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Using the Account Register 
Available in All Versions of Sage 50 Accounting 

Quick Reference Guide 

What is the Account Register? 

The Account Register is where you quickly enter money you have received from your customers 
and payments you have made to your suppliers or vendors. Think of the Account Register as a 
checkbook register. It’s a place to record the money going in and out of your checking 
account(s). 

How do I get there? 

Banking > Account Register 

 

How do I use the Account Register? 

• Use the Type field to choose if you’re making a payment or receiving money (a receipt). 

• The Reference field isn’t required but it’s good practice to use it to identify your 
transactions. 

• The Payee/Paid By field is where you enter who you are paying or who is paying you. 

• The GL Account is a required field. Use this field to categorize your transactions. For 
example, if you’re paying rent, then you might apply it to a Rent or Lease Expense 
account. If you’ve received money from a sale, you might apply it to an income account. 
Your accountant can give you advice on which accounts to use. 

• Use the Memo field to add a short description. 

• Make sure you enter the amount in the correct column (Payment or Receipt). 

• If necessary, enter a Sales Tax amount. 
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Did you know? 

• You may see other types of transactions in the Account Register if they were entered in 
a different window (such as write checks or general journal entries). 

• The Edit icon means the transaction was entered in the Account Register window, and 
you can change it here. If there isn’t an Edit icon, you must double click the entry to 
make changes. 

• You can quickly print the Account Register report from the Account Register window. 

 

 


