CASHMAN INSTRUCTIONS

TO START CASHMAN AND OPEN YOUR DATA FILE

· Ensure you are at the WINDOWS 95/98/XP DESKTOP.  i.e. no programs are running

· Double click on CASHMAN

· Choose FILE then OPEN ENTITY

· Click on your current data file eg SMITJH and then click OK

· Click on the bank account you want to enter on and then click OK

· You are now at the MAIN CASHMAN SCREEN

TO EXIT CASHMAN

· Ensure you are at the MAIN CASHMAN SCREEN

· Choose FILE then EXIT

· You should now be back at the WINDOWS 95/98 DESKTOP

TO BACKUP A COPY OF YOUR DATA ON A FLOPPY DISK

(You should do this after YOU HAVE FINISHED USING CASHMAN ON EACH PARTICULAR DAY.  You will also need to do this if giving a copy to us)

· Ensure you are at the MAIN CASHMAN SCREEN

· Click on BLUE DISK at Top of Screen

· Insert a FLOPPY DISK then click BACKUP then OK

· In a few moments you will get a message FILE BACKED UP SUCCESSFULLY click OK and you will be returned to the MAIN CASHMAN SCREEN

· (If any error occurs i.e. error message, discard the floppy disk and use a new one)

· Remember label disk by date each time you perform a new backup.  Rotations of more than one disk is advised.

TO EMAIL DATA

(You should do this after YOU HAVE FINISHED USING CASHMAN ON EACH PARTICULAR DAY.  You will also need to do this if giving a copy to us)

· Ensure you are dialed into your Internet Provider

· Ensure you are at the MAIN CASHMAN SCREEN

· Click on “@” symbol at Top of Screen (Email)
· Click on Send Email

· Type your message and click SEND
· In a few moments you will get a send successful message 

(if the message fails either 1 (your setup is not correct so call Simon) 2 (you are not connected to the Internet) or 3 (your firewall blocked the message)

(WE SUGGEST YOU  LEAVE YOUR CAPITALS ON WHEN DOING ALL DATA ENTRY)

TO INPUT CHEQUES(skip this section if there are no Cheques)
Only entries from the Cheque book are entered in the “input cheques” section of the program.  All other Debits (DR) and credits (CR) are done when reconciling the statements.  If the bank account you are working on does not have any cheques then you can skip this section

Click on the INPUT menu and then choose WRITE UP CASHBOOK

The screen that is in front of you has a number of entries that you need to fill.

TYPE
Choose CHQ (Cheque)














Press Enter

DATE

Type in the date that you require for your transaction



eg 241004 (no slashes or dots needed)




If the month does not change only type the day eg 26
Press Enter

CHEQUE
#
Enter in your cheque number or Cashman will continue 

on with sequential number. We suggest you use the last 

4 digits of the cheque 
number  



Press Enter






PAYEE/

DESCRIPTION
Type in whom the cheque is made out to or depress      to frequently used suppliers or customers

AMOUNT
Enter the total amount
 of the cheque  


Press Enter

DESCRIPTION
This is for any additional description required eg. Tractor CPZ 5000

Please be specific where required to try and provide yourself and your accountant of exactly what the transaction is.

ACCOUNT
Here you can press the letter of the alphabet or type in a number


eg press T for telephone, or look up the number on your “Chart of Accounts”


If you are unsure use account 899 which is the SUSPENSE (temp account).  It is advised not to add any new accounts unless they are required.  Check with your accountant first.



Press Enter


As a check that you have the correct account it should be displayed in blue writing at the bottom right hand corner of the Cashman screen.  BE CAREFUL NOT TO USE ANY ACCOUNTS WITH an * in the name
BAS
Press Enter to skip over BAS Code

QUANTITY
If the account you selected has stock numbers associated with it 
e.g. Sales Cattle you will be asked to enter in the quantity.











Press Enter

AMOUNT
If this is a split transaction allocate the dollar amounts as required to split the payment. Cashman will require you to complete the transaction if you are only applying as single entries enter in the total amount of the transaction.












Press Enter

GST
If the GST amount shown does not agree with the tax invoice then change to the correct amount by typing it in.  This will only apply for insurance policies or where you pay somebody who does not charge GST (change the amount to nil) eg Contractor who does not charge GST

· When you have finished entering all cheques for the month, and you have pressed enter, you are now at a new input line click on Done and you will now be returned to the main Cashman screen

 BANK RECONCILIATIONS(you need a bank statement to do this section)
Click on INPUT and select RECONCILE BANK STATEMENT 
Press Enter

At the Bank Statement Opening Balance check that the balance on the bottom row agrees with your opening balance on the statement.  If it does type in the date that you wish to reconcile (usually the end of the statement) in the STATEMENT DATE column.

Press Enter

If the opening balance is not correct you will need to finish off the earlier month by clicking on the appropriate date  and clicking OK
DO NOT TRY AND CHANGE ANY AMOUNTS ON THE OPENING BALANCE  SCREEN AND ONLY TYPE IN A NEW DATE WHEN THE PREVIOUS DATE IS RECONCILED CORRECTLY

The screen that you should now be at is the Reconcile Bank Statement – Journal #

Firstly select CHQ (cheque)
 Press Enter
Enter in your cheque number that appears on your bank statement using the same digits as you used to enter the cheques.  We suggest you use the last 4 digits of the cheque number   Press Enter 

The Amount that appears on screen should agree with that on your bank statement. If is doesn’t change the amount as to what is written on your statement but be careful you have the same cheque










 Press Enter
Now with a pen place a bar tick behind the amount on the bank statement this will ensure that you have entered in all entries from the statement. Continue until all Cheques are bar ticked.

 Press Enter

Do this for each cheque on the bank statement you are reconciling.  When you are finished all cheques on the bank statement should have a bar tick next to them.
Click on DR (Misc Dr). When entering in the Misc Debits the following fields are to be input:

Amount  
How much you are debiting from your statement

You will then be told NO SUCH ENTRY FOUND

 
Press Enter

Date

As to what date is on the Bank Statement

 Press Enter

Description
Type in what is written on your statement

Press Enter



e.g. ACCOUNT FEE
Description 
Give any further information regarding the debt that is not already stated in the account name 
Account
Here you can press the letter of the alphabet or type in a number


eg press T for telephone, or look up the number on your “Chart of Accounts”


If you are unsure use account 899 which is the SUSPENSE (temp account).  It is advised not to add any new accounts unless they are required.  Check with your accountant first.



Press Enter


As a check that you have the correct account it should be displayed in blue writing at the bottom right hand corner of the Cashman screen.  BE CAREFUL NOT TO USE ANY ACCOUNTS WITH an * in the name

Amount
If this is a split transaction allocate the dollar amounts as required to split the payment. Cashman will require you to complete the transaction if you are only applying as single entries enter in the total amount of the transaction.








Press Enter

Now place a bar tick next to the amount on the bank statement this will ensure that you have entered in all entries from the statement. Continue until all debts are bar ticked.

Do this for each miscellaneous debit on the bank statement you are reconciling.  When you are finished all debits on the bank statement should have a bar tick next to them.

YOU ARE NOW READY TO ENTER ALL THE CREDITS/DEPOSITS

ONLY USE CR for ALL money deposited (do not use DEP)
Change the ENTRY TYPE to CR
Amount  
How much you are crediting from your statement

You will then be told NO SUCH ENTRY FOUND

 
Press Enter

Date

As to what date is on the Bank Statement

 Press Enter

Description
Type in what is written on your statement

Press Enter



Or if it is a DEPOSIT and the money is from one Person/Company then type 

in their name.  If it is a deposit from many companies/people type VARIOUS
Description 
Give any further information regarding the credit that is not already stated in the account name.

Account
Here you can press the letter of the alphabet or type in a number


eg press T for telephone, or look up the number on your “Chart of Accounts”


If you are unsure use account 899 which is the SUSPENSE (temp account).  It is advised not to add any new accounts unless they are required.  Check with your accountant first.



Press Enter


As a check that you have the correct account it should be displayed in blue writing at the bottom right hand corner of the Cashman screen.  BE CAREFUL NOT TO USE ANY ACCOUNTS WITH an * in the name

Amount
If this is a split transaction allocate the dollar amounts as required to split the payment. Cashman will require you to complete the transaction if you are only applying as single entries enter in the total amount of the transaction.




Press Enter

Do this for each miscellaneous credit on the bank statement you are reconciling.  When you are finished all credits on the bank statement should have a bar tick next to them.

Once you have entered in all your transactions, the Closing Balance should read the same as your Bank Statement.

If you don’t reconcile to your statement check the following:

· All entries have been entered in correctly from you Chequebook/Bank Statement

· Credits have been entered in as credits

· You are working from the correct start/end dates.

When you have reconciled click on Done.

Now choose REPORT then DISPLAY then BANK RECONCILIATION and then enter the date where your have just done your bank reconciliation up to.  This is the date at the bottom of the previous bank statement you have already reconciled to.

Then press the enter key and a report will display on the screen.  Check that the BALANCE AS PER BANK STATEMENT is agrees with your new bank statement.  If it is correct click on CLOSE and you are now ready to print your monthly reports.  If it does not agree please contact us.  

PRINT AND DISPLAY REPORTS

Every now and then you should choose REPORT then DISPLAY then GENERAL LEDGER report on the screen and note any entries (write down the transaction number) that look to be in the wrong account or the description is not adequate and then go back into the INPUT section of Cashman and edit these transactions using the GOTO function (i.e. enter the transaction number to find the transaction to be edited.)

· At the top of your screen click on Reports.

· Click on Display

· A list of reports will appear, highlight the specific report you require then Click.

· Enter in required dates Enter.

To Print:

· At the top of your screen click on Report

· Then to Print.

· A list of reports will appear highlight the report you require then Click.

· Enter dates that you require for your report. Click on OK.

At the end of each month you should print a Bank Reconciliation at the date to which you reconciled egg 30/9/99

You should also print a receipts report and a payment report for the period that you have just reconciled e.g. 1/9/99 to 30/9/99.  The beginning date will be the date after your previous bank reconciliation and the end date will be the date of the Bank Reconciliation.

You should staple these reports together in the following order

1 Bank Reconciliation

2 Receipts

3 Payments

And then file these in a lever arch folder at the end of each month

______________________________________________________________

EDITING YOUR TRANSACTIONS

You will firstly need to click on Reports, Display, General Ledger. You will now be at the Reports Selection Screen. Type in the required dates press enter. You will now be at the General Ledger screen. Scroll down your screen until you find the required transaction that you wish to edit. Write down the Journal # and the Transaction #. Click on close.

Ensure you are at the correct journal.  If you only use one Bank account then you will not have to worry about changing Journals.  If you use more than one bank account you may have to change journals by choosing FILE then SELECT JOURNAL and choose the applicable account and click OK.

ALL users should now be at the MAIN CASHMAN SCREEN.

At the top of your screen click on Input, click on Write up Cashbook. Ensuring that you are in the correct Journal:

· Click on GO TO

· Enter in the Transaction #

· Click on GO TO

When the transaction that you require appears on screen just press enter until you reach where you wish to edit. After editing ensure that you press enter through each field, this enables the program to accept your changes.

