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Select then Click to 
rename the element

Add a new element

1. Adding Elements
In the Forecast workspace, open the Element Settings tab 
to find the Chart of Accounts panel.

The Chart of Accounts in Castaway is designed to be flexible. 
Build your Chart of Accounts using the Element Type buttons to 
add elements under each Section heading.

Selecting an element in the Chart of Accounts brings up the 
Element Editor, which includes element properties, working 
capital settings and forecast data. Each element can also  
be renamed.

Element Types 
There are 15 Element Types in Castaway
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Add a Section or Subtotal Group

Moving Elements

Add a Section

Add a Subtotal Group

2. Adding structure
You can structure your Chart of Accounts by adding new 
Sections, building departments and arranging elements  
under Subtotal Groups to create the look you want.

Add new Sections using the + Section buttons under any existing 
section. Add a Sales section followed by one or more Costs 
sections to create a department. Add Subtotal Groups using the 
Subtotal buttons under each section heading.

3. Moving Chart of Accounts items 
To organise your Chart of Accounts, you can drag and drop any 
Section, Element or Subtotal Group. After selecting an item,  
on-screen icons show you where it can be dropped.
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4.	Element properties  
& forecast data
Selecting any element in the Chart of 
Accounts panel opens the Element Editor 
workspace. From here, you can change the 
Element Properties, set up internal transfers 
or add element notes.

In the Forecast Data workspace, you can also 
add or edit the forecast data and see how 
Castaway calculates the outputs.

Element Editor Workspace 

Forecast Data Workspace
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Element Groups

5.	Element Groups
	 The Element Groups workspace lets you change properties for 

many elements from a single screen. Click the Element Groups 
icon on the Chart of Accounts panel to enter the Element 
Groups workspace.

Choose the Element Type from the Element Groups panel to see 
the properties for every element of that type. Use the Basic view 
for the most common properties, or use the Revenue, Cashflow or 
Settings buttons for a more complete view.

You might also be interested in: 
Building a Chart of Accounts from MYOB 
Building a Chart of Accounts from Xero 
Building a Chart of Accounts from Excel

i
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