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BANK ACCOUNT AND CASH SUB ACCOUNTS 

 

 

This example shows 3 bank sub accounts PLUS the operating account. The total cash in bank is the 

total checking/savings.  

 

A negative in a sub account means you have paid out more than you have deposited in that particular 

bank sub account.  
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TO MANAGE YOUR BANK SUB ACCOUNTS - go to – Lists – Chart of Accounts 
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TO CREATE NEW BANK SUB ACCOUNT - SELECT NEW - CHOOSE ACCOUNT TYPE BANK  
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BANK DEPOSITS 

All BANK DEPOSITS IN QUICKBOOKS SHOULD MATCH THE DEPOSIT TICKET TAKEN TO 

THE BANK 

 

THERE ARE 2 WAYS YOU CAN RECORD YOUR DEPOSITS.   

1.  DO A SEPARATE DEPOSIT TICKET FOR THE BANK FOR EACH BANK SUB ACCOUNT. 

 

2. RECORD ALL CHECKS ON 1 DEPOSIT TICKET AND ENTER IN QUICKBOOKS.  THEN 

DO A FUNDS TRANSFER TO MOVE MONEY TO CORRECT BANK SUB ACCOUNT. 

 

1. Record a single deposit ticket in Quick books for each sub account. Go to – Banking – Make 

Deposits 
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Record your revenue. Save and Close.  

 

 DO NOT ENTER A BANK SUB ACCOUNT ON THE LINE FROM ACCOUNT.   

 

 

 

Again, if you record the deposit for each sub account on a separate bank deposit ticket, you will 

select the appropriate bank sub account and enter the deposit.  You are done.  
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2. Record all deposits on 1 bank deposit slip.   

 

 

 

 

 

Save and Close. 
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NEXT – GO TO BANKING – TRANSFER FUNDS 

 

  

 

 

 



8 
 

YOU CAN ALSO USE THE TRANSFER FUNDS TO MOVE MONEY FROM ONE SUB ACCOUNT 

TO ANOTHER.  

 

FOR EXAMPLE: Your finance council has decided to set aside 10% of your offertory for 

assessment.  You would record your offertory in total to your operating account.  NEXT you 

would do a funds transfer for the 10% from operating to a bank sub account set up for 

assessment.   

 

ONCE YOU HAVE RECONCILED THE BANK ACCOUNT IN QUICK 

BOOKS NEVER GO BACK INTO A QUICK BOOKS DEPOSIT AND 

CHANGE THE BANK SUB ACCOUNT. EVER!!!!  ADJUST YOUR 

ACCOUNTS USING FUNDS TRANSFER.  

 

You will also have an entry of equal amount on both the checks and payment side of the bank 

reconciliation screen and the deposit screen.  Check both to clear during your normal bank 

reconciliation. 
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SPENDING CASH IN BANK SUB ACCOUNTS 

 

THERE ARE 2 WAYS TO MAKE PAYMENTS IN QUICK BOOKS.  

 

1. WRITE CHECK DIRECTLY USING WRITE CHECK FUNCTION. 

 

2. ENTER PAYABLE IN ACCOUNTS PAYABLE, THEN PROCESS PAYMENT.  

 

To write check directly – Go to – Banking – Write Check 

 

 

SELECT BANK SUB ACCOUNT FROM DROP DOWN WINDOW TO WRITE CHECK 
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2. Process a payment run to pay bills entered in Accounts Payable.  
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SELECT THE BANK SUB ACCOUNT YOU WISH TO USE TO PAY BILL 

 

 

 

NOW SELECT ON THE OPEN PAYABLES YOU WISH TO PAY FROM SELECTED ACCOUNT.  

 

 

 

 

 

PAY SELECTED BILLS.  
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