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Cash book, in accounting term, refers to collections and payments via your bank(s)  
On a daily basis, it involves:-  

1. Collections from your sales to your customers that you sell on credit  
2. Daily cash collections from your retail business 
3. Deposits from other sources other than from your business activities, example funds from capital 

injections, refund of deposits or transfer of funds from company’s bank accounts , or GST refunds, we 
term it non-customer deposits 

4. Payments to suppliers  
5. Payment to general expenses directly or through general ledgers accounts 

 
 On a monthly basis, upon receiving bank statement(s), do bank reconciliation against the bank ledger of your 

accounting records.   
 
 

  
 
 
 
 
 

Receipts  
 
�  Receive payment from customer or other sources (non-customer ) by telegraphic 

transfer, cash or cheque  
 
�  Debit the bank or any pre-set cash related accounts code 
 
�  Offset payment with outstanding invoices, never miss out any unpaid bills. 
 
�  Print out professionally looking  official receipt 
 
�  Payment on account or matching invoices against payment from customers 
 
�  Handles partial payment, over-payment, advance payment 
 
�  Contra from customers’  against suppliers’  account through GL with audit trials 
 
�  Isssue Debit Note / Credit Note entry for customer 
 
�  Professional  looking Debit or Credit note printout to your customer 
 
�  Statements of accounts indicate payments received applied to which invoices 
 
�  Letter of reminders to customer with variable interest rates to be charged to individual 

outstanding bills can be printed 
 
�  Paid invoice enquiry allows on screen check of specific invoice when it was paid 
 
�  Detailed overdue listing report indicate number of days an invoice is overdue 
 
�  Address labels printing on label sticker 
 
 
 
 
 
 



               www.realtimme.com                         Cash Book 

Page 2 of 5     As at June 2011 
 

 
 
 
 
 
 
 
 
 
 
 
Payments 
�  Make payments to suppliers or direct payment to sundry suppliers. 
 
�  Handles partial payment, over-payment, advance payment, payment on account or 

matching invoices 
 
�  Contra from suppliers’  against customers’  account through GL with audit trials 
 
�  Debit Note / Credit Note entry for supplier to adjust their balances 
 
�  Suppliers© Debit or Credit notes with professional design layout 
 
�  Payment Vouchers, remittance advice print direct to printer 
 
�  Paid invoice enquiry allows on screen check of specific invoice when it was paid 
 
�  Detailed overdue listing report indicate number of days an invoice is overdue 
 
 
 
 
 
Bank Reconciliation  

 
 
 
 

 

 
 

 
�  On-screen bank reconciliation process 
 
�  Select the bank accounts, indicate the date of statement of account 
 
�  Tick (untick) transactions records to indicate clearance of payment/receipts 
 
�  Print bank reconciliation report for filing 
 
�  Outstanding payments / receipts brought forward to subsequent month for subsequent 

clearance. 
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Tick the receipt / payment that is presented. 
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Sample  of Payment Voucher  
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Sample Receipt Voucher  (GL receipt)  

 
 
 
Audit Tr ial of Receipt (GL) 
 

 


