


[
#$ %$&
%( ")
e
"1&$ M $ 0$( &&123'/ ( I(




BasiC NaVIgatioNn .......coooiiiiiiiei e 1

The EXPIOrer Bar. ... 1
Banks & Transaction LiStS.........cccooveveiiiiiiiii e, 4
Ways To Sort @ ReCord LiSt.........oooeviiiiiiiiiiii e 6
QUICK SEAICN ..o 6
Fast FINd WINAOW ........ccovviiiiiiiiccceii e e e 6
FIXING MISTAKES ...evvvviiiiii i e e e e e e eeeeaeeaene 9
How To Enter ABank Charge .......ccccooveeiiiiiiiiie e, 11
AddiNg & TranNSACHION ........ueuiiiiiie e e 11
ENLEriNg DAteS .....uuvueiiiiiiiiii et e e e e eanaaes 12
Reference Fields & AMOUNLS ..........cooiiiiiiiiiiiiiiiiiee e 12
TAX COUBS. ..ttt 15
Transferring FUNAS ... e 17
Bank ReconCiliationsS..........covvuiiiiiiiieeee e 19
The Bank Statement LiSt..........ccccuvviiiiiiiiiiiiieeee e 20
Correcting MISTAKES ........cooiiiiiiiiiii e 21
Balancing Tips & TriCKS. ..o 22
WIaPPING UP .. 23
Bank DeposSit LIStS ......cccouuiiiiiiiiiieeieee e 24
Producing A DepOSIit LISt.........ccoiiiiiiiiiiiiiiiiiie e 24
PrevieWw VEIrSUS PrINT ........uuiiiiiiiiiieie et 25
MOVING FUNGAS ..ot e e eeeeeaes 26
QUICK REVIBW ... 28

[alo ) TR 29




"8-5"",

8 -




F CAPITAL Business

Company Sections Transactions Reports Toolbox RunTask Window Help

- l...l_.:

Manager |

®

Favourites

P

Dashboard

®

Stock Control

rs

[a]
e
) B o
@o
3%
m

Suppliers

&

Cash Manager
General Ledger
Job Cards

¢

Transaction
Products
Service
Reports

Maintenance ¥

LI BI04

TS m.] |0 |'Cn|°:§g9'!

D[S qp

/E

Capital /=)

Business Management System

(c) 1985-2012 Will Nitschke for
CAPITAL Office Business Software

Mail Address:

PO Box 341
Maroubra Junction
MNSW 2035

Email:
salesi@capitaloffice.com.au

Website:
www.capitaloffice.com.au

Phone:

61 29311 1222
Fax:

61 2 BO04 8264
Helpdesk/Support:
1300 734 099
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Bank Accounts
Code I arne $AUD Balance Unuzed Owerdraft  Account Mumber
AMER American Express 1085.00
CASH Cazh Deposits 451555
Commol th B ank, 7

PETTY FETTY CASH FLOAT 521883
uso US Dollar Foreign Account 15613.00
WRAL Wwest Pac Trading Account 23061.32 31061.32
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%] Record Edit Reconcle Deposit Toolbox Window Help
: ; | e e o O SR
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Manager | Transactions | Bank Statement
N
=% Code: CBA, Marme: CBA BANK Balance AUD%: Q) Add..
Favourites T
Z Mumber 3 Date Transaction Reference Z Amount B D -
ﬁ\} P513 21/07/06 | Supp. pavment 20000
CBAT 13/08/06 | Direct entry 100.00| [~ |
Dashboard CBAS 13/08/06 | Direct entry 10000/~ |
[;g CBAS 13/08/06 | Direct entry 100.00| [~ | =
Ps20 22/08/06 | Supp. papment 0000 T
Stock Control CBATD 23/08/05 | Direct entry 100.00( [~ |
P36 23/08/06 | Cust. papment R
@ 1068 27/08/06 | Direct entry A0000( | :
iRt 1069 1112/06 | Direct entry 0131331 5000.00 [~ | 7
PS14 18/02/07 | Supp. payment |2 4400 | | —
@ 1074 TN/OT/OT | Direct entry 12873731 53| Bl Lepost
: CBAT075 | 13/08/07 | Direct entry 56231511 10356 [~ |7
Suppliers P37 26/01/08 | Cust payment | 273187 250000/ | ——
. 1070 26/01/08 | Direct entry 313 10000.00| [~ | % Up
"!"3 Ps24 26/01/08 | Supp. papment 8000.00(
Cash Manager P49 044110 | Cust. payment ‘M ¥ Down
o P48 051210 |Cust payment | 2746413 4000.00 1~ | T~
A P43 05/03/11 | Cust. payment 3133674 G426 |
| 122 O1/05/11 | Cust. payment | 24545435 181007 || =R
9 P41 O5/05/11  |Cust. payment | 32424 M2 rls
m P317 02/07/11 | Supp. payment -20.00| |
P525 05/07A1 | Supp. papment a3s0.00| [~ |~
Job Cards P40 05/07/11 | Cust. payment | 4114 4000.00 1~ | T~
PS27 05/02411 | Supp. payment 1400\ (T
g 2] 05/08/11 | Cust. payment | 11231313 24487 ||
= P46 05/08411 | Cust. papment AT\ |
T ction ¥
chint oot CBAIO7E  |02/09/11 | Transfer Wages 2500.00| [~ |~
Products ¥ ||/ peog 05/09/11 | Supp. payment -3R4058 | [ |
Service ¥ P33 03410411 | Cust. papment 38N 7RRO00| |
Reports ¥ 18/04/12 | Cust. payment | | 500.00( (|||
Maintenance ¥ lil L~
DS qp
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CBAS 13/08/06 Direct entry - 8
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Drate From:

Drate Ta:
Filkers

Tran Mo:

Bank:

CBA

Reference:

Amount; 0.00
GL Code:
Customer Code:

Supplier Code:

aa

Dirawer Mame:
Depozit Type: [l

Cash Book Entries: | [4ll]

Cazhboak Entries
Special Entries
[ Undeposited Only
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Supplier Entriez
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Unreconciled Only — [7]
Credit Card [T
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Column Properties Manager
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Add Transaction @
Bark Account: CBa, | Tran Moo CBATOFY
Statement Page: Mone
Tranzaction: 1 - Direct entry ¥ | Department;
Drate: 17/04/212 - &
Depaozit/Draw Az 0 - Cash T Transfer Ta
Depozited On: &
Feference:
Dretails:
Banik: b ]
Branch:
Dirawer;
Exchange From: 1.000000| T 0000000
Amnaunt $AUD: 0.00
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Add Transaction @
Bark Accourt:  CBA | TranNao CBAT077 et s |
Staternent Page: None Cancel
Transacton: 5-Bank charge - Department;
Date: 17042012 - o,
Depozit/Draw Az 4 - Direct deposit - Trapafer Tor
Deposited Or: &1
Reference:
[ etails:
Bank: =,
Branch:
[Cirawer:
Exchange From: 1.0000000  To 0.000000
Amount $AUD: -5.00
Amount: 5,00 To: 0.00 Help
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Accourt: | CBA | | Transaction Na: CBAT077 ||Date: 17/0812 |
To Allocate: | '5-UU| Tax | D.DEI| Settlement Dizcount: 0.00 %
Account Balance: M Discount Mo: 0000
Type @ GL Code @ Account @ Description & Depart Amount Tax
Allocated So Far: 0.00 Balance: -5.00
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Apply versus Save, 9
bank statements., 5
bank interest, 11

Bank Statement, 19

cash clearing account, 5
cash sale clearing account, 24
cheques, 24

column library, 8

Column Properties, 8
Column Set, 9

Credit cards, 4

currency symbol, 13

date entry, 12

depositing cash, 24
Direct Deposit, 12
Explorer Bar, 1, 2, 28
Factory Reset, 9

Foreign bank accounts, 4
FRE, 15

Global Text Search, 6, 9
GSl, 15

GST, 15

INP, 16

nominal accounts, 5
Petty cash floats, 4
Point of Sale, 5

print, 1

Quick Find, 6
Reconciled Balance, 21
record list, 6

regional settings, 12
SHIFT+F10, 6

sorting, 6

sorting of the record list, 6
term deposits, 4

tills, 5

Voucher receipts, 5




