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Cashbook Reports 

 

Welcome to iCash 
 

 
The online cash book is designed to enable you to approach your bookkeeping in a different 
way, the flexibility of anywhere anytime allows you to use the following reports, and 
transferring information to your client is a matter of reconciling and closing your batch. 

• Cashbook - Post your Purchases or Receipts or show a transfer of funds 
• Summary Report 
• Detailed Report 
• Category report 
• Graphs 
• Detailed VAT Report 
• VAT Return 
• Income and Expenditure 

 
When you first Login to the online end of the cash-book you will be presented by a your 
sources (Bank Accounts, Debit Cards or Petty Cash) at the top of the screen, and your 
categories at the bottom of the screen, these details have been set up by you accountant 
please contact your accountant if you would like to add to the sources or the categories 

 
TIP: 
 
In order to minimise your time online, it is a good idea to get together everything you 
need before you get started. For example: - recent bank statements, cheque stubs 
and paying in slips. 
Your accountant will be able to tell you which receipts etc you should retain. As a good 
general rule you should keep every receipt, bank statement and check stub you have 
including personal bank accounts. 
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Accessing iCash 
 

 
Using iCash could not be simpler; your cash-book can be accessed from anywhere and at 
anytime.  A link provided from your Accountant or Advisor, and a secure user-name and 
password will set you up to post your periodic entries.  
 
When you have obtained your link to the online application, log onto the internet using 
Internet Explorer 5.5 or later with the 128-bit encryption pack and type in your unique 
address. 

 

 
 

The link will contain the address: https://www.e-iris-software.co.uk/... Followed by a unique 
alpha numerical reference, these details will be supplied by your accountant. 
Your accountant will also have given you a Username and password, after entering the link 
into your web browser you will be prompted by the following Login screen, type your details 
click LOGIN or press return. 
 

 
 

  
 
If you forget your Username or password contact your accountant who will be able to 
remind you of your Username or change your password. Remember to always keep your 
details secure and safe. 
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Cashbook Reports 

 

Client Profiles 
 
The client profile option is used to enter the name to show within the cashbook and on the 
reports; the name entered will appear exactly as entered on the online end. 
At the top right hand corner of the cashbook there is a profile option as shown in the 
graphic below 
 

 
 
Click on the profile option which will pop up a text field to enter your name. 
 

 
 
To return to the main cashbook after these details have been entered click on the cashbook 
option, next to the profile option. 
 

 
 
Once the name of the company or individual is entered all reports will include these details, 
an example of these is shown in the heading for the detailed reports in the image below. 
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Bank Reconciliation 
 

 

 

Tip: Every time you get a Bank or Credit Card 
statement, use bank reconciliation to check you have 
included every transaction. This process is called 
“reconciling the bank”. Quite often there will be 
entries you have missed and also items like bank 
charges, which are not generally known until the 
statement arrives. 

 
Follow through the steps to setting reconciling the bank, one of the first steps you will go 
through when setting up the back reconciliation. 

• Choose  from the Menu Bar 
• The first screen you will be prompted for is the ‘Statement List’  
• From this screen choose new from here you can type in the: 

 
1. Statement number -  This is the number of your choice either from the bank 

Statement or a number of your choice 
2. Statement Date - This is the date on the Bank Statement, entering this date will 

show up the list of postings on and before the date entered 
3. Statement Balance - This will be the closing balance on the bank statement. 

 
Once these details have been added you can Select the relevant Statement number, to 
view the postings entered into the Cashbook in relation to the statement date. 
The screen shown below is Bank reconciliation main screen  
 

 
 

 
1.    Change the Source if necessary  
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Cashbook Reports 

2.    And change the view 
 

 
 

4.      The screen will show a list of all transactions you have entered. 

 
 
4. Check the items to see whether they appear on your statement. If they do, tick the 

box  next to the item. 
 
If there is an item on your statement, but not in your cashbook click the cashbook option 
and then enter the details of the transaction under Payment, Receipt or Transfer 

 
 

5.      When you have finished and all the items on your bank statement are in your 
Cashbook click the  button to produce a hard copy of your work. 

6. You can change to view another period by entering the new dates into the 

boxes  and clicking  
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Entering Payments 
 

 
 
Payments will include anything from Accountancy fees to Rent and Rates, again the 
categories that are available to you are set up by your accountant.  If you feel there should be 
other categories available to post to contact your accountant to set up the additional details. 
Once you are logged onto the online end of the Cashbook you will be able to enter details 
from your payments to receipts and transfers.  When you choose the payment option you 
will be prompted to with the following screen. 
 

 
 

 Make sure you have chosen the correct source so post payments to before posting the 
entry.  The only field that is optional is the description field. 
Follow the step by step guide to posting payments. 
 

1. Choose   from the Menu Bar 
 
2.       Change the Source if necessary  
 

 
 
3. Choose  

 
4. Enter who the Payment is to  
 

 
 
You can use the ‘tab’ key to move between fields. 
 

5. Enter a Reference (if applicable)  
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Cashbook Reports 

This could be the cheque number or “DD” for Direct Debit ETC; this number entered 
will auto-increment.  
 

6. Select a Category  
 

 
 

7. Enter the Date of the Payment 
 

  
 

8. Enter any additional Description details  
 

 
 
This can be useful to help your accountant analyse the expense correctly. 
 

9.      Enter the Amount of the Payment  this is the amount 
inclusive of VAT. 

 
10.  iCash will calculate the VAT content of the entry for you, the VAT figure can be 

amended by typing over the calculated figure, the rate calculated on a posting is 
predefined again by your accountant, and the rate that should apply to a source 
posting, if the category selected is calculating the amount incorrectly then there is a 
need to inform the accountant so he can change the rate used. Your accountant will 
be able to tell you whether, and what you need to record for VAT purposes. 

 
11.    When the details have been typed in press enter on the amount field which will 

calculate the VAT figure and then save the entry, and this will then take you into the 
field to enter another posting, or tab through to the VAT field which will calculate 
the amount and then click the SAVE  button. 

 
12.   When you have finished the entry will look like this:- 
 
    
 

This entry can only be deleted in an open batch so if an entry is ever made in error make 
sure you remove the entry before closing the batch, if the batch is entered ask your 
accountant to make the amendments for you. 
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Posting Receipts 
 
The receipt of sales, interest and other items should be entered through this screen, as with 
all the data entry screens you will be prompted to enter the basic details from where the 
income is from to the category, date and amount. 
 

 
 

1.      Choose  from the Menu Bar 
 

2.      Change the Source if necessary  
 

3.      Choose  
 

4.      Enter who the receipt is from 

 
 

5.      Enter a Reference (if applicable)  
 

6.      Select a Category  
 

7.      Enter the Date of the Receipt  
 

8.      Enter any additional Description details  
 

 
 
The greater the details within the postings that are made the easier it will be for your 
accountant to, check and process the transactions. 
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Cashbook Reports 

9.      Enter the Amount of the Receipt  
 

10.  iCash will calculate the VAT content of the entry for you but you (if required) but 
you can change this figure by overtyping it should you require. 

 

 
 
Your accountant will be able to tell you whether and what you need to record for VAT 
purposes. 
 

11.   Click  
 
12.  When you have finished the entry will look like this:-  
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Showing transfers 
between sources  
 
 
The transfer option within the cashbook is used to show your details of transfers between 
any of the sources that have been set up for your use, you will notice a transfer will 
change the opening balance of an account to the amount that is transferred, this is the 
same as in the case of Receipts and Payments. 
 

 
 
 

1. Choose  from the Menu Bar 
 

2. Change the Source if necessary 

 and then select the  
 option from the menu 

 
3. Choose whether you want to transfer from or to the accounts 

selected , by choosing the from or to selection you 
will see the wording change next to the to and from options between the 
accounts.  

4.  Choose the account to transfer from as shown in the main image above and 
then choose the account that the amount will be transferred from, this 
account is selected by the source that is selected from the main source drop 
down list.:- 

 

 
 
and the account the amount is transferred into 
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Cashbook Reports 

5. Enter a Reference (if applicable)  

6. Enter the Date of the Receipt  
7. Enter any additional Description details  

 

 
 
The more details you enter the easier it will be for your accountant to follow what you 
have done. 

8.  Enter the Amount of the transfer  
9. Once all the information has been entered Click  
10. When you have finished the entry will look like this:- 

 
 

 
There will be a corresponding entry in the other account as a credit, so you will see the 
amount transferred between the sources against the corresponding entries. 
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Entering Split Payments 
 

 
To enter a split item within the Cashbook enter the details for the posting and the amount to 

be split between categories and then click on the  option.  This will bring up the 
following screen 
 
The Split option is designed to post entries within the cashbook that may include an amount 
that is split between two or more categories, this may be used for instance with a posting 
that is made to a utilities company where the amounts are split into the various divisions of 
the company, for example, water and electricity. 
 
The split payment will show on the detailed report, first listing the parent item, which is the 
initial posting, and then the report will show the split postings listed and incremented on the 
report. 
 

 
 
 
Enter the relevant details in the split posting screen and choose the ADD option the entry 
will be shown as below 
 

 
 
When the items to post have been entered correctly and the whole of the original balance a 
been entered choose the save option to take you back to the main posting screen 
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Cashbook Reports 

 

Summary Report 
 

 
 
The summary report shows the movements on all of your source accounts.  Showing the 
Sources listed separately with the Brought Forward Figure, the Income figure and the 
Expenditure figure as well as the Closing Balance as per the date selected to run the report 
from and to. 

1.      Choose  from the menu 
 
2.      The report will appear on the screen 
 

 
 
 
3.      Click the Printer button  to produce a hard-copy 

 

4.      Click  if you would like to save a copy of the report to disk 
 
5.      You can change to view another period by entering the new dates into the boxes 
 

  
 
and clicking the REFRESH button to activate the changes. 
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Detailed Report 
 
The detailed report provides a breakdown of the movements on one particular source.  The 
report is a listing of all the postings made split into income and expenditure groups, with the 
following fields listed: 

• Date of posting (income/expenditure date) 
• Customer/Supplier  
• Description (optional) 
• Income/Expenditure (Category listing) 
• Ref (cheque, ref, posting ref etc) 
• Total (Total amount posted) 
• VAT ( VAT on amount posted 
• Net (Total - VAT) 

 
1.      Choose  from the main menu 

 
2.      The detailed report appears 
 

 
 
3.      Click the Printer button  to produce a hard-copy 

 

4.      Click   if you would like to save a copy of the report to disk 
 
5.      Use the source tool to change to another account 
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Cashbook Reports 

 
6.      You can change to view another period by entering the new dates into the boxes  
 

 
 
and clicking the REFRESH button. 
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Category Report 
 

 
Use the category report to separate the postings made to particular categories, this report will 
enable you to choose a Category for example accountancy, and then print off a list of all the 
entries made, again this is done between a date ranges. 
 
This report lists: 
 

• Date of posting (income/expenditure date) 
• Customer/Supplier  
• Description (optional) 
• Income/Expenditure (Category listing) 
• Ref (cheque ref, posting ref etc) 
• Total (Total amount posted) 
• VAT ( VAT on amount posted 
• Net (Total - VAT) 

 
1.      Choose  from the main menu 

 

2.      Change the category if required  
 
If you change the category CLICK TO update the report 

 

 
 
 

3.      Click the Printer button  to produce a hard-copy 
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Cashbook Reports 

4.      Click  if you would like to save a copy of the report to disk 
 
5.      You can change to view another period by entering the new dates into the boxes 
 

   
 

and clicking  
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Graphs  
 
 
There are two types of graph available: - 
“Where my money comes from” 
“Where my money goes” 
 
The report is a basic Graphical Pie Chart representation of where the income and 
expenditure items go, all items are separated into the categories they are posted to, and again 
a date rate option lets you choose the period where you want to see the income and 
expenditure. 
 

1.      Choose  from the Menu Bar 
 

2.      A graph will appear on screen 
 

 
 
 

3.      Change the type of graph with the Select 
Graph tool. 
 

4.      Click the Printer button  to produce a hard-copy 
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Cashbook Reports 

 

5.      Click  if you would like to save a copy of the report to disk 
 

6.      If you are registered for VAT you can choose to see figures Net or Gross 

  and clicking the  button 
 

7.      You can change to view another period by entering the new dates into the boxes 
 

  and clicking  
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VAT Return 
 
The VAT return is a report listing the details that need to be entered on the report for the 
Customs and Excise VAT Return, to select the report choose the   on the 
left hand side of the screen, and you will be presented with the Return with the details that 
will need to be entered on the actual VAT Return  
 

 
 
Once the report is on screen you can click on the print button, below the report. you can 
also view the different periods by selecting a different period ending, and date range. 
 

 
 
Remember to REFRESH the reports whenever a change is made to the date range used. 
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Cashbook Reports 

Detailed VAT Report 
 

 
 

The detailed VAT report is available to print off the detailed VAT 
information, from the clients data entered into the online end.  The report is accessed by 
choosing the option from the menu on the left.  
 

  
 
Again with the detailed VAT report you have the option to select the period and the date 
range for the client as shown below and making sure you refresh the page before you view 
the report again. 
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Income and Expenditure
 
 
The Income and Expenditure report lists all the entries again separated into Categories, with 
this report only the income or expenditure figure is listed, the VAT figure, and other details 
are not listed.  Again the report can be run over a date range. 
 

1.      Choose  from the Main menu 
 
2.      The Income and Expenditure report appears on screen 

 

 
 

3.      Click the Printer button  to produce a hard-copy 
 

4.      Click  if you would like to save a copy of the report to disk 
 

5.      You can change to view another period by entering the new dates into the boxes  
 

 

 24



Processing postings to your 
Accountant  
 
The action of closing a batch has the effect of processing the postings made so your 
accountant can retrieve the data. The batch date signifies the first date as when the  
Cashbook was setup.  This date and batch number will display, until a batch is closed, the date 
a batch is closed will display on the day the batch is processed. 

The amount of postings within a batch will affect the time it takes to open the batch 
within the cashbook.  To reduce the time it takes to open a batch of entries reconcile as 
often as possible against your source statement, or end the batch after each. 

 
Follow through these steps to processing the postings to your accountant. 

1.  Click the  icon next to the batch dates, this option is located at the right 
hand corner of your iCash view pane 

 
2. When you click the End Batch button you will be prompted to confirm you 

want to send the information to your accountant, if you would like to add 
further postings click the cancel button. 

 
By processing the batch you will start 
on batch 2, any postings sent in a  
closed batch to your accountant can  
only be amended by your accountant

 

3.     Click  to continue with enabling your accountant to download the data to 
your account 

 
4.      By ending the batch a new batch is displayed in which you can start to post entries 

again, the new batches first date is taken from the date that the specific batch is closed 
 
    

 
5. You can review postings in previous batches either by using the search facility 

to look for specific postings or you can view postings from previous batches 
by using the drop down window to select the previous batches displayed. 
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Amendments made by 
your accountant  
 
 
Postings can be deleted or amended within iCash, if the item that was posted is in an open 
batch, if a batch is closed then the postings in a closed batch can only be amended by your 
accountant. 
Your accountant may download your postings and feel there is a need to change your 
category you posted to, or an amount that is entered or the VAT that is calculated.  To do 
this the accountant will make the changes in their online assistant and then the changes will 
be re-displayed to your cashbook. 
If the accountant does make changes these changes will be represented by a variety of 
different markers against the various postings, these will depend on whether the posting was 
deleted or amended.  We have listed a couple of examples below. 
Example: - 

Assume that we entered  
instead of  
 

  
 
when we entered the Road Tax - Mondeo payments. 
Because we entered a description  
 

 when posting the expense 
your accountant will see this, spot the mistake and be able to correct the entries. 
This will appear on your screen like this: - 
 

 
 
The  symbol means that your accountant has adjusted the entry. 
Or your accountant may choose to cancel and entry and you would see the following entry 
 

 
 
The  symbol means the entry has been cancelled. 
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Online Performance 
 

 
IRIS iCash end user application can be accessed using a standard modem through an ISP. 
This maybe a 56 kbps modem Dialup, ISDN, Cable T1 or Broadband. 
 
Although iCash can be used with standard Dialup it is advised to use an ADSL (Broadband) 
line or a connection with an equivalent or higher transfer rate, with the application been 
within a secure connection more online transactions will be processed.. 
 
Dialup: Data is transmitted through an analogue phone connection. You connect to the 
Internet by using your phone line to dial into an ISP’s line. An analogue connection is the 
slowest type of connection available, and will not permit you to use your telephone for a 
voice connection at the same time that you are connected to the Internet. Dialup 
connections allow only one computer at a time, per line, to be connected.  Using an 
application like iCash will generally run slower using a standard dial-up connection, because 
of the high levels of encryption as with online banking there is more data to download, on 
the other end of the scale ADSL or Broadband as it is better known will enable the online 
end user to post in real time as if they were using a desktop application.  
 
ISDN: (Integrated Services Digital Network): ISDN provides a high-speed connection. 
ISDN offers connections over ordinary telephone wire; facilitating both voice and data 
transmission so you can maintain your connection to the Internet while placing telephone 
calls. ISDN can be used for individuals who need to connect one computer to one line, or 
can be used to connect multiple computers in a building to the Internet. 
 
 Cable: Cable data connection transfers information from the Internet to your computer and 
from your computer to the network, through your cable television connection. Cable 
connections provide high speeds of data transfer downstream, from the Internet to your 
computer, but are slower when sending data from your computer to the network. 
Additionally, transfer rates are affected by the number of subscribers online simultaneously. 
All connections originate on one line per street, so signals degrade as more subscribers come 
online. Cable connections can be used by individual subscribers to connect one computer to 
one line, or can be used to connect multiple computers in a building to the Internet. 
 
ADSL (Asymmetric Digital Subscriber Line): ADSL and its variations (such as ADSL 
- Asymmetric Digital Subscriber Line), use normal phone lines to transmit and receive data 
digitally. Unlike a cable connection, ADSL allows you exclusive use of the line – there is no 
signal degradation caused by other users. Like cable connections, ADSL offers high-speed 
connectivity, and allows you to use your phone and be online at the same time. ADSL can 
be used for individuals who want to connect one computer to one line, or ADSL can be 
used to connect a building to the Internet. 
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iCash FAQ’s 
 

 
1. You have not come from your accountant’s website, please try later. 

 
This message will appear if the incorrect URL is used to log into the iCash system, 
typically this will occur when the URL does not contain the unique RAD details. 
Here is a list of some of the typical addresses that are entered. 

 

http://www.e-iris-software.co.uk/radXXXXX.asp   × 
 

In this case the address link does not include the secure part of the HTTP (Hypertext 
Transfer Protocol) link, in other words the link is typed in as HTTP and should be typed 
in as HTTPS. If the address is typed in without the https you may receive the following 
error status code. 
HTTP Error 403 
403.4 Forbidden: SSL required 
 
This error indicates that the page you are trying to access is secured with Secure Sockets 
Layer (SSL). In order to view it, you need to enable SSL by typing “https://” at the 
beginning of the address you are attempting to reach. 

 

https://www.e-iris-software.co.uk/default.asp  × 
 

With this link the link up to .co.uk is correct but after this the /default.asp part of the 
link is not, this link will not take you directly to the application. 

https://www.e-iris-software.co.uk/radXXXXX.asp  √ 
 
The address as entered above is the correct address the RADXXXXX.asp (XXXXX 
represents a unique alpha numeric ID) number will be unique to your accountant and 
represent the secure application link for you to use 
 

2. Information is not been processed to my accountant and when I end the batch the 
postings made are transferred to my current open batch. 

 
The reason for this will be the Bank Reconciliation option is enabled, create a statement 
within bank reconciliation and reconcile the items that need to be processed.  Once this 
has been done you can save the changes and end the batch again, this will lock the 
entries ready for your accountant to download.   
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Remember any postings that are in a closed batch can not be amended within the 
cashbook, if any changes need to be made to the postings once the batch is ended 
inform the accountant. 
 

3. After posting information I have tried to reconcile the bank but some of the postings 
made are not appearing 
 
The statement date entered will be the key here, make sure the statement date you have 
entered is correct, and is after the date of the last transaction you entered that you want 
to appear. 
 

4. I have entered the transactions but when I try and run the reports I am prompted by a 
blank screen. 
 
All reports that are used within the application are generated using Adobe Reader, if this 
application is not present on the operating system then download the standalone installer 
from www.adobe.co.uk 
 

5. When entering the login screen for iCash I get the message security certificate has 
expired or is not yet valid. 
 
Make sure the date on the workstation you are using is set to the correct, current date. 
 

6. How do I back up my data? 
 
The data posted to the online end of the iCash module is backed up every our, so there 
is no need to implement any backup procedures. 
 

7. How secure is iCash 
 

IRIS iCash uses 128 bit encryption. This is similar to that used by the online banking 
systems and the Inland Revenue. 
 
The Internet has gone through many changes, from its original incarnation in the late 
1960’s as ARPANET, (Advanced Research Projects Agency NET) to the present day. 
From its original conception as a military communication tool, to its current day use 
from purchasing goods to researching, one factor has always been a priority, security. 
The security of the Net has grown as an issue over the past eight years significantly as 
more people choose to use the Internet for transactions of a sensitive nature. As time 
has moved on over the past few years we have seen a progression in the levels of 
encryption used, and subsequently an increase in levels of confidence in the products 
created online.  
iCash is one of these applications; one of the first online cashbooks to directly integrate 

ns 

encryption? 

with the end accountancy package, it requires a level of encryption that would ensure 
complete client confidentiality. The current accepted level of encryption for transactio
is 128-bit’ most online transactions carried out should use this level of encryption. But 
what does this mean to the individual user of software, and how secure is 128-bit 
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t Layer uses public-key encryption to exchange a session key between 
e client and server; this session key is used to encrypt the HTTPS transaction. 
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,892,000,000,000,000 
28-bit - = 339,000,000,000,000,000,000,000,000,000,000,000 

shows that it would 
ke 72 million weeks (about 1.4 million years) to break '56-bit medium' encryption and 

-bit 

 
Secure Socke
th
When transactions are entered into an application that uses SSL each transaction 
is given a unique session key, so for each posting that is made a unique session 
key encrypts the data, for its transmission from the client application to the hosts 
server with each posting only lasting a few seconds. If someone tried to intercep
the data they would first have to tap into the line, they would then have to pass the
encryption with 128-bit this is likely to take some time the table below shows the v
levels of encryption and the possible key combinations it would take to crack one pi
of data. 
 
Key Size
 
56-bit - 71
1
 
Research undertaken on the time it would take to encrypt data 
ta
significantly longer than the age of the universe to crack a 128-bit key iCash uses 128
SSL encryption this is authenticated by the THAWTE Server. 
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