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Overview

Read Import Bank Statements if you want help with the process of importing your bank transactions.
Remember to check if your personal settings are compatible with the file format received from your
bank (Date and Decimal Point Format as well as Thousand Delimiter).

Once your transactions are uploaded you can Create Journals from your uploaded transactions in
two ways:

1. You can create journals from accounting transactions by using templates (see Journal
Templates)

2. You can create journals from accounting transactions manually (see Create a new journal
entry)

Create journals from accounting transactions

Under Accounting — Banking — Process transactions, there is a drop zone for your transactions at the
top of the right hand column.
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Drag your uploaded transaction to this zone to create a journal entry from the uploaded transaction
(or vice versa, drag the drop zone to the transaction).
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List ~ MNew Journal Entry  Reconcile Account  Search Amount  Record Daily Sales  Accruals  Import Journals ~

QUOTES SALES ORDERS CUSTOMER INVOICES REGISTRY REPORTS FINANCIAL OVERVIEW

SUPPLIER INVOICES

PURCHASE ORDERS

Type: | Unrecenciled transactions ¥ Filter: Type: | Customer Invoices ¥ Filter:
Lorem tristique aliquet Phasellus fermentum 175,63 Create New Journal
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When you drag the transaction to the drop zone,
Type: | Unrecenciled transactions ¥ Filter: Type: | Customer Invoices ¥ Filter:
Amet diam eu 48450 -
DE1968330; 05: Est Vitae PC 19-01-2016
Create New Journal
A facilisis non bibendum 470,70
154530933635 1396041 1436790: Gra dis Limited 24-03-2015
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6,20 08-06-2015 (08-06-2015)
8-08.
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BE4Q173077347786: Turpis Nec I 11-04-2015
995 46
14-04-2016
-343.29
01-03-2015 -

a new processing area will open at the bottom of your screen. See below.

- Here you see the journal amount & date.
You can choose, in the drop down window, a predefined template to create your journal
with.
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Journal Templates:

Date: 04-11-2014 Description:

Transaction Information

Total

Difference

#| Reconcile

The template will populate the journal with a preview of what the journal will look like when
processed. Note that the template needs to be properly set up for the journal to balance. See an
example below:

Amount  -84542 GBP [‘chra Templates: ]
Date:  04-11-2014 Descriptien: | Cash Purchase 20%
A/C No. Account Transaction Information Debit Credit  Account Balance
5000 Direct Costs Direct Costs 704,52 350542
2130 nput VAT Charged VAT costs / Incoming VAT 140,90 701.08
1230 Petty Cash Petty Cash 245,42 -84542
Total 84542 84542
Difference 0,00

cees

Note: The date and amount cannot be changed, nor can the values or the accounts.

The reconcile box is pre-ticked so when you click OK, the journal is added to the list of
transactions to be processed. See below.

Note: You can only drag one new transaction at a time to the drop zone. Only drag a new
transaction over when you are ready with the previous one and it is in the journal list waiting to
be processed.

Journals:
Date Journal Templates Description Amount
04-11-2014 Cash Purchase 20% Cash Purchase 20% -84542
07-06-2014 Cagh Purchase 5% Cash Purchase 5% -736,90
20-08-2014 Cash Purchase 20% Cash Purchase 20% -656,28
- — - - i

If you cannot find a template that suits your needs, you can set up your own template.

Or you can choose Manual entry instead in the drop down list.

Journal Templates:

Description:

Furchase 20%
FMX0T - Cash Purchase 5%
FMX03 - Purchases Goods EU
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In this case you are sent to a new window where you are free to create your journal as you wish.
Here again the date and amount cannot be changed but you can choose what accounts are to be

used. See example below.

FORTNDOX

Journal Information

Amount:
Date:  18-07-2014

-331,58 }

Journal Type:

Description:

Transaction Information

Mauris nulla Integer urna Viva

7310
1230

Customer Entertainment

Petty Cash

331,58

33158
0,00

331,58 [ W
2358 [ W
O w

ox [ coee

Click on OK to continue. The Journal is then added to the list of transactions to be processed. See

below.

Journals:

Date

04-11-2014
07-06-2014
29-08-2014

Journal Templates
Cash Purchase 20%
Cach Purchase 5%
Cash Purchase 20%

Description

Cash Purchase 20%
Cash Purchase 5%
Cash Purchase 20%

Amount
84542
-736,90

656,28

(15-07-2012

Manual Entry

Mauris nulla Integer urna Vivamus

331,58

Process your Transactions

When all your transactions are listed, you still have the possibility to examine them and make a last

minute change of template. The manual journals cannot be edited and must be deleted.
Click on the transaction you want to examine to open the detailed view. See below.

The Reconcile box is ticked by default.
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Journals:
Date Journal Templates Description Amount
04-11-2014 Cash Purchase 20% Cash Purchase 20% -84542
07-06-2014 Cash Purchase 5% Cash Purchase 5% -736,90
25/8-2014 Cash Purchase 20% Cash Purchase 20% -656,28 \
Amount  -656,28 GBP Journal Templates: FNX06 - Cash Purchase 20% v
Date: 29-08-2014 Description: Cash Purchase 20%
S e A I BT
5000 Direct Costs Direct Costs 546,90 3 0
2130 T costs [ Incoming VAT 10038 669.56
1230 656.28 -656.28
Total 656,28 656,28
Difference 0.00
\_ el > | o= | o Y
18-07-2014 Manual Entry Mauris nulla Integer urna Vivamus -331,58
- — - - e om

When you are satisfied with the transaction in your list, click Process All to create Journals.

A banner will inform you how many journals have been processed.

Monica
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4 journals have been processed.
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These journals can now be found in the list under Accounting — Accounting — List.

The series they are posted on is determined by what is registered on the template used; for

manual journals it is the series marked for manual entry.

Monica
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New Journal Entry  Reconcile Account  Search Amount  Record Daily Sales  Accruals  Import Journals +  Banking »

Joumnal Type: [ Al v Period: E Go to Journal: |:|

SUPPLIER INVOICES ~ FURCHASE ORDERS  QUOTES  SALES ORDERS  CUSTOMER INVOICES  REGISTRY

1 accrual has not been carried out

Page 10f 1 (8 matches) Raws per page:[ 100 ¥

Journal Ref. Date Journal Type Description
AL 18-07-2014 General Mauris nulla Integer urna Vivamus
A3 29-08-2014 General Cash Purchase 2
A2 07-06-2014 ] Cash Purchase 5%
Al 04-11-2014 | Cash Purchase 20%
B1 15-10-2014 Customer Invoice Blue Steel (1)
3 02-12-2014 Supplier Invoice The Book Broker (2)



