
The CashBook 

The key to an easier life? 

Oh – it really is 



So what is it? 

• Basically it is a lifesaver for small business 

• It is so simple to use that training takes less than 
30 minutes 

• It keeps track of your income 

• It keeps track of your outgoings 

• It tells you what money you owe, and more 
importantly what you are owed 

• It produces invoices 

• It generates figures for VAT, end of year accounts  

• It will do a user time defined income and 
outgoings report 



You simply enter your income 
• Either select or add a new Item 

• You can search all existing client third party contacts 
• Specify how you were paid 

• Enter the amount, it will work VAT our for you 
• You can then specify the type of work if you choose 

• Then tick when you have received payment  
• And if you have sent an invoice 

• And the Cashbook keeps a running record of what you 
have been paid and what you are owed 
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And for Outgoings? 
• You do exactly the same thing. 

• Date, Item, Supplier and how you paid. 
• The Cashbook can work out your VAT 

• You keep a note of if you have paid and any receipt number 
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At a Glance – The Summary 
 

• The Cashbook makes VAT returns and end of year accounts so much easier 
• You can select by month, defined period or year 
• You can see your income and your outgoings 

You can see what you owe and what you are owed 
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Print off reports for the whole year, or just an individual month – you decide 
Income and Expenditure work in the same easy to access way 
The Cashbook makes being in control of your finances so much simpler 
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And invoicing is easy 
 
• The cashbook 

provides a 
template  
 

• So all you do is 
choose what you 
want to invoice and 
the Cashbook does 
the rest for you. 
 

• It stores a copy of 
the invoice back to 
the client’s records 
 

• It really couldn’t be 
more 
straightforward 
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Summary 

• This will save you countless, frustrating hours 

• It produces and stores your invoices 

• It tells you how much you earn, how much 
you owe 

• It prepares you basic annual accounts – so 
saving your accountant time and you money 

• It gives you your life back 


