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D RAWING

DOWN ON OWNERS EQUITY

Small businesses often operate on owners equity that is recorded in the accounts as a liability of the business to
the owner. It is easiest to set this up in Bookkeeping with a liability account for the loan made by the owner to
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the business and configure the account with the “Is Bank Account” switch turned on. With this done it is easy to
enter drawings or additional injections of capital by the owner by using the “Transfers Book” facility.

The bank transfer screen can be used to enter the drawing down of owners equity.

The "From Account" is the bank account that the drawings are taken from.
The "To Account" is the owners equity account; as you are transferring money from the business back to the
owner.
The Bookkeeping program classifies all accounts that maintain a record of a source of funds as a “Bank
Account”. This includes real bank accounts, cheque accounts, term deposits, cash on hand (e.g. In a cash
register or petty cash box), credit card accounts, and loan accounts including loans made by the owner to the
business. When a small business owner make a payment from their own money for a business expense this is
usually considered as a loan to the business of that money and is recorded as such in the Bookkeeping program.

R EVIEWING

THE CURRENT FINANCIAL POSITION

The current financial position of the business can be viewed on the “Current Balance” and “Current P&L” screens.
These two screens show the current position based on all information entered into the program so far.
R EVIEWING THE CURRENT FINANCIAL POSITION

C URRENT B ALANCE S HEET
The "Current Balance" screen is synonymous with the "Balance Sheet" report. It shows the current financial
C
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position
of the business based on all currently entered transactions.

C URRENT P&L S TATEMENT
The "Current P&L" screen is synonymous with the "Profit & Loss Statement" report. It shows the profitability of
C
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the
business for the current financial year based on all currently entered transactions.

If you wish to view the financial position as of a particular date then you can use the reports for “Balance Sheet”
and “Profit & Loss Statement” to get the same information as of a particular date or date range in the case of the
profit & loss statement.
The "Income Statement" is also known as a “Profit and Loss Statement”.

D EALING

WITH

A LERTS

The program automatically records certain tasks where action is needed. These tasks are listed in the alerts
screen. The alerts screen will show problems that have been encountered in the information that has been
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entered (for example, required fields that are missing). The alerts screen also lists any sales that have not been
paid, or purchases that have not been paid. And it also lists any sales or purchases that have been scheduled to
occur again in the future.

When a task is in the past it is shown in red, otherwise it is shown in blue. Tasks in the alerts screen are ordered
by date.
You can touch the line containing an alert to be taken to the relevant transaction that the alert relates to.
It is important to check the alerts screen to ensure that any tasks requiring action are completed when needed.

U SING

THE CALENDAR TO SELECT DATES

When a date is required to be entered on the iPad a calendar picker is displayed. This picker makes it quick and
easy to enter dates without having to type them in.
U SING THE CALENDAR TO SELECT DATES

You can use the blue buttons to move the calendar to the next or previous year, and the next or previous month.
You can also swipe from right to left to advance to the next month, from left to right to move to the previous
month, from top to bottom to move to the previous year, and from bottom to top to move to the next year.
When you have the desired month and year selected you tap on the date to select it. At this point the calendar
picker will disappear and you will be returned to the relevant screen.
On the iPod touch and iPhone the standard Apple date picker wheel is displayed. Once you have selected the
date with the picker wheels you can touch the top section of the screen to dismiss the date picker.

E NTERING

ASSET DEPRECIATION

Depreciation of assets is entered into the Bookkeeping program using the general journal screen. You use the
values from your depreciation schedule, or provided by your accountant, and enter these using a general journal
E NTERING ASSET DEPRECIATION
entry.

If you are depreciating a pool of assets then it is common practice to have a separate account that records the
accumulated depreciation of the assets instead of recording the depreciation directly into the asset account.

The debit account is the depreciation expense account where you record the depreciation claimed as an expense
in the current financial year.
The credit account is the accumulated depreciation asset account. This is the account that records the
accumulation of all depreciation over time so that a net value for the assets can be calculated.
The amount and description should also be entered to complete the transaction.

S UMMARISING

DEPRECIATED ASSETS

If you have a separate accumulated depreciation account then you might want to create a summary account to
group the pooled assets and accumulated depreciation accounts together so that reports show the net position;
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the depreciated value of the assets.

The Bookkeeping program does not have a depreciation schedule to record your assets that require depreciation.
You will need to maintain a depreciation schedule yourself; oftentimes your accountant will do this for you as
there are many rules to depreciation assets that vary by business and jurisdiction and these rules change often.
Your accountant will have the most up to date knowledge of what the correct depreciation rules are for your
assets.

S ETTING

A PIN CODE FOR A BOOK

Each book can optionally have a pin code assigned so that access to the book is restricted.
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the book, or when resuming the program with an open book.
The pin code is set on the "Book Details" screen that is accessible from the toolbar or the main menu.

The Bookkeeping program has a master pin code that can access any book on the device. The default master pin
code is 1234, however you can change this in the App Settings. Be aware that if you change the master pin
code and forget it then there is no way to recover it other than deleting and reinstalling the Bookkeeping
program. Deleting and reinstalling the Bookkeeping program will result in deleting all of the data stored in the
program on the device.

S ENDING

YOUR BOOK INFORMATION TO YOUR ACCOUNTANT

The "Export For Accountant" facility located in the "Data Processing" menu is used to export data for sending to
your accountant.
S ENDING YOUR BOOK INFORMATION TO YOUR ACCOUNTANT
Use the "Export to Caseware" function if your accountant prefers the information in CASEWARE format.
Use both the "Export Account List" and "Export Transactions" function if your accountant uses MYOB.
To import the information into MYOB your accountant should first import the "accounts.txt" file. In MYOB choose
"File" then "Import Data" then "Accounts" then "Account Information".
Set the import settings to Import File Format as "Comma-separated", First Record is "Header Record", and
Duplicate Records as "Update Existing Record" as shown in the diagram below.

Select the accounts.txt file to import, and then map the fields as shown in the diagram below.

To import the transactions into MYOB, in MYOB choose "File" then "Import Data", and then "Transaction
Journals". Set the Import File Format as "Comma-separated", and the First Record as "Header Record".
Map the fields as shown in the diagram below.

These instructions relate to MYOB AccountEdge version 8. Your accountants version of MYOB may be different
and require slightly different steps. Consult the MYOB manual for further information on importing accounts and
transactions into MYOB.

