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Are	you	tired	of	spending	countless	hours	creating	and	updating	your	accounting	policies	and	procedures	manual?	Look	no	further	than	our	Accounting	Policies	and	Procedures	Manual	Template	Word.	Our	template	is	designed	to	help	you	streamline	your	accounting	processes	by	providing	a	comprehensive	manual	that	covers	all	aspects	of
accounting	policies	and	procedures.	It	includes	customizable	templates	for	policies	and	procedures,	as	well	as	detailed	instructions	on	how	to	implement	them.	With	our	Accounting	Policies	and	Procedures	Manual	Template	Word,	you	can:	Ensure	compliance	with	accounting	regulations	and	standards	Reduce	errors	and	inconsistencies	in	your
accounting	processes	Improve	communication	and	consistency	across	your	accounting	team	Save	time	and	resources	by	using	a	pre-made	template	Our	template	is	easy	to	use	and	can	be	customized	to	fit	the	specific	needs	of	your	organization.	It	includes	sections	on	general	accounting	policies,	accounts	payable,	accounts	receivable,	payroll,	and
more.	Don’t	waste	any	more	time	creating	and	updating	your	accounting	policies	and	procedures	manual.	Let	our	Accounting	Policies	and	Procedures	Manual	Template	Word	do	the	work	for	you.	Order	now	and	start	streamlining	your	accounting	processes	today!	How	to	Write	an	Accounting	Policies	and	Procedures	Manual,	Fast	Are	you	tasked	with
writing	or	updating	your	company’s	Accounting	Policies	and	Procedures	Manual?	Writing	an	accounting	policy	manual	is	easy	with	accounting	standard	operating	procedure	(SOP)	templates	from	Bizmanualz.	Whether	you	want	to	standardize	your	accounting	&	bookkeeping	processes	by	incorporating	best	practices	into	your	financial	statements,	or
build	an	accounts	payable	procedures	manual	with	strong	internal	controls	to	prevent	embezzlement,	waste,	fraud,	and	abuse,	you	have	come	to	the	right	place	for	the	best	foundation	for	your	accounting	framework.	“I	found	the	Bizmanualz	Accounting	Policies	and	Procedures	manual	to	be	an	efficient	way	to	build	my	new	organization’s	accounting
manual	in	a	short	time.	Adapting	the	specific	policies	and	procedures	to	our	needs	was	quite	simple,	and	I	saved	a	great	deal	of	valuable	time	better	spent	elsewhere.”	Bob	Dodd,	CPA,	Controller	Global	Development	Network	Accounting	&	Bookkeeping	Made	Easy	Now	you	can	buy	a	company	accounting	policies	and	procedures	manual	download
instantly	from	our	website.	This	download	only	product	contains	accounting	policy	examples	in	easily	editable	Microsoft	Word	Templates	to	make	accounting	policy	template	creation	a	quick,	simple	process.	That’s	right,	customizing	the	content	is	really	that	easy	(they	are	MS	Office	Word	document	template	examples).	And,	best	of	all,	you	don’t	have
to	start	from	scratch.	Altogether	the	accounting	procedure	manual	is	comprised	of	over	720	Microsoft	Word	pages	of	example	accounting	policies	written	by	knowledgeable	accounting	professionals,	CPA’s,	bookkeepers,	and	technical	writers,	and	reviewed	by	experts	in	the	field.	Looking	for	more?	We	also	offer	policies	and	procedures	manual	for
accounting	and	financial	control.	Save	35%	by	purchasing	all	5	included	manuals.	All	of	our	products	can	be	edited	in	Microsoft	Word	and	Process	Street.	Comprehensive	Accounting	Policies	and	Procedures	Manual	Introducing	the	comprehensive	Accounting	Policies	and	Procedures	Manual	by	Bizmanualz	–	your	ultimate	solution	for	streamlining
financial	operations,	ensuring	compliance,	and	enhancing	the	financial	integrity	of	your	organization.	This	meticulously	crafted	manual	offers	a	detailed	and	customizable	framework	that	caters	to	the	unique	needs	of	businesses	across	various	industries.	Key	Accounting	Policies	Manual	Features:	Tailor	to	Your	Business	No	two	organizations	are	alike,
and	our	Accounting	Policies	and	Procedures	Manual	acknowledges	this	reality.	With	a	user-friendly	approach,	the	manual	is	designed	to	be	customizable	to	suit	the	specific	requirements	of	your	organization.	Whether	you	are	a	startup,	small	business,	or	multinational	corporation,	you	can	easily	adapt	the	manual	to	align	with	your	unique	financial
processes.	All-Inclusive	Accounting	Framework	Our	manual	encompasses	a	comprehensive	set	of	accounting	policies	and	procedures,	covering	a	wide	range	of	financial	functions.	From	financial	reporting,	cash	management,	and	accounts	payable/receivable	to	inventory	management,	payroll,	and	internal	controls,	this	manual	serves	as	a	complete
reference	guide	for	your	accounting	team.	Compliance	with	Accounting	Industry	Standards	Rest	assured	that	your	financial	practices	will	be	in	line	with	the	latest	industry	standards	and	regulations.	Our	Accounting	Policies	and	Procedures	Manual	adheres	to	Generally	Accepted	Accounting	Principles	(GAAP),	Financial	Accounting	Standards	Board
(FASB),	and	other	relevant	accounting	guidelines,	ensuring	compliance	with	local	and	international	regulations.	Ensuring	Internal	Control	Internal	control	is	the	backbone	of	financial	stability	and	security	within	an	organization.	The	manual	provides	a	comprehensive	framework	to	establish	robust	internal	controls,	safeguarding	your	assets	and
mitigating	the	risk	of	fraud	or	mismanagement.	Simplified	Implementation	Implementing	a	new	accounting	policies	and	procedures	manual	can	seem	overwhelming,	but	with	our	user-friendly	approach,	the	process	becomes	smooth	and	efficient.	The	manual	includes	easy-to-understand	language,	flowcharts,	and	examples	to	simplify	comprehension
and	facilitate	a	seamless	transition.	How	to	Get	Started	Obtaining	your	Accounting	Policies	and	Procedures	Manual	is	just	a	few	clicks	away.	Explore	the	features,	view	sample	pages,	and	make	a	secure	purchase.	Once	purchased,	you	will	have	immediate	access	to	download	the	manual	in	a	customizable	Word	format,	making	it	easy	to	tailor	the
content	to	your	organization’s	needs.	Join	the	countless	businesses	that	have	already	streamlined	their	financial	operations	with	our	trusted	Accounting	Policies	and	Procedures	Manual.	Empower	your	accounting	team	with	a	reliable	resource	that	enhances	accuracy,	compliance,	and	financial	efficiency.	Trust	Bizmanualz	to	be	your	partner	in
achieving	financial	excellence.	Best	Accounting	Policies	and	Procedures	Template	Saves	Time	Business	owners	and	managers	will	save	hundreds	of	hours	in	development	and	have	a	set	of	comprehensive	accounting	best	practice	procedure	templates	to	control	your	financial	transactions,	financial	statements,	and	other	business	transactions.	You	will
save	the	aggravation	of	researching	best	accounting	procedures.	And	best	of	all,	your	accounting	procedure	manual	writing	project	will	get	done	a	lot	quicker,	so	you	can	move	on	to	other	more	pressing	matters.	Best	Accounting	Policies	Manual	Template	Get	started	right	away!	Download	this	accounting	policy	manual	template	set	of	easy	and	edit
Word	templates	to	simplify	your	accounting	policy	procedure	process	in	the	current	accounting	period.	Note:	These	procedures	are	not	dependent	on	the	type	of	accounting	software,	fiscal	period,	reporting	period,	or	chart	of	accounts	used.	Instant	Accounting	Procedures	—	Answer	Basic	Accounting	Questions	The	Bizmanualz	Accounting	Policy	and
Procedure	Manual	Template	set	includes	answers	to	basic	accounting	cycle	questions:	How	long	do	you	need	to	keep	different	types	of	accounting	records?	What	financial	reporting	does	your	company	need	in	the	accounting	period?	What	should	be	your	accounts	receivable	policy,	accounts	payable	policy,	your	collections	policy,	or	maybe	a	returned
goods	policy?	What	is	the	accounts	policy	&	procedure	for	disposal	of	an	asset?	How	should	you	count	inventory	and	should	you	use	cycle	counting?	How	should	you	follow	up	with	purchase	orders	during	procurement?	How	do	you	approve	new	vendors	or	suppliers	for	purchasing?	Do	you	have	check	signing	procedures	as	part	of	your	internal	control
functions?	Download	Free	Example	Accounting	Procedure	Without	commitment,	view	a	free	sample	accounting	procedure	from	the	accounting	manual	right	now.	The	accounting	example	includes	the	whole	table	of	contents	as	well	as	one	comprehensive	accounting	policy	and	procedure	Word	document.	Ready	to	buy	right	now?	After	placing	your
order	through	our	secure	system,	you	will	be	able	to	download	your	accounting	manual	right	away.	Your	purchase	is	risk-free	thanks	to	our	money-back	guarantee!	Accounting	Practices	and	Procedures	Manual	If	you	are	looking	to	create	your	own	accounting	practices	and	procedures	manual	that	can	be	used	as	your	accounts	payable	procedures
manual	or	accounts	receivable	procedure	manual	(complete	with	credit	polices),	or	a	place	for	your	accounting	policies	and	practices,	then	this	is	the	one	for	you.	The	Accounting	manual	is	designed	to	be	used	with	any	accounting	method,	cash	or	accrual	accounting	system,	or	accounting	software	by	the	accounting	staff	and	is	in	line	with	applicable
accounting	standards	as	a	guide	to	various	business	transactions.	Accounting	Manual	Template	The	Accounting	policies	manual	template	includes	coverage	of	some	of	your	most	important	accounting	process	topics	and	financial	activities	covering	financial	transactions,	and	the	financial	reporting	process	for	your	reporting	period.	You	will	receive
editable	Word	files	you	can	customize	that	provide	policies	and	procedures	for:	General	&	Administration	Policy	Templates	Example	financial	activities	like	bookkeeping	files	and	records	policy,	travel	and	entertainment	policy,	chart	of	accounts	policy,	bank	reconciliations,	and	financial	reports	such	as	preparing	financial	statements	in	the	accounting
period.	Cash	and	Credit	Policy	Templates	Example	business	transactions	like	a	credit	control	policy	procedure	manual	covering	check	authorization	policy,	wire	transfers	policy,	and	credit	authorization	policy	with	a	credit	control	policy	template.	Inventory	and	Asset	Policy	Templates	Sample	accounting	transactions	like	an	inventory	policies	and
procedures	manual	covering	asset	control	policy,	asset	disposal	policy,	and	inventory	counting	policy	templates	for	making	adjustments	in	the	accounting	period	or	reporting	period.	Procurement	or	Purchasing	Policy	Templates	Example	accounts	payable	policy	procedures	manual	with	vendor	selection	policy,	receiving	and	inspection	policy,	and
accounts	payable	policy	templates.	Revenue	Control	Policy	Templates	Sample	accounts	receivable	policy	procedures	manual	with	sales	orders	policy,	shipping	policy,	and	accounts	receivable	policy	templates,	prepared	in	the	reporting	period	and	used	to	close	your	fiscal	period.	Embezzlement	Internal	Control	Policies	Plus	an	internal	control	guide	to
Embezzlement	Prevention,	that	will	help	you	stop	fraud	before	it	starts	with	specific	accounting	control	policies.	View	a	free	sample	accounting	procedures	from	the	accounting	manual	with	no	obligation.	You	will	get	the	bookkeeping	and	accounting	policy	and	procedure	manual	table	of	contents	and	one	complete	accounting	policy	example	and
procedure	example	Word	file	document.	After	you	place	your	order	with	our	secure	server	you	can	download	your	accounting	procedures	manual	immediately.	Your	purchase	is	risk-free	with	our	money-back	guarantee.	What’s	Included	with	Your	Accounting	Policies	and	Procedures	Manual?	You	will	receive	720	pages	of	Accounting	Polices	and
Procedures	within	seven	sections	and	132	files:	1.	Accounting	Policy	Manual	Template	First,	a	50	page	Accounting	Policy	Manual	Template	is	used	as	a	top	level	document	to	all	accounting	principles	(GAAP	or	IFRS)	and	bookkeeping	policies	governing	your	company’s	accounting	procedures	or	issuance	of	financial	statements.	2.	Accounting
Procedures	Manual	Table	of	Contents	Next,	347	pages	that	include	39	prewritten	accounting	procedures,	56	account	forms	and	corresponding	bookkeeping	activities–customize	each	Microsoft®	Word	document	template	to	your	needs.	3.	Accounting	Job	Descriptions	Template	The	Accounting	Manual	also	includes	111	pages	with	32	Accounting	Job
Descriptions	covering	the	primary	Accounting	cycle	functions.	4.	How	to	Prevent	Embezzlement	Manual	Free	Bonus	–	Your	Accounting	Manual	also	includes	this	75	page	internal	control	guide	to	preventing	embezzlement.	Learn	how	to	use	a	“Loss	Prevention	Audit”	risk	assessment	to	locate	your	company’s	windows	of	opportunity.	5.	Accounting
Training	Guide	A	35	page	accounting	training	guide	explains	the	basic	concepts	of	accounting	and	bookkeeping,	its	structure,	standards	and	definitions.	6.	“How	To”	Policy	and	Procedure	Manual	Preparation	A	41	page	Procedure	writing	guide	provides	guidance	on	turning	a	policy	manual	template	into	your	company’s	Accounting	Policies	and
Procedures	manual.	7.	Accounting	Manual	Keyword	Index	Easily	find	what	you	are	looking	for	inside	the	Accounting	Manual	using	the	24	page	accounting	and	bookkeeping	Keyword	Index	(including	Federal	Government	laws	or	regulations).	Plus,	you	will	also	receive	a	list	of	accounting	resources	listed	as	additional	resources	located	at	the	end	of
each	appropriate	accounting	document.	These	additional	resources	include	references	to:	International	Financial	Reporting	Standards,	IFRS	Accounting	Standards	Generally	Accepted	Accounting	Principles,	GAAP	Financial	Accounting	Standards	Board,	FASB	Federal	Government	laws	or	regulations	and	their	reporting	requirements	Additional
Resources,	a	Future	Benefit	to	Your	Financial	Affairs	Preparing	financial	statements	and	financial	reports	like	income	statements,	cash	flow	statements,	or	balance	sheet	statements	is	easier	with	an	accounting	manual	in	place.	Business	owners	will	love	how	much	faster	your	fiscal	period	financial	reporting	process	will	be	in	future	periods.
Experience	how	financial	performance	improves,	your	accounting	cycle	will	improve,	and	your	financial	affairs	will	improve.	Order	your	editable	Word	document	templates	today!	Connor	Simmons	has	been	dealing	with	my	accounts	and	is	professional,	reliable,	and	always	takes	the	time	to	explain	everything...	Connor	Simmons	has	been	dealing	with
my	accounts	and	is	professional,	reliable,	and	always	takes	the	time	to	explain	everything	clearly.	Whether	it’s	personal	tax	returns	or	business	accounting,	he	has	handled	everything	efficiently	and	with	great	attention	to	detail.	Highly	recommend	to	anyone	looking	for	a	trustworthy	and	knowledgeable	accountant!	Joshua	Adewale	Read	More	When	it
comes	to	company	accounting,	you	leave	it	to	the	experts.	Alternatively,	you	can	find	accounting	manual	samples	to	help	you	build	your	accounting	policies	and	procedure	manual.	Either	way,	you	need	an	accounting	manual	sample	to	stay	on	top	of	your	accounting.		But	there's	a	problem.	Not	so	many	businesses	can	build	accounting	policies	and
procedure	manuals.	Why?	Creating	an	accounting	procedures	manual	is	often	a	huge	task	to	start	or	can	take	a	lot	of	time	to	complete.	So,	few	bother	to	do	it.	But	you	can	easily	create	your	own	accounting	policies	and	procedures	manual	through	templates.	This	accounting	manual	samples	post	describes	accounting	policies	and	procedures	currently
in	use	with	generally	accepted	accounting	principles	(GAAP)	and	samples	to	start	you	off.	You'll	understand	what	to	include	in	an	accounting	manual	and	its	components,	and	get	a	starter	accounting	manual	template	developed	using	Scribe	and	Scribe	Pages.	What	Is	an	Accounting	Manual?	An	accounting	manual	is	an	internal	handbook	outlining	all
of	a	company's	pertinent	accounting	rules,	policies	and	procedures	for	its	accounting	staff.		It	is	a	technical	document	that	can	be	used	as	a	reference	tool	by	employees,	a	training	guide	for	new	hires	or	to	cross-train	associates.	Sometimes,	an	accounting	manual	may	include	the	company's	annual	budgeting	forms	for	department	managers	to	fill	out,
then	forward	to	the	accounting	department	for	the	annual	budget.	But,	an	accounting	manual	does	not	comprise	a	company's	ongoing	standard	operating	procedures	(SOPs.).	Businesses	develop	separately	from	accounting	manuals	and	revise	them	as	ongoing	procedures	change.	Accounting	manuals	are	only	updated	annually	and	need	the	approval
of	an	Audit	or	Finance	Committee	before	Board	approval.	Accounting	operation	manuals	may	offer	guidance	on	the	following.	An	overview	of	the	business/organization	and	its	entities.	General	ledger	accounts	and	definitions.	Accounting	policies	and	high-level	procedures.	Budgeting	roles	and	responsibilities.	Internal	controls.	Asset	management
guidelines.	Financial	statement	processing	guidelines.	Government	accounting	reporting	and	tax	returns.	Assurance	and	risk	management.	{{banner-short-v2="/banner-ads"}}	Benefits	of	an	Accounting	Policies	and	Procedures	Manual	The	benefits	of	having	an	Accounting	policies	manual	or	template	include	the	following.	Ensuring	compliance.	The
consistent	application	of	accounting	policies	and	procedures	helps	in	compliance	because	they	serve	as	a	reference	for	your	internal	staff	and	leadership.	Reducing	fraud	risk.	The	policies,	internal	controls	and	procedures	outlined	in	accounting	policies	manuals	minimize	financial	misconduct.	Satisfying	audit	and	regulatory	requirements.	The	IRS
(Form	990)	and	Auditors	require	companies	to	have	an	accounting	manual.	Efficiency	in	employee	onboarding	and	training.	Having	an	accounting	manual	is	a	key	tool	in	training	new	employees.	Enabling	staff	and	Board	to	work	seamlessly.	A	comprehensive	accounting	manual	sample	answers	many	accounting	questions,	so	you	don't	waste	time
reinventing	the	wheel.	{{banner-short-v2="/banner-ads"}}	Components	of	an	Accounting	Policies	and	Procedures	Manual	Accounting	manuals	often	differ	in	content	and	size	depending	on	organization	type,	size	or	industry.	So,	one	company's	accounting	manual	sample	may	not	work	for	another.	But,	the	general	components	and	inclusions	of
accounting	manual	samples	are	often	almost	similar.	Components	of	an	Accounting	Manual		An	accounting	manual	usually	contains	the	following	components	and	processes.	Introduction.	Detailed	descriptions	of	scope	and	purpose.	Organization	Overview	and	Responsibilities.	Typical	accounting	department	and	organization	structures	and
responsibilities.		Chart	of	accounts.	This	lists	all	account	numbers	and	names	used	in	a	company's	general	ledger.		A	list	of	core	accounting	processes	and	the	interaction	of	the	organization's	accounting	sub-processes.	A	list	of	the	organization's	accounting	policies.	The	accounting	resources	required.	Listing	all	accounting	policies	(and	applicable
accounting	procedures)	together	allows	accounting	managers	and	department	heads	to	recognize	alignments,	inconsistencies	or	conflicts	in	the	policies.	Components	of	an	Accounting	Procedure	Accounting	procedures	sections	in	the	accounting	policies	and	procedures	manual	are	usually	divided	into	the	core	accounting	process.	General	and
Administrative	such	as	personnel	records,	payroll	processing,	office	task	lists	and	more.	Cash:	Cash	receipts,	inter-account	bank	transfers,	cash	disbursements	&	expense	allocations,	credit	card	policy	and	charges,	accruals,	bank	account	reconciliations,	etc.	Inventory	and	assets	such	as	property	and	equipment,	bonds,	stock	and	more.	Revenue	to
define	and	classify	revenue	types.	Purchasing.	Tax	filings.	Budget	process.	End-of-month	and	fiscal	year-end	close.	Financial	reports.	Fiscal	policy	statements.		Each	section	documents	the	procedures	in	detail	with	sub-processes	that	constitute	these	listed	core	accounting	cycles	to	complete	the	accounting	manual.	6	Examples	of	Successful
Accounting	Manuals		(pulled	from	different	businesses)	and	why	they	work	well.		#1.	Accounting	Policies	&	Procedures	Sample	Manual	for	Nonprofits		This	Accounting	Procedures	Manual	Template	was	developed	by	Deborah	Connors	on	October	12,	2011,	for	Nonprofit	organizations.	The	document	list	different	accounting	policies	and	procedures,
including:	Introduction	and	scope.	Responsibilities.	Chart	of	accounts	and	general	ledger.	Cash	receipts.		Inter-account	bank	transfers.	Accruals.	End-of-month	and	fiscal	year-end	close.	Financial	reports.	Fiscal	policy	statements.		And	more.	Once	you	download	the	template	in	a	Word	document,	everything	you	need	to	fill	in	is	marked	in	red.	You	will
just	insert	the	name	of	your	organization	and	make	a	draft	of	the	whole	accounting	manual	in	under	30	minutes.		#2.	Accounting	Procedures	Manual	by	California	Department	of	Food	&	Agriculture	This	288-page	document	is	a	state-government-provided	accounting	procedure	manual	by	the	California	Department	of	Food	&	Agriculture.	It	is	designed
to	provide	California's	farmers	with	a	network	of	fair	guidance	on	state-mandated	accounting	policies	and	procedures.	It	derives	guidance	from	different	sources,	such	as:	State	Administrative	Manual	(SAM).	Applicable	laws	and	regulations.	Division	of	Fairs	and	Expositions	(F&E)	financial	reporting	policies	and	procedures.	Department	of	Food	and
Agriculture	Audit	Office.	F&E	Fiscal	Unit	expertise	in	accounting	practices.	This	document	has	everything	one	needs	to	create	a	complete	accounting	procedures	manual.	#3.	Small	Business	Accounting	Manual	Template	This	accounting	manual	template	by	Sample	templates	allows	you	to	easily	create	your	own	accounting	policies	and	procedures
manual.	It's	ideal	for	startups	and	small	businesses.	Its	format	gives	you	information	such	as	payroll,	revenue,	cash	receipts,	assets	and	liabilities,	financial	reports,	small	businesses'	internal	reports	and	administration	aspects.	It	helps	you	get	everything	on	track	regarding	accounting	policies	and	procedures.	You	can	download	and	use	it	as	a
template	or	sample	for	your	accounting	manual	policies	and	procedures.		#4.	Bizmanualz	Accounting	Policies	&	Procedures	Manual	This	paid	accounting	policies	and	procedures	manual	sample	saves	you	countless	hours!	It's	written	by	CPAs	and	technical	writers	and	reviewed	by	accounting	professionals,	making	it	faster	to	produce	your	company's
accounting	manual.	It	includes	accounting	policies	and	procedures	for	cash,	revenue,	purchasing,	G&A,	inventory	and	assets.	You	can	download	it	as	an	editable	Word	file	or	any	other	document	processing	software.	You	can	also	make	it	part	of	your	process	documentation	embedded	in	your	knowledge	base.	#5.	Copedia	Accounting	Manual
Templates		Copedia	provides	accounting	templates	for	nonprofits,	businesses,	education	and	governments,	the	tools,	text	and	templates	for	creating	standard	accounting	policies	and	procedures.	Copedia	also	includes	key	content	and	spreadsheets	for	how	to	write	policies	and	procedures.	Various	Copedia	template	libraries,	editions	and	software	are
designed	for	enterprises,	small	businesses,	and	organizations	pursuing	great	corporate	governance.	Copedia's	templates	vary	depending	on	your	company	size,	industry	and	more.	#6.	Make	a	Template	Using	Scribe	&	Scribe	Pages	One	of	the	key	tips	for	streamlining	your	accounting	and	finance	processes	is	to	embrace	technology.	Currently,	many
software	solutions	are	designed	to	reduce	manual	processes,	improve	a	company's	DataOps,	streamline	accounting	and	encourage	agile	workflows.	But	you	have	software	that	can	do	more	than	just	help	you	create	accounting	policies	and	procedures.	The	software	should	help	you	store	the	software,	allow	team	collaboration	and	sharing,	and	be	easily
searchable.	This	will	allow	you	to	scale	effectively	and	make	sure	your	accounting	manual	is	tailored	to	your	company's	needs	rather	than	just	the	industry.	Software	that	provides	you	with	all	that	is	Scribe	and	Scribe	Pages.	Scribe	is	the	best	way	to	create,	document	and	share	step-by-step	guides	for	any	process.	It	captures	your	screen	and
keystrokes	and	automatically	creates	how-to	guides	or	processes	with	screenshots	and	annotations.	This	includes	creating	accounting	manuals	and	SOP	templates.	If	you're	drowning	in	staff	or	customer	questions,	Scribe	might	just	be	your	lifeline.	You	can	train,	onboard,	and	support	clients	93	percent	faster	with	Scribe's	auto-generated	step-by-step
guides.		You	can	make	accounting	Scribes	(Processes)	for	any	department	or	team	and	share	with	them	or	embed	them	in	different	accounting	or	company	handbooks.	Here's	an	example	of	How	to	create	an	invoice	in	Xero	created	using	Scribe.		You	can	create	such	an	accounting	process	in	Scribe	and	embed	it	on	other	documents	as	Scribe	pages.
Here's	how	to	use	Scribe	Pages	to	embed	documents.	How	to	Build	Your	Own	Accounting	Manual	Using	Scribe	and	Scribe	Pages	Here	are	the	steps	detailing	how	Scribe	works	Step	1:	Install	Scribe	Chrome	Extension	or	Download	the	Desktop	App	You	use	Scribe	automatic	capture.	You	need	a	Scribe	Chrome	extension	or	download	and	install	the
desktop	app.	As	long	as	you	have	an	account	and	sign	in,	Scribe	automatically	captures	your	screen.		Step	2:	Capture	Your	Screen	Turn	on	the	Scribe	recorder,	then	go	through	your	process	step	by	step.	Scribe	will	start	automatically	capturing	your	screen	with	screenshots	and	annotations.	Once	you're	done,	you	can	turn	off	the	recording.	Step	3:
Your	Manual	Is	Automatically	Generated	Scribe	automatically	creates	a	process	or	how-to	guide	with	screenshots,	instructions	and	clicks.	Step	4:	Add	Edits	&	Customization	If	you	want	to	add	more	detail,	you	can	edit	Scribe	screenshots,	redact	sensitive	information	or	add	annotations	text	and	custom	branding.		Step	5:	Share	Your	Process	Guide	You
can	also	share	the	document	with	others	to	help	you	edit	its	content.	This	way,	your	accounting	manual	can	have	more	content	with	relevant	information	to	the	organization	or	staff.	Scribes	you've	created	are	ready	to	share	with	anyone,	anywhere.	Send	to	staff	or	teammates	with	a	URL	link.	Embed	Scribe	Pages	in	your	existing	tools	and	wiki
knowledge	bases.	Export	a	Scribe	process	as	a	PDF	document.		Copy	it	into	a	document	with	Markdown	or	HTML.	Scribe	Pages		Once	you've	created	a	process	guide,	you	can	transform	them	into	pages.	Scribe	Pages	allow	you	to	organize	multiple	Scribes	(processes)	into	a	single	document.	So,	if	you've	created	different	Scribe	account	policy	manuals
for	different	departments,	you	can	combine	them	into	one	document	as	a	scribe	page	for	anyone	who	wants	to	compare	or	learn	about	them.	Here's	how	to	use	Scribe	Pages.	Conclusion	Accounting	manuals	and	procedures	are	key	to	any	organization,	regardless	of	the	size,	type	or	industry.	Although	creating	an	accounting	manual	or	procedure	may
seem	daunting,	it's	worthwhile.	The	best	way	to	approach	it	is	using	a	process	documentation	tool	to	help	you	document	the	policies	and	procedures	and	store	and	share	them	easily.	Try	Scribe	to	create	accounting	manual	samples	and	combine	different	accounting	procedures	using	Scribe	Pages.


