
Orbit 

Cash Accounting 

1 Walking Man Software LLC - Confidential – Copyright 2014 All Rights Reserved 



Overview 
•  Orbit provides extensive support for Cash Accounting.  This is 

accomplished through the production of “Cash Journals” 
•  Cash Journals are sourced from cash ledger entries and use GL Account 

properties from cash ledger entry Transaction Codes 
•  Cash Journals may be specialized to report on specific bank accounts 

and transaction codes 
•  Cash Journals may be viewed online, printed in report form and/or 

exported as text files for use by General Ledger interfaces 
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Running Cash Journals in Orbit 

• Click on the “Cash Accounting” button  

3 



•  Select the Fiscal Period you wish to report on 
•  Orbit will compute journal entries from Cash Ledger items whose value 

dates fall within the start/end date of the Fiscal Period 
•  You are able to refine your view to specific days in the period using the 

“Include These Dates in the Cash Journal” control 
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•  Select bank account(s) to include.  Double-click on accounts In the “Available 
Accts” list to move them to the “Selected Accts” list 

•  When Orbit select cash ledger entries to include in Cash Journals, it selects for 
the Fiscal Period and all bank accounts listed in “Selected Accts” 

•  You may filter accounts that are listed in “Available Accts” using the “Entity” and 
“Account Type” popup menus 

•  Accounts will only appear in the “Available Accts” list if they have been set up 
with a value in the “GL Account Number” field on the “Bank Accounts” setup 
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•  You may select a predefined set of bank accounts by selecting a group 
name from “Account Selection Groups” popup menu 

•  In our example, we have selected account group “Americas”.  All of the 
bank accounts that are part of the “Americas” group are listed in the 
“Selected Accts” list 

•  Groups are created or modified using the “New Group”, “Save Group” 
and “Delete Group” buttons 
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•  After selecting the Fiscal Period and bank accounts, click the “Check Status 
Button” 

•  Orbit checks the reconciliation status of all of the bank accounts in the “Selected 
Accts” list.  Reconciliation status is checked for each day in the Fiscal Period  

•  Typically you would not want to proceed with Cash Accounting if you found bank 
accounts that are “Not Reconciled” 

•  If you double-click on a status line, Orbit will open the “Cash Reconciliation” 
window, query the reconciliation date and select the bank account.  This makes 
it easy for you to review and repair un-reconciled bank accounts before 
proceeding with Cash Accounting 
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•  Select the days you want to select for Cash Journals 
•  Click on the “Include” checkbox for dates you want to include.  Orbit selects 

everything from the first to the last date you select 
•  The numbers in the “Clsd/Open” column indicate the number of cash ledger 

entries present in Orbit for each date 
•  You can also use the “Select Cash Dates” popup menu to select common date 

ranges such as “This Week” or “Month to Date” 
•  Click the “Select Journal Data” button.  Orbit queries the cash ledger and 

generates cash journal data 
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•  Go to the “Journal Entry Export” tab (this is after having pressed the “Select Journal Data” 
button on the “Cash Journal Request and Setup” tab) 

•  Use this view to inspect individual Cash Journals 
•  A Cash Journal is a collection of journal entries for a specified set of accounts and 

transaction codes 
•  Select a Cash Journal from the “JE’s” the popup menu 
•  Click the “Run” button 
•  The Cash Journal is displayed.  If JE lines are summarized, you can drill down to the detail 

by clicking the expansion triangle ( + on windows ) 
•  Click the “Export” button to move to the Export Window where you can export Cash 
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•  The Export window lists the Cash Journals that have been setup for the 
Account Group specified back on the “Cash Ledger” window 

•  Click the “Quick Check Results” button to review all of the listed Cash 
Journals and display entry counts to the right of each Cash Journal name 

•  If a Cash Journal is out of balance, the Journal name will be prefaced with 
“<>” 
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•  As you click a JE name, the JE lines are displayed 
•  Click the “Copy DR/CR Entries” button and the JE lines are copied to the 

clipboard 
•  Open the appropriate excel GL Entry document and paste the JE data into the 

document 
•  See the next slide for an example 
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•  Click into the first data entry cell (Row 16 column C) 
•  Paste the data into the worksheet 
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•  Alternatively, you may choose to export cash journals as individual files 
•  Click the disclosure button next to the “Export as Files” label 
•  Use the “Browse” button on the left to select a folder where you want the export files to be 

created 
•  2 types of export files may be created.  The “Create Report File” check box creates a tab 

delimited report file that can be reviewed by accounting 
•  The “Data File” check box creates a text file containing the raw JE data that can be used to 

cut and paste into GL Entry documents 
•  Click the “Export All” button to create export files for all of the listed JE’s 
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•  JE’s (also called cash journals) are setup or edited on the “Setup” tab of 
the Cash Ledger window 

•  Select the JE you wish to modify and click the “Change/Delete” button 
•  To create a new template, click the “New” button located under the 

“Setup Journal Entry Templates” list 
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•  JE Templates are identified by Name 
•  Set the rules for JE Description formatting 
•  Set the rules for summarization 
•  Set the JE Line export rules (which columns to include) 
•  Assign particular Bank Accounts to be included in the JE (select bank account 

groups using the popup menu) 
•  select Transaction Codes or Code Groups to be included in the JE 
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