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Introduction

Why did Custom Data Centre develop another accounting program?

Many farms and small businesses do not need, or want to pay for, a full-featured accounting 
program.  NeatBooks provides a lower-cost alternative to shrink-wrapped accounting software for
those farmers and small business owners who only need a general ledger.

Features

Books:
 No limit on the number of sets of books.
 Make a new set of books using one of the supplied templates.
 Create your own custom templates.
 Provide income statements for multiple divisions of the same company from a single set of 

books.

Accounts:
 Add new accounts as they become necessary.
 Reconcile bank accounts, credit cards, or any other account.

Transactions:
 Enter transactions using the general journal, or from an account ledger.
 Transactions that affect more than 2 accounts are accommodated by creating a “split” 

transaction.
 Transactions may be moved to another account.
 Calculate and account for up to 2 sales taxes.

Reporting:
 Preview reports on screen.
 Print reports to the default printer or to any other available printer.
 Print multiple copies of any report.
 Export reports to a spreadsheet, a word processor, or a PDF file.

System:
 Developed using industry standard programming tools and utilities (Microsoft Visual Studio, 

Microsoft Access).
 Store data files on a local or network disk drive.

May 3, 2019 NeatBooks User Guide Page 5



Chapter 1 Create Books

1.1 Create Books Using a Supplied Template

To create a new company database within NeatBooks, click the New button on the opening NeatBooks 
window and fill in the Create New File form.

The contents of the File Name field will be used as the name of the database file on the computer’s disk
drive. 

NeatBooks can create a new company database using a template as a guide.  A template contains a pre-
configured chart of accounts that can be modified to suit the needs of the company.  NeatBooks provides
three built-in templates or you may select a Custom template that you have created.
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Template Description

Blank  Use this template to create an empty database.
 You will need to create your own chart of accounts.
 Choosing this option results in the new database containing only the Special 

Accounts.  These accounts are required in every company database and may 
not be edited or deleted.  (See the chapter titled Chart Of Accounts for more 
information about the Special Accounts.)

Business/Retail  Use this template to create a database containing a chart of accounts that is 
suitable for a wide array of businesses.

 You may customize the chart of accounts to suit your specific needs.
Farm  Use this template to create a database containing a chart of accounts that is 

suitable for farms and ranches.
 You may customize the chart of accounts to suit your specific needs.

 
Date Fields Description

Year End Date  This date prevents transactions from being recorded for a future fiscal
year.  

Edit Lock Date  This date controls how far into the past transactions may be 
recorded.

 In addition to preventing transactions from being recorded for past 
fiscal years, this date can also be used to help reduce data entry 
errors.

Display Date  This date controls how far into the past transactions will be displayed.
 Transactions dated prior to this date will be combined and appear as 

an opening balance on the transaction grid.  
 The purpose of this date is to allow the user to limit the volume of 

transactions that appear in the transaction grids.  
 This date may be changed as necessary.

Reports From  The date selected here will appear as the default “begin date” when 
reports are being prepared.  

 Reporting period dates may be changed as necessary.
Reports To  The date selected here will appear as the default “end date” when 

reports are being prepared.  
 Reporting period dates may be changed as necessary.

Clicking the Save button causes NeatBooks to build the new company database using the information 
provided in the Create New File window.  The new company database will be saved to the default data 
folder.
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Once the new company database has been created, the new database will be opened.

Click the Company Information button and complete the setup of the new company database.
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Field Description

Company Name  The company name will appear on all reports that are prepared from 
this database.  

 If necessary, the company name may be changed in the future.
Business Number  Optional.

 Enter the business number that was issued by the Canada Revenue 
Agency.

 
NeatBooks can calculate, account for, and report on, up to two sales taxes.  To initiate the tracking of 
taxes on sales and purchases, provide a description and rate for one or both of the available taxes.  

Account listings will only show those sales tax accounts for which a description has been provided.  This 
description will appear on account lists and on sales tax transactions.  In the example above, only the 
federal GST at a rate of 5.00% will be tracked.  NeatBooks can also be instructed to automatically 
calculate the taxes on sales and purchases based on your selection of a calculation method.  The sales 
tax calculation will not result in compounding of sales taxes.

Click the Save button to record the additional company information in the company database.

If required, click the Password button to secure this company database with a password.  Once a 
password has been attached to this company database, you must provide the password in order to open 
the database in the future.
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 1.2 Create Books Using a Custom Template

NeatBooks allows users to create their own custom templates which can then be used as a model to 
create company databases with the same chart of accounts.  

Regardless of whether the template used to create a new company database is one of the standard 
templates provided with NeatBooks, or is a custom template that you have created, the process use to 
create a company database is the same.  By default, these custom templates are stored in a sub-folder of
the folder that contains the NeatBooks program files.

 The default program files folder for 32-bit versions of Microsoft Windows is 
C:\Program Files\Neatbooks\Template.

  The default program files folder for 64-bit versions of Microsoft Windows is 
C:\Program Files (x86)\Neatbooks\Template.

See the chapter on Advanced Features for information about the creation of custom templates. 
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1.3 Company Information

Regardless of the method chosen to create a new database, once the database has been created, the 
Company Information window is the next area that should be visited.  The Company Information can be 
accessed by choosing Setup > Company from the program menu.

Using the data fields contained in this window the user will set the rules and parameters that will be 
observed by the program when this database is in use.

The Company tab of the Company Information window contains both editable and protected data fields.  
The File Name and Data Location may not be edited.  

If it becomes necessary to rename or relocate a NeatBooks database these tasks may be performed 
using the Windows Explorer.  

Field Description

Company Name  The company name will appear on all reports that are prepared from 
this database.  

 The company name may be changed should the need arise.
Business Number  Enter the unique number that identifies this company to the Canada 

Revenue Agency.

The Company (above) and Dates (below) tabs must be completed before any other tasks can be 
performed with the database.  If the information on these tabs is not completed before the database is 
closed, the Company Information window will be opened automatically each time that the database is 
opened until such time as the Company and Dates tabs have been completed. 

DateFields Description
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Year End Date  This date prevents transactions from being recorded for a future 
fiscal year.

 To start a new fiscal period, change the Year End Date, and Default 
Report Dates. Remember to save the changes.  

Edit Lock Date  This date controls how far into the past transactions may be 
recorded.

 In addition to preventing transactions from being recorded for past 
fiscal years, this date can also be used to help reduce data entry 
errors.

Display Date  This date controls how far into the past transactions will be displayed.
 Transactions dated prior to this date will be combined and appear as 

an opening balance on the transaction grid.  
 The purpose of this date is to allow the user to limit the volume of 

transactions that appear in the transaction grids.  
 This date may be changed as necessary.

Reports From  The date selected here will appear as the default “begin date” when 
reports are being prepared.  

 Reporting period dates may be changed as necessary.
Reports To  The date selected here will appear as the default “end date” when 

reports are being prepared.  
 Reporting period dates may be changed as necessary.

NeatBooks can calculate, account for, and report on up to two sales taxes.  To initiate the tracking of 
taxes on sales and purchases, provide a description and rate for one or both of the available taxes.  

Account listings will only show those sales tax accounts for which a description has been provided.  This 
description will appear on account lists and on sales tax transactions.  In the example above, only the 
federal GST at a rate of 5.00% will be tracked.  NeatBooks can also be instructed to automatically 
calculate the taxes on sales and purchases based on your selection of a calculation method.  The sales 
tax calculation will not result in compounding of sales taxes.

NeatBooks provides for the protection of each company file with a password.  This password is intended 
to prevent unauthorized access to individual databases, not to prevent access to the NeatBooks program.

If you wish to protect a company file with a password, enter the password on each of the lines provided 
and click the Save button.  If the company already has a password, you must provide the Current 
Password as well as the desired password before clicking the Save button.
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When a database has been assigned a password, the password must be provided each time that the 
database is opened.  The password provided by the user must match the password stored in the 
database in order for access to the database to be granted. 

Passwords are stored in the database in unencrypted form and are therefore visible to anyone with 
access to the database and a database program that is capable of opening a Microsoft Access file.  In the
event that a password is forgotten and a copy of Microsoft Access is not available, the company file may 
be sent to Custom Data Centre and the password will be retrieved for you.

1.4 Open Existing Database

Once a database has been created, it can subsequently be opened by clicking on the company name that
appears on the opening NeatBooks program window.  

The Open NeatBooks File window will display all of the company files that can be found in the Default 
Data Location.  

In the event that the desired company file does not reside in the Default Data Location, use this window’s
Browse button to locate the desired company file. 
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Select the folder that contains the desired company database and click the OK button.

NeatBooks will populate the opening window with the names of all of the company files that were found 
in the selected folder.

The first time that you open a database with NeatBooks you will see a message like the following 
example:
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This message may also appear the first time that a database is opened after the installation of a software
update.  The message is advising you that the database needs to be updated for use with the currently 
installed NeatBooks software.

 If you have access to a current backup of this database, you may click the Yes button to proceed
with the database update.

 If you do not have access to a current backup of this database, you should click the No button to
abort the database update.  Make a backup of the database file before making another attempt 
to open this database.
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Chapter 2 Chart of Accounts

2.1 Defined

The Chart of Accounts is the collection of all of the asset, liability, equity, income and expense accounts 
that comprise a set of books.  Each account provides a means of showing the effect of the financial 
transactions that are undertaken by the enterprise.

2.2 Special Accounts

The chart of accounts in every NeatBooks database contains certain accounts that fulfill a specific role in 
the proper operation of the program.  These accounts can be identified by the presence of a check-mark 
in the Special Accounts column which can be identified by the “S” in column heading.  

The example above contains 2 Special Accounts. (GST Liability, TAX2 Liability)
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The following table lists those accounts that are flagged as Special accounts.  Because of their special 
importance to the proper operation of NeatBooks, these accounts cannot be edited or deleted.  

Account Type Normal
Balance

Account
Number

Description

Current 
Liability

Credit 4050 TAX1 Liability

Current 
Liability

Credit 4070 TAX2 Liability

Equity Credit 6050 Retained Earnings/Capital
Sales Tax Credit 9010 TAX1 Collectible
Sales Tax Credit 9015 TAX2 Collectible
Sales Tax Credit 9020 TAX1 Collectible Adjustment
Sales Tax Credit 9025 TAX2 Collectible Adjustment
Sales Tax Debit 9030 TAX1 Input Tax Credit
Sales Tax Debit 9035 TAX2 Input Tax Credit
Sales Tax Debit 9040 TAX1 Input Tax Credit Adjustment
Sales Tax Debit 9045 TAX2 Input Tax Credit Adjustment
Sales Tax Debit 9050 TAX1 Installments & Rebates
Sales Tax Debit 9055 TAX2 Installments & Rebates
Sales Tax Debit 9060 TAX1 Payments & Refunds
Sales Tax Debit 9065 TAX2 Payments & Refunds

 All income and expense accounts are totaled to account 6050, Retained Earnings/Capital.  
 Sales tax accounts (TAX1, & TAX2) do not appear on reports unless they have been activated in 

the Company Information area.  
o Sales taxes are activated by providing a description of the tax (i.e. GST) and a tax rate.

 Sales tax accounts that have an account number that ends with a zero are automatically totaled 
to account 4050, TAX1 Liability.  

 Sales tax accounts that have an account number that ends with a 5 are automatically totaled to 
account 4070, TAX2 Liability.

 Transactions may be posted to any of the special accounts with the exception of account 6050 
(Retained Earnings/Capital), 4050 (TAX1 Liability), or 4070 (TAX2 Liability).  These accounts are 
reserved for program use.  
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2.3 Edit/Delete/Add Accounts

While the use of templates, supplied or custom, is intended to provide some automation in the process of
creating a chart of accounts, it is likely that some additional customization will still be necessary on 
occasion.  

The chart of accounts can be added to, or edited, by clicking on the Chart of Accounts button.   
Choosing this menu item causes a window like the following example to be displayed.
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The Find button can be used to search the chart of accounts for a string of text.  This eliminates the 
need to scroll through the chart of accounts in search of an account.

Click the Find button to show or hide the search bar.

Type your text string in the search bar and the grid will show only those accounts that match the entered 
text.

May 3, 2019 NeatBooks User Guide Page 20



Close the search bar to restore the grid to its original state.
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2.3.1 Edit an Existing Account

To edit an existing account, locate the account in the grid and click anywhere on the row.  

In the example below, account 1010 (Cash in bank) has been selected for editing.

While the Account Type and Account Number are protected fields, the remaining fields may be edited as 
necessary.  In this example we will set the Reconcile flag because we will want to reconcile this account 
with the statement of account that is received from the bank.
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The Save button must be clicked so that the changes to the account details can be written to the 
database.  Once the changes are saved, the chart of accounts grid will be updated with the new 
information.

If changes are made to the account details and another account is selected for editing, the changes will 
not be saved and the account details will remain unchanged.

If changes are made to the account details and the Return button is clicked, a message like the 
following example will be displayed.

Click the Yes button to discard the changes and return to the previous program window.  Click the No 
button to remain on the current window.
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2.3.2 Delete an Account

Accounts may also be deleted from the chart of accounts.  In this example we will delete the Rent 
expense account. 

Locate the account to be deleted and click anywhere on the row.  Click the Delete button.  

Click the Yes button to complete the deletion or click the No button to cancel the deletion.  

Accounts that contain transactions may not be deleted.  An attempt to delete an account that contains 
transactions will cause the following error message to be displayed.
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2.3.3 Add an Account

To add an account, complete each of the required data fields in the Chart Of Accounts window.  

Account Type
The value selected from the drop-down list determines:

 Whether the account will appear on the balance sheet or the income statement.
 The range of numbers that may be used to select a number for the new account
 The normal balance (debit or credit) of the account.

The characteristics of each account type are protected and may not be edited by the user.  The 
available account types may be found below:

1000 Current Assets 2000 Long Term Assets 3000 Capital Assets 4000 Current 
Liability

5000 Long Term Liability 6000 Equity 7000 Sales 7200 Cost of Sales
7300 Operating Income 7800 Other Income 8000 Operating Expense 8700 Other Expense
8900 Income Tax

Account Number
Every account must have a unique account number.  These account numbers may be typed 
during the recording of transactions in order to facilitate rapid data entry.  The account number 
must begin with the first two digits of the Account Type.

Description
The description of the account will appear on any reports that may be prepared.  The account 
description is also displayed in transaction grids as visual reinforcement that the proper account 
has been selected during data entry.

Revenue/Expense Division
When more than one Division has been created, select the Division to which this account 
belongs.  See the chapter on Advanced Features for more information about the use of Divisions.

Enable Reconciling
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The selection made here determines whether or not the account will be available to the 
Reconciliation tool.  See the chapter on Reconciliation for more information about this feature.

When acceptable values have been provided for each of these fields, click the Save button to add the 
new account to the database.  
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Chapter 3 Transactions

3.1 Introduction

There are 2 types of Transactions:
1. Simple Transaction
2. Split Transaction

Simple Transactions affect only 2 accounts, such as a cheque to pay income taxes.  

Split Transactions affect more than 2 accounts, such as a loan payment which affects a bank account, a 
loan payable account, and an interest expense account.  If a transaction is to include an amount for sales
tax, then the transaction must be entered as a split transaction.
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The first transaction, with a description of “Bank Charges” on 01/01/2007 consisting of 3 lines is an 
example of a Simple Transaction.  The lack of a plus (+) sign at the beginning of the row and the 
presence of an account name in the Post To column tell us that this is a simple transaction.

The next transaction, with a description of “The Phone Company”, on 01/02/2007 is a Split Transaction. 
The detail lines are hidden as indicated by the plus (+) sign at the beginning of the line.  To see the 
details of a Split Transaction, double-click anywhere on the row and a new window containing the 
transaction details will be displayed.
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In the example above, only the Reference and Description fields are available for editing because this 
transaction has been reconciled.  If this transaction had not been reconciled, all of the fields would be 
open for editing.

There are two methods of recording transactions in NeatBooks:
 The General Journal.
 Directly on the ledger of one of the accounts that are affected by the transaction.

The General Journal method requires that debit and credit items of equal value be recorded.  When 
transactions are recorded directly on an account ledger, the program will examine each transaction as it 
is recorded in order to determine if the balancing transaction should be written as a debit or as a credit.  
For example, let’s consider what happens when we write a cheque in a bank account ledger to pay for 
office supplies.  When we record the cheque in the bank account ledger we attach a minus sign to the 
amount in order to reduce the balance in the bank account.  NeatBooks knows that bank accounts have a
normal debit balance and that credit transactions are used to reduce this balance.  Since the cheque 
must be a credit transaction the office supplies expense account receives a debit transaction of equal 
value.

Transactions may not be edited if;
 They have been reconciled on either of the accounts that they affect.
 If they are dated prior to the Edit Lock Date (see section 1.3 - Company Information).

Notice in the account ledger below that the transaction containing Reference Number 1234 has been 
identified as originating from the general journal.  (A check-mark can be seen in the GJ column.)  This is 
the same transaction that can be seen in the General Journal transaction shown above.  (Cheque number
2613 in the amount of $1,200.00 payable to the Receiver General as an installment on future income 
taxes.)  
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This transaction may not be edited from any account ledger but it may be edited from the general 
journal.  An attempt to enter a transaction that originates from the general journal, from anywhere other 
than the general journal will produce the following error message.

This illustrates how NeatBooks ensures that transactions are edited only from the journal or account 
where the transaction was originally recorded.
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3.2 Opening an Account Ledger
The first step to opening an account ledger is to click the Account Ledger button.  This will open the 
Select Account Ledger window.

Click on the arrow (>) or (+) sign (depending on your theme) at the beginning of a row to see the 
accounts that reside within the section.
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Double-click on a row to see the list of transactions (account ledger) for the selected account.  Other 
sections may be expanded by clicking on the plus (+) sign next to the section title.  Sections may also be 
contracted by clicking on the minus (-) sign next to the title of an expanded section.  

Open the desired account from the list by double-clicking on it and the selected account ledger will be 
opened with the cursor positioned on the last line in the transaction grid.
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3.3 Entering Transactions in an Account Ledger

An explanation of each of the transaction data fields can be found below:

Column Description

+  This button indicates that the transaction is a split transaction.

Date  The date on which the transaction took place.  
 The date column is left blank for split detail lines because the transaction 

date is taken from the split header.

Ref No  A reference number is usually recorded to help uniquely identify a 
transaction.

 This could be an invoice, cheque or ATM receipt number, or in the case of 
the general journal, a journal entry number.

Acct.Div  The account number, and optionally the division number, of the account that 
is to be affected by the transaction.  

 Every row in the general journal transaction grid that contains an amount, 
must also have an account.division number.  

 An explanation of Divisions can be found in the chapter titled Advanced 
Features.

Account  The description that is associated with the account number that appears in 
the previous column.  

 This column is for information purposes only and may not be edited.

Item
Description

 A place to record a description of the transaction is provided in this column.

Amount  The amount of the transaction is recorded here.  
 This column will contain zeroes on every split transaction header.

Transaction
Total

 The value shown in this column is calculated to provide a running balance of 
the account.  

 In the case of the general journal, the balance will always be equal to zero 
because unbalanced journal entries are not permitted in NeatBooks.

GJ  This column only applies to account ledgers.  
 A YES value in this column identifies a transaction as having been recorded in

the general journal.  These transactions also lack a value in the Acct.Div 
column because the balancing debit or credit was also recorded in the 
general journal.

Reconcile  Transactions that have been reconciled will contain a value in this column.  
 This column is for information purposes only and may not be edited.  
 See the chapter on Reconciliation for more information on this topic.
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Statement  Transactions that have been reconciled will contain the date of the statement
(bank or credit card) in this column.  

 This column is for information purposes only and may not be edited.  
 See the chapter on Reconciliation for more information on this topic.

3.3.1 Recording a Simple Transaction

In order to illustrate the recording of a transaction in an account ledger, an example of a bank service 
charge will be presented below.  The example below shows the account ledger for a bank account whose
account number in the database is 1010.

To begin recording a simple transaction, click the New Simple button from the account ledger where 
the transaction will originate.  
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Type the transaction date in the format mm/dd/yyyy, or select the transaction date using the drop-down 
calendar.  When entering dates it is not necessary to enter the separator (/) characters.  After entering 
the transaction date, press the [Enter] key to move to the next field.

If necessary, enter a reference number for the transaction.  The use of a reference numbers is optional 
but this could be a cheque number, an invoice number, an ATM slip number, or any other character 
string that can be used to identify this transaction.  In this example we will leave this field empty.  Press 
the [Enter] key to move to the next field.    
   

Use the drop-down list of accounts or type the description of the account to which the transaction will be 
applied.  When the desired account has been selected or typed, press [Enter] to cause the description of 
the selected account to be displayed in the Item Description field.  If you prefer, you may type a different
Item Description.  When completing the Item Description field, consider how the transaction will appear 
in the other affected account.  For instance, in our example we have not used the default description of 
“Interest and bank charges”.  Instead, we have been more specific and used a description that ensures 
that this transaction will not be mistaken for an interest expense.  When you are satisfied with the Item 
Description, press [Enter] to move the cursor to the Amount column on the first split detail line.    
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Enter the transaction amount and press the [Enter] key.  When this transaction has been completed, 
press the Save button to write the transaction into the account ledger.  (Instead of clicking the Save 
button, you may press [CTRL] [s].)  

If no more simple transactions are to be recorded at this time, click the Return button to return to the 
account ledger. 
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3.3.2 Recording a Split Transaction

In order to illustrate the recording of a transaction in an account ledger, an example of a cheque that has
been written to pay for goods for resale will be presented below.  The example below shows the account 
ledger for a bank account whose account number in the database is 1010. 

To begin recording a split transaction, click the New Split button from the account ledger where the 
transaction will originate.  
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Type the transaction date in the format mm/dd/yyyy, or select the transaction date using the drop-down 
calendar.  When entering dates it is not necessary to enter the separator (/) characters.  After entering 
the transaction date, press the [Enter] key to move to the next field.

If necessary, enter a reference number for the transaction.  The use of a reference numbers is optional 
but this could be a cheque number, an invoice number, an ATM slip number, or any other character 
string that can be used to identify this transaction.  In this example we will use the cheque number 
(2612).  Press the [Enter] key to move to the next field.       

When completing the Item Description field, consider how the transaction will appear in the other 
affected account(s).  For instance, in our example we have not used a “generic” phrase such as 
“Purchases”.  Instead, we used the name of the payee, “Long-Life Oils”.  By specifying the name of the 
payee in this field, the purchases account will contain transactions that indicate which customer is 
associated with each transaction.  Using vendor, and customer, names in the Item Description field might
also make the account details of the sales tax accounts more meaningful.  These Item Descriptions can 
also be helpful when the time comes to reconcile bank and credit card accounts.  Press the [Enter] key 
when you are satisfied with the contents of the Item Description field.  
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It is not necessary to enter the total amount of the transaction as this amount will be calculated 
automatically as split detail lines are entered.    

The example above shows a completed split header and the transaction grid is now ready to accept split 
details for this transaction.

Use the drop-down list of accounts or type the description of the account to which the first detail line will 
be applied.  
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When the desired account has been selected or typed, press [Enter] to cause the description of the 
selected account to be displayed in the Item Description field.  If you prefer, you may type a different 
Item Description.  When you are satisfied with the Item Description, press [Enter] to move the cursor to 
the Amount column on the first split detail line.  Enter the amount for this detail line.
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Click the Add Line button to add another split detail line to this transaction.  Alternatively, you may press
the Insert (Ins) key to add another split detail line.

Press the Insert key only after pressing Enter on the amount field.  Pressing Enter on the amount
filed will cause the amount that you typed to be formatted and terminates Edit mode.  Pressing 
Insert before pressing Enter will cause the amount filed to remain in Edit mode and will not 
create a new split detail ine.

  
Enter as many split detail lines as are necessary to record the complete transaction.  When you are ready
to record the sales tax that is associated with the transaction, choose the appropriate tax account from 
the list and press [Enter].

If the automatic sales tax calculation has been enabled in the Company Information, NeatBooks will 
automatically calculate the amount of the tax transaction, and if necessary, adjust the amount in all of 
the split detail lines that precede it.  The example below shows the completed sales tax transaction and 
the adjusted Purchases transaction in the first split detail line.  Press [Enter] to move the cursor to the 
Amount column of the sales tax line.  If the calculated tax amount does not agree to a source document, 
such as an invoice, then the Amount fields for each of the split details lines can be adjusted until your 
NeatBooks records are in agreement with the source document.

You may add more split detail lines even after sales taxes have been calculated and recorded.  When 
NeatBooks calculates sales taxes it searches backwards through the split details until it finds another 
sales tax transaction of the same type (TAX1 or TAX2) or until it reaches the split header.  If another 
sales tax line is found, NeatBooks will only calculate sales taxes on those split detail lines that follow any 
pre-existing sales tax lines.

When this transaction has been completed, we can press the Save button to write the transaction into 
the account ledger.  (Instead of clicking the Save button, you may press [CTRL] [s].)

If no more split transactions are to be recorded at this time, click the Return button to return to the 
account ledger. 
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3.3.3 Summary of Steps to Create a Simple Transaction
(From the ledger of the account where the transaction is to be recorded.)
1. From the account ledger, click the New Simple button.
2. Enter the Transaction Date and press [Enter].
3. Enter a Reference Number and press [Enter]. (Optional.)
4. Enter the Account and press [Enter].
5. Enter/edit the Item Description and press [Enter]. 
6. Enter the Amount and press [Enter].
7. Click the Save button.

3.3.4 Summary of Steps to Create a Split Transaction 

(From the ledger of the account where the transaction is to be recorded.)
1. From the account ledger, click the New Split button.
2. Enter the Transaction Date and press [Enter].
3. Enter a Reference Number and press [Enter]. (Optional.)
4. Enter a Description of the transaction and press [Enter].
5. Enter the Account for the first detail line and press [Enter].
6. Enter/edit the Item Description and press [Enter]. 
7. Enter the Amount of the first detail line and press [Enter].
8. If more split details are required, click the Add Line button and repeat steps 5 through 8 until all

of the required detail lines have been entered.
9. Click the Save button.
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3.4 Converting Existing Simple Transaction into Split Transaction

Sometimes it becomes necessary to convert an existing simple transaction into a split transaction.  This 
might be necessary in order to add more transaction details or to add sales taxes to a transaction.  In a 
previous example we entered a simple transaction to record bank service charges.  In this example we 
will convert that simple transaction into a split transaction so that additional detail lines may be entered. 

You can see from the presence of an account number in the Acct.Div column on the last line of this 
account ledger that this transaction has not been split.  This means that only 2 accounts are affected by 
this transaction and it also serves as evidence that the sales tax implications of this purchase have not 
been recorded.  If this transaction had been split, there would have been a plus sign in the first column 
and the Acct.Div and Account columns would be blank.

We can easily convert this transaction into a split transaction by clicking anywhere on the row 
representing the transaction.  Note the small arrow to the left of the transaction date.  This arrow 
indicates which transaction is currently selected.  Now, click the Split Existing button and a window like 
the following example will be displayed.

 
At this point we can choose to apply sales taxes to this transaction, or simply convert the transaction into
a split transaction and ignore the sales tax.  The operator, through the creation of another split detail 
line, can manually add sales tax transactions to a split transaction.
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Clicking on either the Yes or No button will perform the transaction split.  In the example below, we can 
see that the Post To column is now empty as this information is contained within the Split Details.

If necessary, this transaction by opened for viewing or editing by performing a double-click anywhere on 
the row.
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3.5 Entering Transactions in the General Journal

Recording transactions in the general journal differs from entering transactions in account ledgers 
because every general journal transaction must be recorded as a split transaction with a total value of 
zero.  This allows NeatBooks to enforce to fundamental accounting principles:

 Debits must equal credits
 Journals must remain in balance.

If the Save button is clicked while a general journal transaction does not balance to zero, the following 
error message will be displayed and the transaction will not be saved.

The requirement for split transactions with a zero balance is essentially the only difference between 
entering transactions in the general journal vs. an account ledger.  The process of recording transactions 
is the same in either case.

To begin using the general journal, click General Journal from the NeatBooks menu.  This causes the 
program to open the general journal and position the cursor on the last line in the grid in preparation for 
the recording of a new journal entry.  

Click the New Split button to begin adding an entry to the general journal.
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3.6 Deleting Transactions

Sometimes it is necessary to remove a transaction from the database.  Deleting NeatBooks transactions is
a simple process.  Consider the example of cheque #2612, payable to Long-Life Oils, the last transaction 
in the screen sample below.

To begin the deletion process, click on any cell in the grid row of the transaction that is to be deleted. 
Click the Delete button key.  When NeatBooks asks you to confirm the deletion, click the Yes button in 
the Delete Row window.

This will cause the selected transactrion to be deleted from the database.  In our example, the selected 
grid line was a split header with split detail lines attached.  In these cases, NeatBooks will delete both the
split header and all associated split detail lines.  
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It is also possible to delete individual split detail lines using the same procedure.  As split detail lines are 
deleted, the split header line is updated with the new transaction amount.  Click the Save button to 
replace the original transaction with the edited transaction.

If the last remaining split detail line is deleted, the entire transaction must be deleted because a split 
transaction must have at least 1 split detail line.

Rules for Transaction Deletion
 Transactions must be deleted from the account where the transaction was recorded.  

o This rule also applies to transactions that originate in the general journal.  Transactions 
recorded in the general journal must be deleted from the general journal in order to 
ensure that the journal remains in balance with a balance of zero.

 A transaction may not be deleted if it has been reconciled on any of the accounts that it affects.
o This rule is enforced because the integrity of the reconciliation is undermined if the 

transaction is deleted.

3.7 Data Entry Errors

When an illegal value is entered, a descriptive error message is displayed and the contents of the field 
that contains the illegal value are selected.  
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3.8 Moving Transactions

NeatBooks provides for the relocating of previously recorded transactions from one account to another 
through the use of the Move button.  The next few screen samples will illustrate the process of moving a
transaction.  In the example below, you can see that we have selected the split header for cheque # 
2612 payable to “Long-Life Oils”.   

Clicking on the Move button opens the move transaction tool which asks us to identify the account to 
which the transaction will be moved.  

In this example, we will move the selected cheque from bank account number 1015 to bank account 
1010.

Select the desired Account and then click the Move button to relocate the transaction.  

It is not necessary to expand a split transaction to reveal the split detail lines in order to move the 
transaction.  Selecting the split header is sufficient to accomplish a transaction move.

NeatBooks does not permit the moving of individual split detail lines.   
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3.9 Entering Opening Balances

Before a NeatBooks database is used to record current transactions, the opening balances for each 
account on the balance sheet should be recorded.  This is with a General Journal entry.  

Before recording any opening balance transactions it is advisable to select “Disable Tax Calculation” in the
Company Information.  This will prevent any changes being written to the amount field of your opening 
balance transactions when you record the opening balance of the sales tax payable account(s).

You should also have your last bank statement(s) and a balance sheet from your accountant on hand 
before beginning.  NeatBooks does not permit unbalanced journal entries to be saved so you must be 
able to balance your opening balance journal entry (entries) at the time of recording.

In order to get the maximum benefit from the opening balance transactions, you should strive to observe
the following suggestions:

 Do not record the opening balance for bank accounts as the opening balance that appears on 
your existing balance sheet.  Instead, enter an opening balance transaction using the last 
reconciled bank balance and then enter a transaction for each of the outstanding items.  This will
make it easier to reconcile the bank account when the next bank statement arrives.  See the first 
5 split detail lines in the screen sample above.

 Rather than entering just a single amount for each accounts receivable and accounts payable 
consider entering a split detail for each customer and vendor.  This may be of help if you decide 
to reconcile these accounts.

 Since the retained earnings account is a special account and cannot have any transactions 
applied to it, use an income or expense account to record the opening retained earnings.  The 
amount will flow through the report totaling and find its way to the balance sheet. 

 Select the last day of the prior fiscal period as the opening balance date.
 Consider identifying your opening balance transactions by entering “OB” in the Reference field.
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When you have recorded the last split detail line and the journal entry now has a zero balance, record 
the journal entry in the database by clicking the Save button. 

May 3, 2019 NeatBooks User Guide Page 51



Chapter 4 Reports

4.1 Reports Menu

The NeatBooks Reports menu is access by clicking on the Print/Preview Reports button.  Depending 
on the report selected, one or more of the available Report Options will be enabled.

4.2 Report Descriptions

Chart of Accounts: Provides a listing of all of the accounts that are available for use in this set of 
books.

Trial Balance: A list of all accounts and their balances as of a specific date.  Accounts with a balance 
equal to zero are not shown on the report.  Balance sheet account balances will include all transactions 
up to, and including the end date.  Income Statement account balances will reflect all transactions that 
fall within the selected date range.

Report Options: Begin Date, End Date

Sales Tax Report: Summary of sales tax transactions for the selected tax type within the selected date 
range.  This report is intended to assist in the preparation of sales tax returns.

Report Options: Tax Type, Begin Date, End Date

Detailed G/L without Splits: List of transactions for the selected account during the specified date 
range.

Report Options: Account or All Accounts, Begin Date, End Date
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Detailed G/L with Splits: List of transactions for the selected account during the specified date range 
specified with the details of any split transactions exposed.

Report Options: Account or All Accounts, Begin Date, End Date

Balance Sheet – Current: Shows the financial position as of a selected date in the current fiscal year.
Report Options: End Date

Balance Sheet – Comparative: Shows the same information as the Balance Sheet – Current with the 
information for the prior fiscal year shown in the column to the right of the current period balances.

Report Options: End Date

Balance Sheet – Variance: Shows the same information as the Balance Sheet – Comparative with the 
difference between the current fiscal year and the prior fiscal year shown in the column to the right of 
the prior period balances.

Report Options: End Date

Income Statement – Current: Measures the results of operations during the period selected.
Report Options: Division or Consolidated, Begin Date, End Date

Income Statement – Comparative: Shows the same information as the Income Statement – Current 
with the information for the prior fiscal year shown in the column to the right of the current period 
balances.

Report Options: Division or Consolidated, Begin Date, End Date

Income Statement – Variance: Shows the same information as the Income Statement – Comparative 
with the difference between the current fiscal year and the prior fiscal year shown in the column to the 
right of the prior period balances.

Report Options: Division or Consolidated, Begin Date, End Date

Journal Entries by Date Range: Listing of journal entries, with split details, for the selected date 
range.

Report Options: Begin Date, End Date

Reconciled Items: Provides a listing of the transactions that were reconciled in the selected account as 
of the selected date

Report Options: Account, End Date

Reconciliation: Provides a listing of the unreconciled transactions in the selected account.
Report Options: Account, End Date
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4.3 Exporting Reports

NeatBooks can export any report as a PDF file.  In order to export a report, the report must first be 
previewed. 

Clicking on the PDF Export button causes the PDF Export Options window to appear.  It is not necessary 
to enter any Export Options to export a report.  

Click the OK button to proceed to the Save As phase of the export process.  The Save As dialog will allow
you to save the PDF file to any available storage device.  A default name will be assigned to the PDF file 
but this can be changed to suit your requirements. 
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When you are ready to proced with the export, click the Save button.

When the export has completed, you will be asked if you would like to view the exported report.

In addition to being exported, previewed reports may also be printed to any available printer by clicking 
on either of the Print buttons on the Preview Report toolbar.  
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Chapter 5 Reconciliation

5.1 Purpose

Under normal circumstances, banks provide their customers with a “bank statement” on a monthly basis. 
If all deposits made and all cheques drawn by the bank’s customer reach the bank within the same 
month, and if no other transactions occurred that affected either the bank’s or the customer’s records, 
then the both the bank and the customer should agree on the balance of the account in question.  
Because of the reasons described below, this condition seldom exists:

 Deposits in transit.  Deposits made at the end of the month may not be processed by the bank
until the following month.  As a result, such deposits will not appear on the bank statement for 
the month in which the depositor recorded the transaction.

 Outstanding cheques.  Cheques written by the depositor are usually recorded when they are 
written but cheques that have not yet been received by the bank will not be shown on the 
customer’s statement.

 Bank charges.  Transactions such as service charges and loan interest may remain unknown to 
the bank’s customer until they receive their monthly statement.

 Bank credits.  Like bank charges, transactions such as deposit interest may not be known to 
the bank’s customer until they receive their statement. 

 Errors.  The depositor or the bank may have made an error that causes an imbalance between 
the customer’s records and the bank’s records.

Before an account can be reconciled, it must be flagged as a reconcilable account.  If the reconcile option
was not set to “Yes” when an account is created, the option may be reset by editing the account from the
Chart of Accounts window.  Accounts that have been flagged for reconciliation are the only accounts that 
may be selected by the Reconciliation tool.  Typically, only bank or credit card accounts are flagged for 
reconciliation but any account may be reconciled if the need arises.
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5.2 Reconciling Accounts

Choose Reconciliation from the NeatBooks menu to open the Transaction Reconciliation tool.  This tool 
may be used to reconcile any NeatBooks account although bank accounts and credit card accounts are 
the accounts that are most likely to be reconciled.  To begin reconciling an account you must:

 Select the Account to be reconciled.
 Provide a Period Ending (statement) date.
 Click the Load Transactions button.
 Enter the Ending (statement) Balance.
 Select Reconcile using Period Ending Date to avoid having to type in the Reconcile column.

In order to mark a transaction as “reconciled”, click on the row that contains the transaction.  This causes
the Period Ending date to be written into the transaction’s reconcile field.  As transactions are reconciled, 
the value of the transaction is added to the Reconciled Balance and subtracted from the Difference.  
When you have reconciled all of the items that appear on your statement, the Reconciled Balance should 
match the Ending (statement) Balance and the Difference should be zero.

If you prefer, you may also click the Reconcile All button and then click on the Reconcile column for 
every transaction that does not appear on the bank statement. 

You may also choose not to select the Reconcile using Period Ending Date option.  This will change 
the Reconcile column into the Statement column.  Reconciling in this manner allows you to manually type
the date on which each transaction appears on the bank (credit card) statement.
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You will notice in the screen sample below that the first 5 transactions have a Reference of OB.  These 
transactions were recorded as part of the opening balances journal entry.  The first 4 of these items were
outstanding on December 31, 2006 and were not reconciled with the bank statement of the same date.  
The 5th transaction with a Reference of OB represents the closing (reconciled) balance on the December 
31, 2006 bank statement. 

In the event that you have to enter additional transactions in order to balance the account with the 
statement, you can use the Add Simple or Add Split buttons to add missing transactions while you are 
reconciling.

When a zero Difference condition has been achieved, click the Save button to save your work.  

In most cases, you will want to print reports for your files.  Choose Print > Reconciled Items from the
Transaction Reconciliation menu to print a report showing the reconciled transactions as well as the 
unreconciled (outstanding) transactions.  Click the Print button from the Transaction Reconciliation menu
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to print a report showing only the Reconciled Items or print a Reconciliation report that shows only the 
unreconciled (outstanding) transactions.    
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These same reports can be printed from the NeatBooks reports menu.

Shown below is an example of a Reconciled Items report.  Notice that this report contains not only the 
Reconciled Items, but also the Unreconciled Items at the time that the reconciliation report was 
prepared.  A Reconciliation report may be re-printed at any time prior to the next time that the account is
reconciled.  However, the Unreconciled Items section of the report may differ from the original if any new
transactions have been recorded.  
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A Reconciliation report will also change as new transactions are added to the account in question and 
those transactions are reconciled in the future.  It is therefore not possible to reproduce an exact replica 
of these reports once additional transactions have been recorded.

May 3, 2019 NeatBooks User Guide Page 61



5.3 Locating Existing Reconcile(s)

Transactions that have been reconciled may not be edited.  In order to edit a reconciled transaction, the 
transaction must first be un-reconciled.  To unreconcile a transaction, open the Reconciliation tool and 
select the account that you were previously reconciling and then click the Load Existing 
Reconciliation button.  

You will then be prompted to select the date of the reconciliation that is to be edited.  

Click on the desired date, locate the transaction to be un-reconciled and click on the Reconcile column to 
remove the reconcile date.  Click the Save button to update the database.  
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The transaction may now be edited in the usual manner.  When your edits have been made, the 
transaction may then be re-reconciled using the same procedure that was used to unreconcile the 
Transaction.
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Chapter 6 Advanced Features

6.1 Working with Templates

NeatBooks is provided with the three templates that are discussed in chapter 1.  Templates provide a 
means of rapidly creating a new NeatBooks database that has already been populated with certain pre-
defined accounts.  These templates reduce the time and labor required to prepare a new database for 
use.   

NeatBooks also allows the user to create custom templates that better suit their specific needs.  Any 
number of new templates may be created to meet specific accounting requirements.

To create a new template, click the Templates button on the opening NeatBooks window and then click 
the New button. 
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Provide the following information and then click the Save button;
 File Name  .  This will be the name of database file that will appear on the computer’s disk drive.  

NeatBooks will automatically append the required file extension of .accdb.
 Based on Template  .  Select an existing template as a starting point.  The chart of accounts can 

then be edited as necessary to complete your custom template.  Choose the Blank template to 
create a database that contains only the mandatory special accounts (Section 2.2).

 Template Name  .  This is the name that will appear in the list of available templates.
 
To delete a template, click the Delete button on Templates window, type the name of the template that 
is to be deleted, and then click OK.

By default, templates are stored in your personal Template folder which is a sub-folder of the folder that 
contains your NeatBooks program files.

 C:\Program Files\Neatbooks\Template\ for users of 32-bit versions of Microsoft Windows.
 C:\Program Files (x86)\Neatbooks\Template\ for users of 64-bit versions of Microsoft Windows.

Custom templates may be copied to any folder on any local or network drive for sharing purposes.  When
a NeatBooks user chooses Templates from the opening window, a Browse button is available for the 
purpose of exploring the local and network disk drives in search of more templates.  

When the desired template is found;
 A new database can be created using the contents of the selected template as a guide.
 Any templates in the folder may be edited as necessary.

May 3, 2019 NeatBooks User Guide Page 65



6.2 Divisions

NeatBooks has incorporated the use of Divisions in order to provide for the departmentalization of the 
income statement.  For instance, a NeatBooks user who operates a business that is involved in two 
different activities can produce an income and expense statement for each activity but still retain a single 
balance sheet.  In the case of a farm, Divisions could also be used to provide an income and expense 
statement for different kinds of farming activities.  The use of additional divisions is optional although a 
Division “0” is required.  Division 0 is created automatically when a new set of books is created.  Division 
0 is assigned the same name as the company when the database is created however this name may be 
changed.  Division 0 cannot be deleted.

To access the Division Setup information, open a company file and then click the Division Information 
button.

To add a new Division, click on the Number column on the line labeled “Click here to add a new row”.  
Provide a Division Number and a Division Name on the new line and press [Enter] to add the new 
division to the database.

In order to improve the readability of the financial statements, the original division (0) may be renamed.  
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After creating the new division, the next task to be performed is to create income and expense accounts 
for use within the division.  Account 7010, Sales already exists for Division 0, Pit Stop Gas Bar.
Account 7010, Sales for Division 1, Propane Sales is being created below in the screen sample.

The screen sample below shows how this new account will appear in the chart of accounts sorted by 
Account Number sequence and then by Division Number.
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When preparing an Income Statement from a database with multiple Divisions, the user has the option of
preparing a report for a single Division or a Consolidated statement that includes data for all Divisions. 

When a Consolidated Income Statement is prepared, the balances in accounts that share the same 
number but have been assigned to multiple Divisions will be combined for reporting purposes.  If an 
account has been assigned to just one Division then no consolidation can take place and the account will 
appear on the Consolidated Income Statement as it would on an Income Statement for the Division to 
which the account belongs.

Transactions are assigned to the appropriate Division at the time that they are recorded.  In the screen 
sample below, cheque # 2611 payable to “Community Newspaper” has been split to assign a portion of 
the advertising expense to each division.  This is accomplished by selecting from he drop-down list of 
accounts, a valid combination of Account and Division number.  

Notice also that the sales tax transaction is assigned to Division 0.  This is because the sales tax 
transactions are totaled to a payable account on the balance sheet and balance sheet accounts always 
belong to Division 0.
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6.3 Common Transactions

6.3.1 Setup Common Transactions

NeatBooks provides the ability to easily record commonly occurring transactions.  These Common 
Transactions are defined and stored for future use.  To begin using the Common Transactions feature, 
open a company file and choose Setup Common from the NeatBooks menu. 

Common Transactions are recorded using the same method as any other transaction except that we must
instruct NeatBooks which account each Common Transaction should be “Posted From”.   The Post From 
account helps the user to determine when a transaction amount should carry a negative sign.
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The example above shows a list of 2 Common Transactions.  The 1st transaction has been designed to 
affect just the “Post From” and the “Split” accounts.  The 2nd Common Transaction has 1 additional 
“Split”, so it affects 3 accounts.  

The first transaction has been setup to record a recurring revenue transaction and it has been entered as
though it was being recorded from the bank account.  Revenues increase the balance in the bank 
account so this transaction carries a positive sign.

The second transaction is an example of a recurring expense, which decreases the balance in the bank 
account.  Therefore, the transaction amount is shown with a negative number.

When setting up Common Transactions, record the transaction as though it was being entered from the 
ledger of the Post From account.

Additional Common Transactions can be added at any time, and existing Common Transaction may be 
edited as necessary.  
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6.3.2 Post Common Transactions

Common Transactions may be recorded (posted) in the books by choosing Post Common from the 
NeatBooks menu.

When the Post Common Transactions window is displayed, select a transaction date from the drop-down 
calendar.  This date will be used for all of the transactions that are selected for posting.  Next, select the 
transactions that are to be posted by using Select All button or by selecting individually, those 
transactions that are to be posted.

For Common Transactions where the amount is shown in black, the amount may be edited prior to 
posting.  For example, the Investment Interest transaction amount can be changed. 

Cells containing amounts shown in grey text indicate that the Common Transaction is a split transaction 
and the amount must be edited from the Setup Common Transaction window.

When the proper selections have been made, click the Post button to post the selected transactions to 
the accounts.
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6.4 Change Account Number

NeatBooks provides the ability to change the account number for an existing Account.  This is 
accomplished by selecting Account Ledger or Chart of Accounts from the NeatBooks menu and then 
clicking the Change Number button.

Prior to performing an account number change, it strongly recommended that you make a backup of your
company database so that you can return the books to their original state in the event that errors are 
made when completing the Change Account Number window. 

The Change Account Number window asks the user to select the Account whose number is to be 
changed, and then type New Account Number that is to be assigned to the Account.  The New Account 
Number must be a number that does not already exist.

After making your selections, click the Change Number button to update the database.  This function 
may be performed even if the account contains transactions.  When the change has been completed, a 
message like the following example will be displayed.
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6.5 Summarize Account Details

NeatBooks allows for the removal of historical transactions from the database.  This procedure would 
typically be performed in order to improve program performance on a computer with limited memory.  
This feature is accessed by selecting Account Ledger from the NeatBooks menu and then clicking the 
Summarize button.

Prior to summarizing account details, it strongly recommended that you prepare a Detailed G/L with Splits
report for all accounts and a Journal Entries by Date Range report.  These reports should cover the date 
range of the transactions that will be replaced with a summary transaction as this information may be 
required by your accountant or by an auditor. 

The Summarize Account Details to Month End window defaults to the most recent date for which 
NeatBooks can replace historical transactions with month end summary transactions.  You may change 
these settings if desired but the date that you provide must be at least 1 year prior to the beginning of 
the current fiscal year.  

Click the Summarize button to proceed with the summarization.  

NeatBooks will now remind you of the need to make a backup of your company file prior to proceeding 
with the summarization.  If a recent backup has been made, click the Yes button to proceed with the 
summary processing.  Clicking the No button will cause the summarization process to be abandoned and 
no change will be made to the database.

When the summarization has completed, NeatBooks will display a message like the following example.  
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Click the OK button to close this Summarization Complete message.  

Following a summarization, the transactions for each month will be reduced to a single split detail line.  

Notice the transaction above in highlighted in red.  This transaction cannot be summarized because this 
same transaction has already been summarized in the Post To account.

An example of a Month End Summary split Transaction can be seen below.
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6.6 Changing the Default Data Location

Select Setup from the opening NeatBooks menu. In the screen sample below the Current Location is C:\
Neatbooks\

To change the default data location, click the Browse button. 

Navigate to the new data location and click OK. 

Click the Save button to memorize the new data location.
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6.7 Notes and Reminders

The purpose of this feature is to provide a way for NeatBooks users to create bookkeeping related 
calendar events that can be used to trigger reminders to the user. 

When no Notes and Reminders have been recorded or there are no Notes and Reminders within 
the current month, the Notes and Reminders button will look like the example on the left.  If Notes 
and Reminders have been entered and they are dated within the current month, the Notes and 
Reminders button will look like the example on the right.

No Notes and Reminders Notes and Reminders within the current month.

Open a company file and then click on the Notes and Reminders button to access this program 
feature.  The Notes and Reminders window will open to a calendar.

The default view for the calendar is the Month view but a Day view and a Week view are also available
by clicking on the appropriate button.

To create a calendar event, double-click on the date on which the event will take place.  This will cause 
the New Note/Reminder window to appear with the date that was double-clicked already pre-selected.
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An explanation of each of the Notes/Reminders data fields can be found below:

Topic  A textual description of this note/reminder.  
 The value that is entered here will become a searchable field so if you are 

entering several similar notes/reminders it may be advantageous to be 
consistent with the content of this field.

Start Time  The starting date and time of the event.

End Time  The ending date and time of the event.

All Day
Event

 Check this box if the event will last for the entire day.  

Details  The detailed description of the event.  
 This content of this field will not become searchable.

Recurrence  Select the tag that properly represents the frequency with which this event is 
to be repeated.

Recurrence
End

 Enter the number of times that this event is to take place or enter the date by
which this event is to stop taking place. 

An example of a completed one-time event is shown below.
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An example of an event that occurs every month for the next 12 months can be seen below.

Once the calendar contains some events, dates on which an event has been recorded will appear in bold 
while today’s date will be highlighted. 
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6.8 Theme

The Theme button can be used to select between the available background colour themes.
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Make your selection and the theme will change automatically. To make the theme persist the next time 
you start Job Control, click the Save button. The new setting will be applied the next time that the 
program is opened.
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Chapter 7 Backup and Restore

Backup is the process of making a copy of your data file(s) so that in the event of a problem with your 
file(s) or your computer, your file(s) can be recovered from the backup media.  It is therefore important 
that your backup media be stored away from your computer.  Backup media could be a CD, DVD, USB 
stick or USB Hard Drive depending upon the total size of the files being backed up.  

Many external storage devices include backup and recovery software that can assist with the backup 
process.  Another useful tool is the free software from Microsoft called SyncToy.  In addition to simplifying 
the task of copying your files to external storage devices and/or network disk storage, this software can 
significantly reduce the time required to perform the copying.

In addition to local or network backup media, there are many online backup services available.  These 
services provide you with space on a server computer that is accessible via the Internet.  There are even 
some backup services that provide free storage up to a specific volume of data (typically 2 GB or 5 GB).  
These services provide the added security of ensuring that a copy of your data is always stored at a 
different physical location.  This ensures that your data will always be recoverable, even in the event of 
natural disaster, theft of your computer, or a catastrophic failure of your computer system.

7.1 Backup Preparation

1. Determine files to be backed up. 
a. In NeatBooks, click Setup and note the Current Location.

b. Open Windows Explorer and navigate to this location. It is recommended that all files in 
the Current Location be backed up.

c. To determine the size, right click on the Current Location folder and select Properties.
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d. Note the Size on the Property, General Tab.

e. Check the total size of the various backup media:  CD, DVD, USB stick or USB Hard 
drive. Remember if the media is re-writable, purchase a size that is larger than the total 
size of the files as the files will expand over time.

2. Determine frequency of Backup.
a. Answer the questions: 

i. If my file was to become unreadable and I needed to recover it from my most 
recent backup, would I remember the changes that I have made since that 
backup?
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ii. If my most recent backup was unreadable, how far back is the next backup and 
would I remember the changes that I have made since that backup?

b. Typical backup schedules:
i. Daily:

1. 7 backup Medias are purchased and labeled Sunday through Saturday.
2. A backup is performed at the end of each day on that day’s backup 

media.
ii. Weekly

1. 5 backup Medias are purchased and numbered Week 1 to Week 5.
2. A backup is performed on the same day of the week (i.e. Every Friday) 

on that week’s backup media.
iii. Monthly

1. 12 backup Medias are purchased and labeled Jan. through Dec.
2. A backup is performed on the last day of the month on that month’s 

backup media.
c. The backup schedules can be combined. For example, a daily backup can be performed 

up until the last day of the month when a monthly backup is performed.

7.2 Storing your Backup

Backup media should be stored away from the computer. As soon as the backup has completed, remove 
the backup media from the computer and store it.

In a business situation, the backup is taken to another physical location perhaps the owner’s home.
In a home situation, the backup could be stored in another room or in a location within the same room but 
away from the computer.
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7.3 Performing a Backup using NeatBooks

A backup can be performed using the Copy button to copy the database to another storage location.

1. If necessary, insert or connect the backup media to your computer.
2. Open the NeatBooks database that is to be copied.
3. Click the Copy button.
4. Browse to the backup media location or other storage location.

5. Click OK when the backup storage location has been selected.  In the above example, a copy of 
the database will be sent to a USB storage device identified as drive J:.

If the selected backup storage location already contained a copy of the database, message like 
the following example would be seen.
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Click Yes to overwrite the existing backup file or click No to cancel the copy procedure.

6. If necessary, remove the backup media from your computer and place it in your backup media 
storage location.
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7.4 Restoring a Backup using NeatBooks

A restore is basically the reverse operation of a backup in that it involves the copying of files from another 
storage location to your computer.

1. If necessary, insert or connect the backup media to your computer.
2. Open NeatBooks and click the Restore button.

3. Navigate to the location of your backup file.  In this example, a copy of the file called “Pit Stop” 
had been saved on drive J:.

4. Click once on the file to be restored so that its’ name appears in the File Name field.
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5. Click the Open button.

If a database of the same name already resides in the default data folder, a message like the 
above example will be seen.

Click Yes to overwrite the file or click No to cancel the restore procedure.

6. A message like the following example will be seen when the restore has been completed. 

Click OK.

The restored file is now available for use with NeatBooks.
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7.5 Performing a backup using Explorer

A backup can be performed by copying the Current Location folder to the backup media.

1. Insert or connect backup media to your computer.
2. Open Windows/File Explorer and navigate to the Current Location folder.
3. Right click on the Current Location folder and select Copy.
4. Navigate to your backup media location.
5. Right click and select Paste. If files already exist, choose to replace them.
6. If the backup media is a CD or DVD, you may need to perform a “Burning”.  Files are not copied 

to a CD or DVD like they are to USB devices. A process called “Burning” writes the selected file to
the CD or DVD up to this point the files are just selected for burning. Check with your computer 
documentation for information on Burning CD or DVD.

7. Remove backup media from your computer and store it in your backup media location.

7.6 Restoring a Backup using Explorer

A restore is basically the reverse operation of backing up: copy file(s) from backup media to your 
computer.

1. Insert or connect backup media to your computer.
2. Open Windows/File Explorer and navigate to the backup media.
3. Right click on the file to be restored and select Copy.
4. Navigate to your Current Location folder.
5. Right click on the right hand side of the screen where the files are located and select Paste. If 

files already exist, chose to replace it.

Multiple files can be selected by holding down the CTRL key when selecting the files.

NOTE: 

The backup process can be used to provide a copy of your database to your Accountant if your 
Accountant also uses NeatBooks.

The restore process can be used to acquire any changes, usually in the form of journal entries, that your 
Accountant has made to your database. 

If your database is going to be sent to your Accountant so that they can make any necessary adjusting 
entries, DO NOT make any changes in your database during the period when your Accountant has your 
database.  When you restore the file that is returned by your accountant, the restore will replace your 
database and overwrite any changes you had made while your Accountant was working with a copy of 
your database.

May 3, 2019 NeatBooks User Guide Page 92



Chapter 8 Software Installation

If you are upgrading from a previous version of NeatBooks you must uninstall the previous version before
proceeding with this installation.  Removing a previous version of NeatBooks will not affect your data files.
   
The NeatBooks installation media has been programmed to automatically open a web page when the disk
is loaded.  If the Autorun feature has been disabled, open X:\readthis.html to see the important 
information contained in this document.  (Where X: represents the drive letter of the CD/DVD drive.)

 If an evaluation copy of the software has been downloaded from our website then X: should be 
substituted with the path to the folder in which the installer was unzipped.  

 The NeatBooks installation media can be copied to local or network disk to facilitate shared 
access to the installation program.  Substitute X: with the path to readthis.html.  

Prior to beginning the installation of NeatBooks, or any other software, you should ensure that all other 
programs have been closed.  It is also advisable to perform a backup of your computer before installing 
any new software.  

The web page called readthis.html also contains a link to the installation program.  Click on the link to 
setup.exe to start the installation of NeatBooks.  The installation process begins with the preparation of 
the installation wizard.

Prior to the installation of NeatBooks, the installer will determine if the Microsoft Access 2013 Runtime 
needs to be installed.  If it does need to be installed, click the Install button when prompted to install this 
required software.  Once the operational requirements have been met, the installation of NeatBooks will 
proceed.

You may abandon the installation of NeatBooks at any point prior to the completion of the installation by 
clicking the Cancel button.  Doing so will undo any file copies that may have been completed prior to the
Cancel button being clicked.
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Some installation screens also contain a Back button.  This button can be used to retreat through the 
previous installation windows in order to change previous selections.

Click the Next button to continue with the installation.

You will now be given the opportunity to review the Installation and Upgrade Notes.  This window 
contains installation hints that may not be included in the NeatBooks User's Guide.

After reviewing the Installation and Upgrade Notes, click the Next button to proceed with the 
installation.

The next window requests that you provide the path to the Destination Folder.
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The Destination Folder will contain the NeatBooks program and report files and it is recommended that 
the default installation folder be accepted.  If the Destination Folder must be changed, click the Browse 
button to select an alternate installation folder.  Click the Next button when you are satisfied with the 
Destination Folder selection.

The next screen requests that you provide the path to the Database Folder.
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The example above shows the default Database Folder but this may be changed if necessary.  

Click the Next button when you are satisfied with the Database Folder selection.

Now the type of installation must be selected before installation can proceed.  Examine the 2 optional 
setup methods and make the appropriate selection.

 The Program Only option will install only the NeatBooks program files, reports, and templates.
 The Program and Demo Data option will install everything from the Program Only option and it 

will install a sample database.  The sample database can be used to learn how NeatBooks 
operates and to practice your NeatBooks skills.

Click the Next button when you are satisfied with your selected setup type.
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The NeatBooks Installation Wizard will now ask you to confirm your selected options.  Click the Install 
button when you are ready to proceed with the installation.

When all of the files have been copied, the Windows Registry is updated.  During this phase of the 
installation, a window like the above example will be displayed.
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A window like the example below is shown as confirmation that the NeatBooks installation has been 
successful.  Click the Finish button to close the installation program.

If this is a new installation of NeatBooks (no previous versions were installed), start NeatBooks and 
specify the location of the Database Folder.  Notice that the Default Data Folder is blank.  

Click the Browse button and select the folder that you specified as the Database Folder during 
installation.  Once the Database Folder has been selected, you may click the Save button as the 
minimum requirements for an installation of NeatBooks have now been met.  However, it is 
recommended that the other program settings that are shown on this page be addressed at this time in 
order to prevent forgetting to complete these selections.
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Under the heading Automatic Program Updates, most users with Internet access should click on 
http://www.customdatacentre.com as the Download Location.  Doing so will ensure that this computer
always receives the latest program updates as soon as they are available.  (See chapter 9 for information
about the other selections that are available under this heading.)

The Transaction Recording section provides 2 options that influence the process of entering 
transactions.  The Post To Account Sorted by option changes the way that the list of accounts is 
displayed when you are categorizing transactions.  Select Account Number, Description if you are 
familiar with the account numbers in your chart of accounts.  Select Description, Account Number if 
you are more familiar with the descriptive names of the accounts in your chart of accounts.

Select the Use Account Description as Item Description option to cause the item description to be 
automatically filled with the name of the selected account when entering transaction.  This value may be 
overwritten with your own item description if necessary.    

Upon clicking the Save button; the following window will be displayed.
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Click the Yes button to close the Program Setup window or click the No button to remain on the 
Program Setup window.
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Chapter 9 Software Updates

9.1 Manual Updates

In the past, updates to the NeatBooks software were only accessible by visiting our web site and  
manually downloading the update from our web site at www.customdatacentre.com.  The NeatBooks 
page on our web site contains the following 2 download links:

 NeatBooks-32 for 32-bit versions of Microsoft Windows.
 NeatBooks -64 for 64-bit versions of Microsoft Windows.

These downloads are in the form of self-extracting Zip files which have been configured to extract 
themselves into the default destination folder that is applicable for each version of Microsoft Windows.

 C:\Program Files\ NeatBooks for 32-bit versions of Microsoft Windows.
 C:\Program Files (x86)\NeatBooks for 64-bit versions of Microsoft Windows.

Once the required file(s) have been downloaded, simply double-click on the downloaded file to begin 
updating the NeatBooks software.  The downloaded file(s) may be copied to portable media, or to a 
shared folder on a network in order to facilitate installing the update on additional computers.

9.2 Automatic Updates

A backup can be performed by copying the Shared Data Location folder to the backup media.
While the above update method is still provided, NeatBooks is equipped with an automatic update 
feature.  By enabling this feature, NeatBooks users will be able to have program updates delivered to 
their computer by the NeatBooks Automatic Update agent.  Once the program update has been 
downloaded, the user will be notified that an update is ready to be installed.  The user may then choose 
either to proceed with the installation of the update, or postpone the installation until a more convenient 
time.

To enable automatic updating, click the Setup button on the main NeatBooks program menu.
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NeatBooks users with Internet access should select http://www.customdatacentre.com as the 
Download Location.  Doing so will ensure that this computer always receives the latest program 
updates as soon as they are available.

May 3, 2019 NeatBooks User Guide Page 102

http://www.customdatacentre.com/


NeatBooks users without Internet access should select Not Used as their Download Location.  This will 
ensure that the NeatBooks Automatic Update Agent will not attempt to access the Internet and will not 
display error messages when it is unable to access the Internet.

Organizations that license NeatBooks for use on multiple computers in a networked environment can 
select a computer to act as the Update Server.  This computer is then configured with the path to a 
Shared Folder on the local network.  The Update Server will then download program updates from our 
website to this folder.  All other NeatBooks users on the network can retrieve their updates from this 
Shared Folder.  

Begin by configuring the computer that will act as the Update Server with the UNC path to the shared 
network folder into which NeatBooks updates will be downloaded.

The Set as Update Server option should then be selected.  This will cause this computer to download 
NeatBooks program updates from our website and save them to specified shared network folder.  This 
reduces the volume of Internet traffic on the organizations network because all NeatBooks users will be 
updating their software from a single download.
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All other NeatBooks users on the network should be configured to use the previously selected Shared 
Folder but the Set as Update Server option should be deselected.
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9.3 Update Notifications

The selection of an update method is a matter of personal preference combined with your organization’s 
computer security policies, and you should consider factors other than simple convenience when 
choosing an update method.  For example, if the user accounts on your computers do not permit the 
installation of programs, then there is no benefit in choosing the Automatic Update method.

Regardless of the update method that you choose, the release of any program updates will always be 
accompanied by the receipt of an email announcing the availability, and the content, of the program 
update.  These NeatBooks Program Update Notification email messages will be sent to the email address
that you provided to us on your NeatBooks Order Form.  If you would like us to send these email 
messages to a different email address, please advise us of the new email address and we will update our 
records accordingly.
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Chapter 10 Toolbar

10.1 Toolbar

The Toolbar provides access to all of the NeatBooks program features.  Because the Toolbar is context 
sensitive, you will notice that buttons are enabled and disabled depending on the current activity.  

Some buttons may also be used for multiple purposes.  For example, when NeatBooks is on the opening 
program window, the Reload button will refresh the list of database files in the data folder. But when the 
Chart of Accounts window is open, his same button will reload the chart of accounts from the database 
that is currently open. 

Hover the mouse pointer over a Toolbar button to see a brief description of the button’s function.

About: Displays NeatBooks program and license information.

Account Types: Displays the list of account types from the Chart of Accounts 
window.
Auto-Size: Adjusts the size of the columns in a grid so that all of the grid content is 
visible.
Browse: Explore the computer to look for a database or template.

Change date of last download of program updates.

Change date of last successful installation of program updates.

Change Number: Initiates and performs the process of changing an account 
number.

Copy: Copies a database from the default data folder to another storage location.

Day View: Switches the Notes & Reminders calendar to Day View.

Delete: Deletes the database that is currently open, deletes the currently selected 
division, deletes the currently selected note/reminder, deletes the currently selected
account, or deletes the currently selected transaction.
Exit: Closes the current window.

Month View: Switches the Notes & Reminders calendar to Month View.

Move: Moves the current transaction to a new source account.

New: Creates a new database or template.

New Simple: Creates a new simple transaction.

New Split: Creates a new split transaction.

Post: Posts the selected transactions.

Post to Ledger: Goes to the cross-account of the selected transaction.

Preview: Previews the selected report on the screen.
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Print: Prints the selected report.

Reload: Reloads the contents of the current program window.

Restore: Copies a database from another storage location to the default data folder.

Return: Returns to the previous window. May also close the database that is 
currently open.
Save: Saves the changes to the database.
Search: Searches the account ledger grid for a user specified account number and 
then opens the ledger for that account.

Select All: Selects all of the transaction in the grid.

Setup: Opens the NeatBooks setup window in order to view/change the 
configuration.
Updater: Shows the automatic update program and the date of the most recently 
installed update.

Split Existing: Splits the currently selected simple transaction.

Summarize: Initiates the Summarize Transactions process.

Templates: Opens the template management window.

Themes: Click this button to switch the theme.

About: Opens the NeatBooks User Guide.

Week View: Switches the Notes & Reminders calendar to Week View.
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Chapter 11 Getting Help

11.1 Getting Help With NeatBooks

User Guide

The  button opens a PDF file containing this document.  

File > About NeatBooks
This menu command displays information about the installed version of NeatBooks.  The 
information displayed on this screen may be requested in the event that you have a need for 
technical assistance from Custom Data Centre.  

If you encounter an error while using NeatBooks, you should make a copy of the form that appears on 
the next page.  The completed form should then be faxed to Custom Data Centre at (855)742-8416.  
Alternatively, you can email the information requested on the form to custdat@customdatacentre.com.
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11.2 NeatBooks Software Support

Name___________________________________________ Phone____________________

Write down the error message:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What action(s) were you performing before the error occurred:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

What actions did you take after the error occurred?

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Can you reproduce the error? __________

Has the configuration of your computer changed recently?
For example, has any software been installed or updated?

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Fax this page to (855) 742-8416 or email your responses to the above questions to custdat@customdatacentre.com
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