Uploading Chart of Accounts
and Cost Centers

This document explains how to upload your Chart of Accounts (COA) and optional cost centers
using the provided templates, as well as how to manage accounts and cost centers after they are
imported.

Step 1: Navigate to the Chart of Accounts Tab

Go to the Chart of Accounts tab to begin the upload process.
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Step 2: Download and Prepare the COA Template

At the top of the Chart of Accounts page, select Download COA Template. Use this file to

format your existing chart of accounts from your current ERP system so that it matches the
headers in the template.




A B C D

1 code name type

2 10001 CashAcct asset
3 11555 Checking asset
4 12115 AR asset
5 10440 AR unbilled asset
6 10330 Prepaid IT asset
7 10335 Prepaid SG asset
8 13150 Prepaid SO asset
9 14225 Contra AR asset
10 13315 Prepaid Rent asset
11 11435 Unbilled Fee asset
12 11035 Billed AR asset
13 21080 Passthrough liability
14 21935 AP liability
15 21095 Accrued liability
16 23490 Accrued Marketing liability
17 23489 Trade Payable liability
18 25789 Rent Payable liability
19 26357 IC Due liability

Step 3: Upload the Completed COA Template

After saving the completed COA template, return to the Chart of Accounts tab, choose the file,
and upload it.
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This will import all of your accounts, including assets, liabilities, expenses, cost of goods sold,
and equity.

Step 4: Select Cash Accounts for Forecasting and Metrics

Once the accounts are loaded, select your cash accounts. These selections drive your cash
forecasting and key metrics displayed on the dashboard.
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Step 5: Add and Manage Accounts

You can add new accounts at any time by specifying their type and code.
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You can disable accounts or delete accounts that have no activity. If an account has activity, it
cannot be deleted and must be disabled instead.
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Step 6: Prepare and Upload Optional Cost Centers
Scroll down to the Optional Cost Center section. The process is the same as for the COA:

1. Download the cost center template.
2. Fill it out using the headers provided in the template.
3. Save the completed template.

4. Return to this tab, choose the file, and upload it.
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After upload, review the list to validate that all cost centers were imported correctly.

Step 7: Add and Maintain Cost Centers

You can add new cost centers at any time.
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You can also enable or disable cost centers as needed.
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Upload Cost Centers CSV
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