 
 
 

 Back to Top 
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Reconciling your Cash Handling Accounts 
 
Each of the cash handling accounts, Main Bank  – Second Bank  – Investment Bank  – Cash on 
Hand, must be reconciled regularly. 
 
Reconciling is a process of checking that each of the accounts in SoEasy is the same as your bank’s 
bank statement. 
 
To reconcile your accounts select the Reconcile Bank  button. 
 

 
 

 
 
The reconcile screen has several features as follows 
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Arrow 1 Select the cash handling account and the month you wish to reconcile. 
 

Arrow 2 For the selected account and month, the opening balance is shown here. 
 

Arrow 3 For the selection, the closing balance is shown here. 
 
Arrow 4 These are the currently presented transactions affecting the closing balance. 

 
Arrow 5 This area provides special features to help you reconcile the accounts. 
 

The method of reconciling is as follows. 
 
1. Get your bank’s bank statement for the month you wish to reconcile. 

 
2. Check that the bank’s statement opening balance is the same as the opening balance shown in 

SoEasy (arrow 2.) 
 

3. If it is not the same, you will need to reconcile the previous month first 
 

a. If you are trying to reconcile the very first month of your financial period, and the opening 
balance is incorrect, you need to go into the Opening Balances  section and edit the 
opening balance. See Cash Book – Set Up – Opening Balances . 
 

4. Check if the closing balance of your bank’s statement is the same as the closing balance in 
SoEasy (arrow 3). 
 

5. If the values are the same the month is reconciled. 
 

6. If values are not the same you will need to work out which transactions are missing or incorrect. 
 
The technique to do this is as follows 
 

a. Working through your bank’s statement and for each entry you see in SoEasy that is 
correct, select the check button on the right side of the screen. 
 

 
 

b. When you select the check button, the value of the transaction is removed from the list on 
the right and it is easier to see which transactions are left to reconcile. 
 

c. If you find an entry that is different in SoEasy, and you feel that you have made the 
mistake and not the bank, then edit the transaction as normal by clicking on it with your 
mouse. 
 

d. If you need to add a transaction select the add transaction  button. 
 

e. If a customer has paid their account over the internet and you have forgotten to add the 
transaction in Platform, then add the transaction in Platform which will automatically 
update the Cash Book. 

 
This is such an important topic that we have an entire training module on the subject called 
Advanced Reconciliation . Please make sure you complete the module. 
 

Back to Top 
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Frequently Asked Questions 
 

How do I handle the payment/refund of GST to the IR D? 
SoEasy uses two specific account codes for GST 
 

A-GSTR For GST you have received 
A-GSTP For GST you have paid 

 
When you receive a GST refund  you add a transaction in the normal manner and use the 
account code A-GSTP. You are receiving a refund for GST you have PAID. 
 
When you make a GST payment  you add a transaction in the normal manner and use the 
account code A-GSTR. You are paying GST for GST you have RECEIVED. 
 
Review the GST Training Module  for more information. 

 
My Bank Accounts won’t reconcile. What should I do?  
 

1. The first thing to consider is whether your data has become corrupted. This is not a 
normal situation but to make sure that this is not the case, we have a test procedure 
which will check your data. 

 
a. Go to Cash Book  – Set up  – Test Data , and follow the identified procedures. 

 
2. If there is nothing wrong with your data then the probability is that you have simply 

missed a transaction/s during your reconciliation. 
 

a. Using a highlighter pen, as you methodically work through your reconciliation, 
highlight on the bank’s statement that each transaction has been checked 
 

3. If this does not work you may like to review the Advanced Reconciliation  training 
module. 
 

4. We do provide a service where we can help you reconcile your accounts. It is a 
chargeable service in all cases but it is usually a quick solution taking only a few minutes. 

 
I have a complex transaction. How do I handle it? 
 

Our web support pages provide some instruction on how to handle common complex 
transactions. Select the Video and Help  button and review our web pages.  
 
If you would like professional advice and assistance to help you process a complex 
transaction, please book a service. In all cases this is a chargeable service but is a very 
cost effective solution. 

 
 
How do I produce a Statement of Financial Position?  
 

This reporting level comes from our Accrual System. For you to be able to use the Accrual 
System you will need to take the Advanced Training Modules as below 
 
  Accrual Set Up Module 
  Accrual Reporting 

 
How do I ask a Question? 

Select the Video and Help  button. This will connect you to our web page where there are 
support options. 

Back to Top 
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Conclusion 
The cash book is the heart of your business system. Learning how to keep it up-to-date is a very 
valuable step in creating a successful business. Once learned and mastered, the cash book 
becomes second nature. 
 
It is an essential verification tool that keeps everything tied together. If you don’t use the cash book in 
conjunction with other parts of the system you risk failing to have up to date information in areas such 
as customer management. 
 
It is left to the individual but with Internet Importing features, automatic postings, and easy to 
reconcile screens, it would seem like a good idea to learn how to use SoEasy’s cash book and 
always know everyday what your true financial position is. 
 

Back to Top 
 


