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Building the Accounts Structure

.3 Getting Organised If you have not already created your business and
& There are various ways in which you can approach th%ccount:eéﬁlls tturrr;to the section heated

= task of building an accounts structure tailored to your ! apter o.

=% ovact requirements.... Otherwise open your accounts document like this...
55 ...either, by creating a blank document from scratch From the Macintosh desktop:

=2 into which the whole accounts structure can be entered Locate then double click the icon

i; .or, by opening one of the pre-supplied templates

which can then be modified as required.

This chapter describes the actual building process and
:‘5 the way in which you can add, modify and delete " .
- account items. These items include the individual a Fratieiatl il

representing your accounts.

) § Bottom Line password
Accountswhich provide a permanent record of all your

-EEP business transactions - plus ffies, Summary E
=" accountssSubtotalsandTotals which will be used in oK |
= the presentation of your final reports. et
= . . =
_; Bgfore going any further, you should acquqlnt yourself Enter your password if necessary‘
with the appendix entitled which

_ E details the steps involved in creating a set of Bottom Click OK to display the Bottom Line
. Desktop.
Line accounts.

w
i
©®
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Building the Accounts Structure

-3 Adding a New General Ledger Account RNCUASEECRGERCIECTel o]0l

& |n this section we look at how you can add anew ac-ElB=—————— Assels =[Hi =
i 1003 Title ASSETS =
; count item to your General Ledger accounts structurg. ;-ve2 2o e =
= i i i L] Summary Tangible Assets ==
h First douple click the General Ledger icon from the e . Phact & Machinery =
Bottom Line desktop to open the General Ledger. 11000 At Fernibere & FHlliegs
= 01100 Ancount Dffice Equipment
i Having opened the General Ledger, you will now see| 1izoo Acoount Irotor Yehicles
| E1Z300 Aot Less Boprectation
.‘.} the five accounts categories from which the Balance | =05 symmary g el ol
Sheet and Profit & Loss reports are derived.. 1600 cunt “.e.aﬁm !Etl'\-:r;::l L FiED ACSETE
12500
= IZ002  Title CURRENT ASSETS
-=* 13100 Summarg Stocks
,.E §3=00 Aot Bhock = Byw Materials [t
| 2500 Aopoont W'ork in Progress fE
= New Acssunl)y | @il g |
<= | '
= _ _ EITHER, click the New m
=] PWJAG% & Joas . ":'| Account button... General Account Details,. ®0
= Beverme  Experdilure ...OR, choose New
) Account from the Enter Cash Book..
"= To add a new account, open the relevant category byGeneraI menu to display | Entet Journal... =
the Prior Period Journal...
“mw double clicking its icon. If you have chosen to modify''® ~ew.aceount 4~~~ =~~~ ]
¥ an existing template, the account items which have Fost from Sules Ledgey ..
S Post Trom Suychass LQIEII]E':'...-
+» already been entered for that category are revealed...
¥ ..alternatively, if you are working with a new docu- _ClearTransaction List =~
“i® ment, the category window will be empty. Edit Deportments...

i Chapter 4 - 3



g Building the Accounts Structure

% From the New Account window, you can enter the
“2 numeric code specifying its position in the accounts
=3 structure and choose the type of account you want to| analysis at this time. Departments are not vital an

=3 create. can always be added later as a refinement when y
=2 When the window first opens, its height is preset to fif have mastered the essentials.

If you are setting up your accounts you

7% Creating a New Account Item @ Later Refinement

{5 your screen. If you are unable to see the window’s
2 entire contents, use the standard scroll facilities to

may not want to worry about departmenta

d
ol

- ) : . . Lond
‘= display those items which are hidden from view. South East
1. , Eost Mnglia
7= Lets concentrate first on the upper area of the Department Label: In Chapter 2 there 4

“2 window... is a section describing how you can
*= Account Number: As described in Chapter 2, each break down your Profit & Loss accounts into dﬁpaﬁ-
~= account item is allocated a l ments. Then in

*i= five digit code which =] - New Fccount | i Chaphter ?j you can
= positions it within its ac- fecount Mumber: [16100] 7 1.~ [ see how depart-

~a Count category. Enter the Uopartment: [ none ] ﬂﬂﬁ*ﬁm mental labels are
= number here. Description: e set up.

= You may prefer to use the [Current Accaunt Jj O vitte Choose a depart-

“y first 3 digits to specify the Recount type: g:’:‘:;::g mentt(folec(-j'
= position — the last two Reporting Position: [ Lefi__ ] . : counts, Headings
— digits being used (if re- = ot iange:) | or Subtotals) from
& o uired) for finer division Ainnual Budget: | 000] vebit ¥||GsubTotal  tewet: [_1w]|f | the pop-up menu if
“W¥ between acounts later. Currant Balance: 04 Debit L) PEL Total required.

o ——— ~___—
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-'# Creating a New Account Item (continued)

Building the Accounts Structure
Account Function: The program is preset to
create an ordinary posting Account into which
transactions are entered. If you are creating
one of the other items, click the relevant button
- Title, Summary, Subtotal, P&L Total - to
change its function.

More about Account Function

Chapter describes the different
types of account items available t

(@)

Account Description:  Every account item needs a description
- enter a suitable name to identify it.
=] Mew Rccount T &y
e [
Recount Number: Moes Aot > P
opartment; | mone - | -t %f‘m
Description: =
[Current Account [l ritie /
i} A counl
Recaunt bype: _
Y _Debit | summary
Reporting Position: cn ot nanges[ |
Mnnual Dudget: | 4-"'-'::":’J[ Dokit /‘l;?:lhltl'l'ﬂtul Laval: | 1w
Current Balonce; 000 Dol CIPEL Tolnal

For a Summary account
use the End of Range box

== (0 specify the last account

number to be included in

L~
the summary as
w ¢

described in Chapter 2.

() Summ iy

End of Range

& SubTotal
For a

Subtotal account, use
the pop-up menu to
choose which of the six
levels of subtotal you
require. These levels are used
to define the scope of accounts
which are to be totalled as
described in the next section...

you - to recap...

» ATitle creates a heading on Balance
Sheet, Profit & Loss or Account History
reports.

* An Account represents an ordinary
posting account.

* A Summary condenses a defined range c
accounts into a single report entry.

* A Subtotal totals up a range of account
balances.

 AP&L Total is used to specify a Profit §
Loss total on the Profit & Loss report -
and to identify the Profit (or Loss) in the
Capital section of the accounts structute.
Chapter 4 -5
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Building the Accounts Structure

Sub-totalling in action

When entering a total (or subtotal) it is important to specify which accounts the total is summing. Bottom Line
deals with this requirement by providing a hierarchy of subtotals.

You can choose from 6 levels of subtotal. Each subtotal sunastbents immediately above it, plus any
lower numbered subtotals until it meets a subtotal which is on the same or a higher numbered level.

Let’s look at the way in which these subtotals interact -
starting with the company’s Assets. These can be
totalled as follows...

Total Fixed Assets

are assigned level 3.

As this is the first
subtotal in the
structure, it simply
sums the accounts
above it.

Total Current
Assets— we want
this total to sum
only the current
assets. We would
therefore assign it tq
level 1 so that it
sums the preceding
account items in thg
usual way but stopg
at Total Fixed
Assetssince that is
a higher level total.

Net Current Assets
- here we need the
sum of theCurrent
AssetsandCurrent
Liabilities. It has
been assigned leve
2 so that it sums thq
preceding account

JUd VU U UV UVUUTun Y

)

& il

g
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items plus any level
1 subtotals it can
find — so it includes

RESETS
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1
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CHPITAL & REBERVES
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Matdired Praib

Prof oo Loes ‘_—*

TCNTAL GARTAL

iRt
BEHE

!

WEXE . XK

NN XX

P

ofif and Leds Ascount

Total Current Assets All subtotals on the same level or higher are ignored therEioed Assetsare ex-

cluded (this is why we had assigned Total Fixed Assets to level 2).

Total Assets Less Current Liabilities— In this case we want to include all thesetsand theCurrent Li-
abilities. The total has been designated level 3 so that it sums all level 1 and 2 subtotals above it (in this ce

everything).



iy Building the Accounts Structure

;, Fixed Assets and Current Assets are deb| The same ru|es app'y When assemb”ng 8
: balances; Current Liabilities are credit

» of Profit & Loss accounts. However the

. balances. Therefore, when we sumdteslit bal- P&L Total has a different meaning defined as fol-
L= | @nces to aebit total, Credit Liabilities are effec- lows:

: Eg’gé subtracted from - not added to - the relevant “In a Profit and Loss account P&L Totals will

m, always sum all P&L accounts above it. The final
= Moving on to the remaining twd P&L Total is the one which transfers its value to

’ ] the P&L Total in the Balance Sheet.”
="+ Total Long Term Liabilities only needs to sum the

“2  jtems after the Liabilities title. So this is simply a
= Jevel 1 subtotal summing only the preceding ac-
<= counts up to but excludinfptal Assets Less Cur-
N rent Liabilities .

=

Net Assetds a level 4 subtotal since its purpose is to
@ sum everything so far, includinigptal Assets Less
"™  Current Liabilities at level 3.

» TheProfit or Loss item is designated asP&L
total to specify that its value is accumulated from the
Profit & Loss accounts.

Total Capital is a level 1 subtotal since it only has to
sum the Capital accounts - which, of course, includes
the P&L total.

e gieldi

e
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g Building the Accounts Structure

-."% More about a New Account Item ] | Wt Aecount | B
@& Account Type: Chapter lexplains how assign-| sccaunt Number: Py Y T
& ment of accounts’ types enables Bottom Line t@iepartment: [ none =1 f'?ﬂm#ﬁmmﬁ

% correctly ascertain how the business has ac- || Bescription: —
.a quired its money (Liabilities, Capital and Rev- [Current Account | g:]'::‘;um

a4 enue) and where that money has gone (AsselSaccaunt type: -

_:3 and éxpenditure). has gone ostion: teou ) Csummary

L., Reporting Fosition: EEI End of Range:

& The current balance for each account will be | annuat Budget: | 000 Devit || subTotal (e [iv]
~=, eitherDebit or Credit. This entry allows you tQ current Batance: goo Devit [ POL Total

=, specify the normal condition for this account. _—Lw
4 |f you are adding an item to théabilities,

% Capital or Revenuecategory, the account type e the pop-up menu only if you need to change the preset
<& is preset tcCredit - while items in thé\ssetsor  5ccount type.
«-= Expenditure categories are presetDebit. An Click the Account Type box
== actual balance value opposite to the type SPeGi., choose the required
= Sheet and Profit & Loss report — signifying
= that it is negative and is subtracted from the
- - totals.

1'.1! For example, a bank account being an Asset i
- debit account. In the event of that account
-, becoming overdrawn, the balance would switc
.. to a credit (or negative) value and would be

. Credit

Account type

Wayward Subtotals

Take Particular care about the Account Type for
subtotals — these may not follow the preset type.
hFor example, a Balance Sheet total for Net Assets may b
_ located in the Liabilities section simply to ensure that it is
I

“* <hown on the Balance Sheet within brackets. positioned correctly on the printed Balance Sheet.
' Chapter 4 - 8
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Building the Accounts Structure

:-3 More about a New Account

& |tem (continued)

i

__:; Reporting Position

-2a To enhance the final appearance of the
= Balance Sheet, you can decide the positig
- of the headings and monetary values.

& For each title, you can choostin head-
-, ing to be printed on left side of the re-

+m, POIL...

«/# __or you can specify a subheading (printg
“=, in smaller type) which can either be posi-
=, tioned on thd_eft or Right of the report.

“.= For items which are destined for the Bal-
== ance Sheet (namely, Summary accounts;
~a individual, but un-summarised, accounts;
s Or totals), Bottom Line prints each descrig
= tion to the left of the report but you can
T position the accompanying monetary valu
== in one of three columnsLeft, Centre or
= Right as illustrated in this example——

L™
B

5 Entering the Reporting Positior
w

is describedverleaf...

Tanghiy ety
Inesmanls
TOTAL ANED ABBETE

Dopboe s ddus i 1 yli
Citrtih

TOTEL CLURRENT ALLETS

{Left) Subheadings

Curtond Liakd it
Creecbei s Aus in 1 paie

RET CRFRAENT ASZETS
TOTEL AGSETH LESS CURRENT LIAEELITIES

LIRDILITIES:

Crading = dud ol 1 e
Prigratabiah R habdiddnh

Ty LR TEMM pafsmils
HET ARSETS

EAPITAL AND ACSIAYES
Shaig Capeil
Shale Promism oot
Falaingd Prodis
Frofd or Loss
T TAL AP TAL

BALANGCE SHEET Curie
Fior Pefied wx

Left | Centre | Right

L

OO W
R
WHEE X

ENE N

AAFF AR

0O

XEEL BF

BT
Lot

[Eceeded

Lerest

LELR T,
G
ey
BN W

IIrE e
=

T
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"% More about a New Account Item (continued)

L

-a Reporting Position (continued)

Building the Accounts Structure

- lag | Wi Aocouni | &I
“23 | Recount Number: A P B
= Department; [ none | ;ﬁm} #m

: Oescription: il

- [Current Account [ vinie

o, | fecount type: ® fecount

. Cr Sumimory

2 Reporting Fosition: End of Range:|
% | fonual Budget: | 0.00] Devit || sunTotal ol Ed
:,} Currend Balangp: Q.00 Debil 3 PMFL Totasl

Break point...

If you are creating a reporting item

Title, Summary, Subtotal or P&L
Total - no further information is required sa
you are now ready to save the item as de-
scribed below.

If you are creating an ordinaAccount,
postpone the entry of all monetary values
(budget, opening balance and historic bal-

ances) until the final accounts structure is |n

place and open items have been entered.
at this point, you should stop and save this
account. Once you are ready you can rety
to each posting account and complete the
remaining entries as described in the secti
entitled' Opening Balances and other Cash
Values in Chapter 14.

S

q
=5

= Use this option to specify the Reporting
- Position for any account item destined to
=) appear on the Balance Sheet as follows...
o
- For Titl l

NI = por ting Position

choose Left,
‘#* Main or Right
" from the pop-up
i menu.

T

. Main

RRignt__|

For Accounts, Summaries, Totals and P&L
Totals use the pop-up menu to position the
monetary value Left, Centre or Right.

Reporting Position

. Centre

NRignt

Chapter 4 - 10
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:._! Saving the Account Item
-"® Having entered the relevant information, you can now save the new item to form part of the structure like tt

If you click the close box when there are unsaved changes,
you will see the dialogue box described opposite...

=3 Click Save
S to accept
& the informa-
/4 tion, adding

|

L, the new

s account to
'g the struc-

) ture and
<= opening the
"= next, blank

o bing Poxifion; ] Ll i *r!

netirad ladl igear

S T T
foeaunt Mumsber: [16100] H P P
Doscriplion: Ly
[Current Acoount || Cx e

& Account
Rocount igpe: et

3 Sumnary

1d of Ramga: | |

L] (2.

b [ 1]

!l [T

Building the

Accounts Structure

-1| gkt

A

"y account. L

—saw |, b |l

...OR, click
Ignore to
discard the

account details are detected, you will

and display a
blank window.

...OR, click Close to
close the window. |If

any unsaved details

see this warning...

o youw want to sare the changes bo this

Click Don't
Save to ignore

the unsaved

wrindon ¥
[ancel | [ Sove ||
/
...OR, click ...OR, click
Cancel to Save to
return to the save the
window... new details.

details...

Chapter 4 - 11



Building the Accounts Structure

Iy
fr § Viewing Account Items

& An account category window is automatically updatedi@m
2 whenever you add a new item to it. As the structure
=3 grows, you will naturally want to check your handiwor]
-~ and rapidly locate individual account items for modifi-| #=a &
=/& cation or even deletion as described in the following Tgf‘} e
i sections. To assist you in this task, the view menu | i e
/A includes two options - By Icon and By Name - which ﬁ e ":':'»I @ i
=, allow you to change the way in which the contents offa | B i [ i
+m, account category are displayed. Let's look at these tyd— == =% =77 =7

::, options in turn... W"t F‘m] ﬁa B

Ependiture T

EEE

I &3

TR T
K :T|'|'h.I: TITLE

s, By Icon The By Icon command, as its nhame £9004 E100S E1100 £1104 ELIOS

Y suggests, allows you to display the :‘%E Ef'| | ] Fiiie] | : ) fame
) account items in eaCh_account CateJOry| ciscs cimoe cz000 62001 coO0E 67004 63005 62006 70000 |
- window as icons. Notice that each type|_ti= szt _[s] 3

ey of account item is represented by a
2 different icon.

; +* by Name Nojtice also that the icons are arranged in numgric ort
- which means that you can locate any account item by
R Report Optlions... ¥L account code - however, it is not easy to visualise the

_-ﬂ' ront... way in which the account items relate to each other.

) Show Cliphoard This is where the second option comes in to its.own

Ll Chapter 4 - 12
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Building the Accounts Structure

'y

N

.# Viewing Account Items (continued) ] Expenditure 7]
&% By Name  When you select the By Name | foaor i BEECT CONEELTANCY BAEYS K
- command from the View menu,| 0003 Title DIRECT SOFTYW ARE COSTS -t

: . E0004  Title BIRECT HARDY ARE COSTS

= Bottom Line displays all the E0005  Tithe DIRECT S/¥ RESALE COSTS

i account items within each cat- ﬁ m;'m:ru “*:f::ﬁ:’““ CosTE

= egory as a list - complete with EDI04 P Hardwars for Reisle
4 the number, function and de- ﬁ:g :‘;:m"': f}‘:“*‘.”ﬁ“j‘;:;:l;”

- scription of each account. 000 Summary Direct Expenses
v 0501 Aeczount Conguitancy Expenies

a 0503 Aceount Softw are Expented
" BS0% Account Trairing Expenses
5 EOS0T Abasount Lbsinicdng Expénies

e by lcon E0500  Sammary Direot Labour Costs

e0s01 Acount Concsultancy Salarws
- E0E03 Reczount St are Salarg

< Report Oplions... L m ::m: E::I:"'“ﬁ;Jer”

o F Fant... ST Account Sofbware Ml B
¥ EOTHE Aeccount Training M i
b Show Cliphoard Piw Account | dafi] |¢|E|

] : :
= Notice also that the hierarchy of the Assembling Account Categories

structure is illustrated by indentation of TheBv Namefacility is particularl

? the description — Titles are furthest to y faciiity 1S par y
o the left, then Summaries and any un- useful in providing a running commenta
4 summarised Accounts. The accounts | 2> YOU construct eac h category. S'T“p'.y open the
w which make up each Summary are in- account category window so that it is S|tt|ng in the

_:'Jj dented to the right while Subtotals and g%itkegg?ﬁtgd ?ggewatch each new account item be

R P&L Totals bring up the rear. P '

i Chapter 4 - 13



Building the Accounts Structure

-3 Modifying an Account Item The account opens and you are free to modify the

& \f at any time, you want to modify the details for an existing details in the usual way.

‘® account item then re-open it like this... For ordinary accounts, you can also use the Modify
= Open the relevant category from the General Ledger Account w!ndow t_o add th_e relevant cash values. Tul
S ien to the section entitledpening Balances and other
<% EITHER OR CashValuesto find out what values you should enter.
i

A O T =

_ 14100 ACcount Sales Ladqer Contral |45

- 14200 Aot Dotbors™ Suspense Aoount

# | =00 Aot Sharf Loan

. 14400 Aenunt Dkhi Dubibees

ol 3 14500 Atk Frepamenis & Aoirued ing

14600 Astounl Losee

— ] 16000 Summar Cash

r jsi0n0 - Curpenk Accound

<= 16200 Account High Inferest Account
- 1400 Aeccourt Petby Cash

165010 Aooournt g, Dobils and Credits =

= 17600 Subtotal 1 TOTAL CURRENT ASEETS [
o New Acesunt [ <a]i0] [EE

- Locate then double click the account

. item to open it.

o )

w Finding Accounts Changing Places

o If you want to find an account by name, use Editing the existing account number has
P the Find command from the Edit menu. important implications for the accounts
“{@ | This facility is explained irchapter 19. structure as you will notice in thie=xt section...

L Chapter 4 - 14
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fr 1 Modifying the Accounts Structure

Building the Accounts Structure

% The order and position of each item within the accounts structure is determined by the five digit account nu
“> assigned to it. If you discover that an account item is in the wrong place, you can change its position by ec

=3 the account number. Use this facility whenever you
& want to...

=3, Change the position of an item within the existing
=2 category.

* Move an item to another category.

:= To modify the account structure...

o A (I Expendilure [
::5 T Smmmary Productive Overhesdy i
Tiood et Egcigrranil Mimlabtds
.a TIEmE) Al Catpered it bon of Wl bE
™ TIaH prne ] Duprecastion of Largmend
oy | 71500 PR Detirery Expradis
¥ Tl At Bcecdhi 3 B M wr i SRR i
— | TIT At Tredrparedend ConpyHands
TS0 Bl Pipss ardas Equigsnent
I-.; T At Pl Rurssi) Coek 15
TIHE) A gegnid Lk Tryed] Expeenstr _"I
_.; TRO00 Swmmary Galen & Marketing Coulx -
TIE00 Aetiainl SWWE Expefdes
?, T4 LK) A Eri b byitareend
A Tramning, Sondpransss
—— T Sniim ary Adimin b brative Orerbirad =
| A L abors” Panstn Corts phd
T |t denant 4] ) IEE
e

< Open the relevant account category then locate and
“ip double click the account item that you want to modify.

L

=] 1 Migdily At omnt |
Account Number: [74400 | ’4’ p ¥ o
Oepartmeak: Ko Deparl.. T -'HH _".'__i_.“--.‘t
Dracriplion: K
|T4'n|n|r~& conferances ||-::| Tihe
|

Replace the existing 2
account number with  Retount Number:
one that represents

the account’s new position in the structure...

...then click Save to move the account to the new
location.

[ | Evpenditure | [5!
TS0 Swmmary Prodeslive Deerheads A
THG0 Ao Exqaigereerd Hlawnirnae |
T30 Aot Dpras labim = Wabidzled

T 04043 oo Dreprrs bk b 1 Equiprram L

TIS0N Aggad Daitvery Dapanpes

Tié00 A st Bocke FEa 0w are Mobaor ind

k] A Fradepeeredin b Corulimls

TR Raggad P Moy r Danrprien b

T2 PrEE ] Fiter Runniing Caats

T2z Al D Teav el Expetieded '_"l
T3040 L ] Traree , confprecasr

T Swmmary Tabra & Markeling Caals

TR0 Al S Enpensts

4300 L Erderdgnannt

=t ] Swmimary Adminldiralive Overhesd =
THE) A Db wodors ' Fansion Coats ik
Wew Account [<h] ] | EIE
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-3 Modifying the Accounts Structure (continued)

S

Building the Accounts Structure

Expanding Summaries

Bear in mind that if you want to move an
account into a Summary, you may need t
adjust thesummarys End of Rangto accommodate

(=)

the newcomer.
Printing the Accounts Structure
Once the accounts structure is exactly t

@ way you want it, you will naturally want

permanent copy of your handiwork.

You can print é_ist of Accountsreport as described
in Chapters & 16. This provides full information
including types and reporting positions of the
accounts.

j¥

Moving an account to another
category

The section headedumbering Account
Items in Chapter 2 explains how Bottom Line uses
simple numbering system to classify ranges for th
five account categories. These numeric ranges a
set up as explained ibhapter 3

If you want to reposition an item into another cat-

egory...

» Select a number which is within the target cat-
egory to position the item in the correct place.

* Change the item’s number as explained on the
page.

This message warns you that you are about to tre

pass outside the scope of the open category.

The atcount number doos nol malch
thie seleeted cabegory-

Click OK to make it happen.

U

e

la

[72)
1
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iy Building the Accounts Structure
¥y § Deleting an Account Item

& Sooner or later, you will want to delete an account itel
3 from the structure. You can do this provided that... Unie e

“3 O The current balance is zero.
¥ Cui EH

'__. - [J There are no current transactions associated with {f capy ®E

X - account. This means that, if you have already star| Faste =Y

;5 posting transactions to this account, you will need w_“_"ﬁ' ___________________

m print and clear the Transaction List (as described itf| ¢ajact an =n

:= ) Find... #F

:‘5 Having satisfied these two conditions, delet — .

the unwanted account item like this... K Change Item... Choose Delete Item from the Edit

= EITHER =1 menu — this message appears...
= 11100
" E] T Asaets | il f Are you sure you want to delete

- 10 Tkl

k W00 TiMle :I‘EIEEIIE}TEEBETE iﬁ. the account 7
I--.‘_;L 10200 Summary mtamgible Assets —.

10400 AN Sl Rights -

-:; TS0 Summary Tanqgible Assets L ':ﬂ FIE-EI | m
1166 Aggognd l‘l;rnil.l.rtf:'-ﬁ'il.iﬁs

i 11200 Acgond Flebar Wehicler

e Sl e PR gt eiadian Click Delete to permanently
ummary lnweztmenis

w 11400 A bl Sharod remove the account record.

S 1250 Subistal T TOTAL FLSED ASRETE

'1_“' 120 Tille CURRENT AZZETE "

:'..l:lr OR... [T |13|l]_:_| 2 [

i for a couple of points about deleting
"W Locate and click the unwanted account item to selectit. accounts...
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:.3 Deleting an Account Item (continued)

Building the Accounts Structure

Not playing by the rules

If the account balance is not zero or yo

have inadvertently forgotten to clear the
Transaction List, 1
Bottom Line @
informs you with

S

Thir currosl Belancs e be @ snd ail
iransacleans ssl be presled and

BMDREE hrdnrg gay ra godele,
this message...
When this hap-
pens, click OK then take the appropriate steps to

transfer the current balance to a more suitable ac
count or clear the Transaction List.

Lost History!

Although Bottom Line allows you to

delete an account with a zero current
balance and no current transactions, it will not wa
you if there is any history attached to the account.
This means that if you wish to retain the integrity g
your historic data, you should ensure that there is
historic information before deleting.

next chapter =
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