
Chapter 4 - 1

Building the Accounts Structure

Accounts
Structure

4

B u i l d i n g t h e



Chapter 4 - 2

Building the Accounts Structure

Getting Organised
There are various ways in which you can approach the
task of building an accounts structure tailored to your
exact requirements…

…either, by creating a blank document from scratch
into which the whole accounts structure can be entered.

…or, by opening one of the pre-supplied templates
which can then be modified as required.

This chapter describes the actual building process and
the way in which you can add, modify and delete
account items.  These items include the individual
Accounts which provide a permanent record of all your
business transactions - plus the Titles, Summary
accounts, Subtotals and Totals which will be used in
the presentation of your final reports.

Before going any further, you should acquaint yourself
with the appendix entitled Opening Moves which
details the steps involved in creating a set of Bottom
Line accounts.

If you have not already created your business and
account details turn to the section headed Getting
Started in Chapter 3.

Otherwise open your accounts document like this…

From the Macintosh desktop:

Locate then double click the icon
representing your accounts.

Enter your password if necessary

Click OK to display the Bottom Line
Desktop.
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EITHER, click the New
Account button…

…OR, choose New
Account from the
General menu to display
the New Account
window …

Adding a New General Ledger Account
In this section we look at how you can add a new ac-
count item to your General Ledger accounts structure.

First double click the General Ledger icon from the
Bottom Line desktop to open the General Ledger.

Having opened the General Ledger, you will now see
the five accounts categories from which the Balance
Sheet and Profit & Loss reports are derived…

To add a new account, open the relevant category by
double clicking its icon.  If you have chosen to modify
an existing template, the account items which have
already been entered for that category are revealed…

…alternatively, if you are working with a new docu-
ment, the category window will be empty.

Now create the new account…
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Creating a New Account Item
From the New Account window, you can enter the
numeric code specifying its position in the accounts
structure and choose the type of account you want to
create.

When the window first opens, its height is preset to fit
your screen.  If you are unable to see the window’s
entire contents, use the standard scroll facilities to
display those items which are hidden from view.

Let’s concentrate first on the upper area of the
window…

Account Number: As described in Chapter 2, each
account item is allocated a
five digit code which
positions it within its ac-
count category.  Enter the
number here.

You may prefer to use the
first 3 digits to specify the
position — the last two
digits being used (if re-
quired) for finer division
between acounts later.

Department Label: In Chapter 2 there
is a section describing how you can
break down your Profit & Loss accounts into depart-

ments.  Then in
Chapter 3 you can
see how depart-
mental labels are
set up.

Choose a depart-
ment (for Ac-
counts, Headings
or Subtotals) from
the pop-up menu if
required.

Later Refinement

If you are setting up your accounts you
may not want to worry about departmental

analysis at this time.  Departments are not vital and
can always be added later as a refinement when you
have mastered the essentials.
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Creating a New Account Item (continued)

Account Description: Every account item needs a description
- enter a suitable name to identify it.

Account Function: The program is preset to
create an ordinary posting Account  into which
transactions are entered.  If you are creating
one of the other items, click the relevant button
- Title, Summary, Subtotal, P&L Total  - to
change its function.

For a Summary  account
use the End of Range box
to specify the last account
number to be included in
the summary as
described in Chapter 2.

More about Account Function

Chapter 2 describes the different
types of account items available to
you - to recap…

• A Title creates a heading on Balance
Sheet, Profit & Loss or Account History
reports.

• An Account represents an ordinary
posting account.

• A Summary condenses a defined range of
accounts into a single report entry.

• A Subtotal totals up a range of account
balances.

• A P&L Total is used to specify a Profit &
Loss total on the Profit & Loss report -
and to identify the Profit (or Loss) in the
Capital section of the accounts structure.

For a
Subtotal  account, use
the pop-up menu to
choose which of the six
levels of subtotal you
require.  These levels are used
to define the scope of accounts
which are to be totalled as
described in the next section…
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Sub-totalling in action
When entering a total (or subtotal) it is important to specify which accounts the total is summing.  Bottom Line
deals with this requirement by providing a hierarchy of subtotals.

You can choose from 6 levels of subtotal.  Each subtotal sums the accounts immediately above it, plus any
lower numbered subtotals until it meets a subtotal which is on the same or a higher numbered level.

Let’s look at the way in which these subtotals interact -
starting with the company’s Assets.  These can be
totalled as follows…

• Total Fixed Assets
are assigned level 2.
As this is the first
subtotal in the
structure, it simply
sums the accounts
above it.

• Total Current
Assets — we want
this total to sum
only the current
assets.  We would
therefore assign it to
level 1 so that it
sums the preceding
account items in the
usual way but stops
at Total Fixed
Assets since that is
a higher level total.

• Net Current Assets
- here we need the
sum of the Current
Assets and Current
Liabilities .  It has
been assigned level
2 so that it sums the
preceding account
items plus any level
1 subtotals it can
find – so it includes
Total Current Assets.  All subtotals on the same level or higher are ignored therefore Fixed Assets are ex-
cluded (this is why we had assigned Total Fixed Assets to level 2).

• Total Assets Less Current Liabilities — In this case we want to include all the Assets and the Current Li-
abilities.  The total has been designated level 3 so that it sums all level 1 and 2 subtotals above it (in this case,
everything).

Continued on next page…
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Why don’t we subtract the liabilities?

Fixed Assets and Current Assets are debit
balances;  Current Liabilities are credit

balances.  Therefore, when we sum the credit bal-
ances to a debit total, Credit Liabilities are effec-
tively subtracted from - not added to - the relevant
totals.

Subtotals for P&L reports

The same rules apply when assembling a set
of Profit & Loss accounts.  However the

P&L Total  has a different meaning defined as fol-
lows:

“In a Profit and Loss account P&L Totals will
always sum all P&L accounts above it.  The final
P&L Total is the one which transfers its value to
the P&L Total in the Balance Sheet.”

Moving on to the remaining two Balance Sheet totals…

• Total Long Term Liabilities  only needs to sum the
items after the Liabilities title.  So this is simply a
level 1 subtotal summing only the preceding ac-
counts up to but excluding Total Assets Less Cur-
rent Liabilities .

• Net Assets is a level 4 subtotal since its purpose is to
sum everything so far, including Total Assets Less
Current Liabilities  at level 3.

• The Profit or Loss item is designated as a P&L
total to specify that its value is accumulated from the
Profit & Loss accounts.

• Total Capital is a level 1 subtotal since it only has to
sum the Capital accounts - which, of course, includes
the P&L total.
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More about a New Account Item
Account Type: Chapter 1 explains how assign-
ment of accounts’ types enables Bottom Line to
correctly ascertain how the business has ac-
quired its money (Liabilities, Capital and Rev-
enue) and where that money has gone (Assets
and Expenditure).

The current balance for each account will be
either Debit or Credit .  This entry allows you to
specify the normal condition for this account.

If you are adding an item to the Liabilities,
Capital or Revenue category, the account type
is preset to Credit  - while items in the Assets or
Expenditure categories are preset to Debit.  An
actual balance value opposite to the type speci-
fied will be printed with brackets on the Balance
Sheet and Profit & Loss report — signifying
that it is negative and is subtracted from the
totals.

For example, a bank account being an Asset is a
debit account.  In the event of that account
becoming overdrawn, the balance would switch
to a credit (or negative) value and would be
shown on the Balance Sheet within brackets.

Use the pop-up menu only if you need to change the preset
account type.

Click the Account Type box
then choose the required
option - Debit or Credit - from the pop-up menu…

Wayward Subtotals

Take Particular care about the Account Type for
subtotals — these may not follow the preset type.

For example, a Balance Sheet total for Net Assets may be
located in the Liabilities section simply to ensure that it is
positioned correctly on the printed Balance Sheet.
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Reporting Position

To enhance the final appearance of the
Balance Sheet, you can decide the position
of the headings and monetary values.

For each title, you can choose Main  head-
ing to be printed on left side of the re-
port…

…or you can specify a subheading (printed
in smaller type) which can either be posi-
tioned on the Left  or Right of the report.

For items which are destined for the Bal-
ance Sheet (namely, Summary accounts;
individual, but un-summarised, accounts;
or totals), Bottom Line prints each descrip-
tion to the left of the report but you can
position the accompanying monetary value
in one of three columns - Left , Centre or
Right as illustrated in this example.

More about a New Account
Item (continued)

Entering the Reporting Position
is described overleaf…
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Use this option to specify the Reporting
Position for any account item destined to
appear on the Balance Sheet as follows…

For Accounts, Summaries, Totals and P&L
Totals use the pop-up menu to position the
monetary value Left, Centre or Right.

For Titles,
choose Left,
Main or Right
from the pop-up
menu.

More about a New Account Item (continued)

Reporting Position (continued)

Break point…

If you are creating a reporting item -
Title, Summary, Subtotal or P&L

Total - no further information is required so
you are now ready to save the item as de-
scribed below.

If you are creating an ordinary Account,
postpone the entry of all monetary values
(budget, opening balance and historic bal-
ances) until the final accounts structure is in
place and open items have been entered.  So,
at this point, you should stop and save this
account.  Once you are ready you can return
to each posting account and complete the
remaining entries as described in the section
entitled ‘Opening Balances and other Cash
Values’  in Chapter 14.
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Saving the Account Item

Having entered the relevant information, you can now save the new item to form part of the structure like this…

If you click the close box when there are unsaved changes,
you will see the dialogue box described opposite…

Click Save
to accept
the informa-
tion, adding
the new
account to
the struc-
ture and
opening the
next, blank
account.

…OR, click
Ignore to
discard the
account details
and display a
blank window.

…OR, click Close to
close the window.  If
any unsaved details
are detected, you will
see this warning…

Click Don’t
Save to ignore
the unsaved
details…

…OR, click
Cancel to
return to the
window…

…OR, click
Save to
save the
new details.
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Viewing Account Items
An account category window is automatically updated
whenever you add a new item to it.  As the structure
grows, you will naturally want to check your handiwork
and rapidly locate individual account items for modifi-
cation or even deletion as described in the following
sections.  To assist you in this task, the view menu
includes two options - By Icon and By Name - which
allow you to change the way in which the contents of an
account category are displayed.  Let’s look at these two
options in turn…

Notice also that the icons are arranged in numeric order
which means that you can locate any account item by its
account code - however, it is not easy to visualise the
way in which the account items relate to each other.
This is where the second option comes in to its own…

By Icon The By Icon command, as its name
suggests, allows you to display the
account items in each account category
window as icons.  Notice that each type
of account item is represented by a
different icon.
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By Name When you select the By Name
command from the View menu,
Bottom Line displays all the
account items within each cat-
egory as a list - complete with
the number, function and de-
scription of each account.

Notice also that the hierarchy of the
structure is illustrated by indentation of
the description — Titles are furthest to
the left, then Summaries and any un-
summarised Accounts.  The accounts
which make up each Summary are in-
dented to the right while Subtotals and
P&L Totals bring up the rear.

Viewing Account Items (continued)

Assembling Account Categories

The By Name facility is particularly
useful in providing a running commentary

as you construct each category.  Simply open the
account category window so that it is sitting in the
background and watch each new account item being
slotted into place.
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Modifying an Account Item
If, at any time, you want to modify the details for an
account item then re-open it like this…

Open the relevant category from the General Ledger
then…

OREITHER

Locate then double click the account
item to open it.

The account opens and you are free to modify the
existing details in the usual way.

For ordinary accounts, you can also use the Modify
Account window to add the relevant cash values.  Turn
to the section entitled Opening Balances and other
Cash Values to find out what values you should enter.

Changing Places

Editing the existing account number has
important implications for the accounts

structure as you will notice in the next section…

Finding Accounts

If you want to find an account by name, use
the Find command from the Edit menu.

This facility is explained in Chapter 19.



Chapter 4 - 15

Building the Accounts Structure

Modifying the Accounts Structure
The order and position of each item within the accounts structure is determined by the five digit account number
assigned to it.  If you discover that an account item is in the wrong place, you can change its position by editing
the account number.  Use this facility whenever you
want to…

• Change the position of an item within the existing
category.

• Move an item to another category.

To modify the account structure…

Open the relevant account category then locate and
double click the account item that you want to modify.

Replace the existing
account number with
one that represents
the account’s new position in the structure…

…then click Save to move the account to the new
location.
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Expanding Summaries

Bear in mind that if you want to move an
account into a Summary, you may need to

adjust the Summary’s End of Range to accommodate
the newcomer.

Printing the Accounts Structure

Once the accounts structure is exactly the
way you want it, you will naturally want a

permanent copy of your handiwork.

You can print a List of Accounts report as described
in Chapters 5 & 16.  This provides full information
including types and reporting positions of the
accounts.

Modifying the Accounts Structure (continued)
Moving an account to another
category

The section headed Numbering Account
Items in Chapter 2 explains how Bottom Line uses a
simple numbering system to classify ranges for the
five account categories.  These numeric ranges are
set up as explained in Chapter 3.

If you want to reposition an item into another cat-
egory…

 • Select a number which is within the target cat-
egory to position the item in the correct place.

• Change the item’s number as explained on the last
page.

This message warns you that you are about to tres-
pass outside the scope of the open category.

Click OK to make it happen.
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Deleting an Account Item
Sooner or later, you will want to delete an account item
from the structure.  You can do this provided that…

✔ The current balance is zero.

✔ There are no current transactions associated with this
account.  This means that, if you have already started
posting transactions to this account, you will need to
print and clear the Transaction List (as described in
Chapter 16).

Having satisfied these two conditions, delete
the unwanted account item like this…

EITHER

Choose Delete Item from the Edit
menu — this message appears…

OR…

Locate and click the unwanted account item to select it.

Click Delete to permanently
remove the account record.

Turn the page for a couple of points about deleting
accounts…
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Lost History!

Although Bottom Line allows you to
delete an account with a zero current

balance and no current transactions, it will not warn
you if there is any history attached to the account.
This means that if you wish to retain the integrity of
your historic data, you should ensure that there is no
historic information before deleting.

Not playing by the rules

If the account balance is not zero or you
have inadvertently forgotten to clear the

Transaction List,
Bottom Line
informs you with
this message…

When this hap-
pens, click OK then take the appropriate steps to
transfer the current balance to a more suitable ac-
count or clear the Transaction List.

Deleting an Account Item (continued)
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