
Adding Items to a Company File

This tutorial will show you how to add new expense or income categories to your company file. This 
will likely be needed when you are doing your budget.

Go to 'Company' in the top bar.

Look at the dropdown menu and find 'Chart of Accounts'.

Click on that or press Ctrl+ A.

You'll see this:

Look at the boxes at the bottom.

Click on 'Account'.

You'll get this menu.

Click on 'New'.



You'll see this.

Choose income or expense for the item you want to add.

Click 'Continue'.

This box will come up:



Enter the Item you want to add and a description of it.

Click 'Save & Close'.

Your new item should show up in the list.


