FINANCIALS: CHART OF ACCOUNTS

The Chart of Accounts lists every financial institution and transaction category you've added in
Financials. It enables you to organize transactions by source and analyze finances over time. Parent
accounts represent major transaction categories. Sub-accounts itemize more-specific subcategories.
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To reach the Chart of Accounts from the vertical menu in the Admin Dashboard, Q click on the
“Financials” tab to open it, and then click on the “Chart of Accounts” tab. This main summary window
includes the following controls and information.

e The tabbed area below the page title shows e Click on the “Download CSV" button to obtain
the “Accounts’ list by default. Parent accounts your account data in a format that you can open
appear in the left column, and their subaccounts in any spreadsheet program.

appear in the next column to the right. The

G The account detail area shows additional
“Search” tab also appears here.

information about the account that’s actively
Click within the row of any account listed to displayed in the 9 account list.

open the “Edit account” area for that account. @ Click on the “Edit account” link to change

G Activate the “Show inactive” toggle switch the information about the account that's actively
to view deactivated accounts. They display an displayed in the 9 account list.
O Inactive badge to the right of their names.

Q Click on the “+Add New Account” button to
create a new parent account or subaccount.
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Create a new account

Q Click on the “+ Add New Account” button

at the top right of the window. This opens the
G “NEW ACCOUNT” area, which appears where
the account detail area appears when the Chart
of Accounts first opens.

@ Enter an optional “Account #.” This can be

an actual account number assigned to you, a
numeric sequence that indicates it is a parent
account, or (if this is a sub-account) a numeric
sequence that associates this account with its
parent. Note that although this information is
optional, it can be extremely helpful when you
track parent accounts and sub-accounts in other
areas of Financials.

m Enter the “Account Name,” a short, accurate
description of the account.

o Click on the “Account Type” dropdown menu
and select the appropriate type from the list,
which includes “Credit Card,” “Liability,” “Asset,”

“Bank,” “Expenses,” “Equity,” and “Income.”
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o Click on the “Detail Type” dropdown menu
and select the appropriate type from the list. The
list items vary contextually depending on the
item you select for “Account Type.”

G Enter the dollar value in the “Starting/Year-to-
Date Balance as of [Date]” box to represent the
opening balance for this account. The date shown
is the date you entered in the “Effective Starting
Date for Financial Transactions” box in the
Account > Settings window. If you have not added
a date there, the no date will show up here.

For more information about Financial Settings,
review the Financials: Settings guide.

o If this is a sub-account of a parent account,
click on the “Parent Account (optional)’
dropdown menu and select the name of the
parent account.

m When you are happy with your account setup,
click on the “Save” button.
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Search for accounts by account criteria

m Click on the “Search’ tab to display the
“Search Accounts” area, already shown here.

0 Click in the “Search Accounts” box and
enter all or part of the name of an account
as your search terms to search by name. To
search for all account names, leave the “Search
Accounts” box blank, as shown in this example.

Q Set the “Account Types” dropdown menu
to the type of account for which you want to
search. To search for all account types, leave
the “Account Types” dropdown menu set to “All
account types.” Here, we've searched for

the “Bank” account type.

@ Set the “Detail Types” dropdown menu to
the desired account detail type. (Not all detail
types apply to all account types.) To search for all
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and open a support ticket.
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detail types, leave the “Detail Types” dropdown
menu set to “All detail types,” as shown here.

Q In the “Search Accounts’ bar, click on the
magnifying glass to perform your search.

9 To clear search terms, click on the clear

button. To clear “Account Types” and “Detail

Types” dropdown menu settings, click on
the “Reset filters” link.

@ In search results, click on the horizontal
three-dots menu below an account balance to
see the account in the “Accounts” chart, or edit
or deactivate the account. Q “Breadcrumb”
account links also switch to corresponding
parent and child accounts on the “Accounts”
tab. After you follow a breadcrumb account link
to the “Accounts” tab, click on m the “Search”
tab to return to your search results.

If you have additional questions about the Chart of Accounts,
please visit the Support Desk through your Admin Dashboard
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