Bank Statement Importing and Rule Matching (4.0.10.106)

Accredo allows you to Import your Bank Statements and match the Statement Lines with existing
transactions. It can also create transactions from Statement Lines based off user defined Rules.

Rules can be matched with statement lines to create AR Receipts, AP Payments, CB Withdrawals, CB
Deposits and CB Transfers. (note that Rules can only have one line of Analysis).

You can setup Rules from Maintain > CB > Rules List, but they are more likely to be setup on the fly
as you are reconciling your Bank Statements.

This topic covers

e Setting up your Cashbook for Statement Importing

e Importing the Statement file and matching transactions
e Creating Rules from Unmatched Statement Lines

e Applying the Rules to create reconciled transactions.

e Creating a one off transaction from a Statement.

Cashbook Setup
Maintain > CB > Bank Accounts > [Select Bank Account]

Account No You must enter your Bank Account Number with dashes between the segments

.:] CE Bank Account Maintenance - 00CHG - ABC GROUP LTD
[»] Select Bank Account 00CHQ ABC GROUP LTD

ECCDU”t| Qetailsl ﬁtatementsl Links | Memosl Ealanr_esl Graph | Tranzactions
Bank Code 00CHQ e

Incom
Account Mame ABC GROUP LTD

Expens
Account Mo 00-0000-0123456-00
Currency Code MNZD M
Alternate Account Mext
Web Address Categ
Comment Cate
G/L Account 9120.000 Inacti
Branch HO Stat
Depa



> Details Tab
Statement Importing
Statement Definition File: Browse to your banks definition file

Statement Import File: We recommend you type in the path to the folder you will be downloading
Statements to.

Match After Import: This option is turned on by default and means that for each Statement Line
imported, it checks for a matching transaction then it checks for a matching Rule.

Statement Definition File CBWestpac.pfi
Statement Import File C:‘ulccredn\Westpac‘uDDwnlnads‘-.l D
Match After Import

Electronic Payments Direct Debits

Transaction matching is decided upon as follows:

First Accredo looks in the unreconciled transactions for a match on Amount. Any that match on
amount are scored on the best match by matching on Date, Particulars, Reference, Other Party and
Comment. The transaction with the highest score is matched to the Statement Line. A blank
Reference is not considered a match.

Then Rule matching is applied (Rule matching is explained later).

After Matching has occurred, the Action field for each statement line shows the reconciliation status
of each item. These are:

Reconciled - one clear matching unreconciled transaction has been matched.

Ambiguous? - two or more unreconciled transactions match to the statement line or two or more
statement lines match to one transaction

Amount? - One or more unreconciled transactions match on amount only.

Withdrawal, Deposit, Transfer, Receipt or Payment - A rule has been matched to the line. The Rule
Type is displayed.

Rules? - Conflicting rules have been found.

Unmatched - No transactions match and no rules apply.



Statement Importing Step by Step Example

Note: If you wish to step through this example in a Demo Install using ABC Holdings Demo Data, go
to Maintain > CB > Rules List and delete the rules before going any further.

For a live system you must first download your Statement File from your Banking Software.
1. Ensure Automatic Payments have been posted

Tasks > CB > Post Automatic Payments — Select All

-
CB Post Automatic Payments ﬁ

Post Autornatic Payments?

-

| LA || EQuey || Xcance |

-

2. Tasks > CB > Bank Reconciliation > [Select Bank Account] > Click Insert

1

.‘] CE Bank Statements

Select Bank Account ﬂﬁa ABC

Period Selection All Periods

EC... Bank Account  Reference Status Last Statement

Insert (F4) |

Y




3. Click Import and browse to the Statement Import File you downloaded. Then press Ok

734 CB Bank Reconciliation EI @
Bank Code 00CHQ [~ [e]7]|@[E=| |ABCGROUP LTD NZD | ID
Last Statement Date 31/08/2014 Period Sep 2014
Opening Balance $321,74178|  Statement Date 30/09/2014
Reference 18 Closing Balance
Statement
» Particulars Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment Action Rule Analysis Co...
5
é{
&2
[—— 7] CB Statement Import L-:"El'g | |
pL 141,78 Rules To Appl Unmatched
'J @ Definition File Z\Saturnd00\Imports\CBImports\CBWestpa S
Unreconciled
s ot impotie |- e cesvome._owe . commen
m 1/08/2014  Lighting Supplie:
oK T i L Jol
B A Tiidings L [ « | [ Xconce ] ‘ 170972014
B BankFee §16.20 30/09/2014 Transaction Charges
EL A Willcox Drawings $3,000320 30/09/2014 Drawings
A.R. Roberts Salary §1,769.82 30/09/2014 Salary
G. Donaghue Salary §2,114.43 30/09/2014 Salary
5. Munroe Salary §1,769.82 30/09/2014 Salary
Print Close Re-open [ of Save ] [ ¥ Cancel ]
Created by on Modified by an

o




Automatic Matching with existing transactions is applied and the status of each Statement Line is

shown in the Action field.

In this example there are Reconciled and Unmatched lines only.

You may also see lines with an Action Type of Amount? where it only finds a match on the amount.
And\or Ambiguous? where it finds two or more possible matches. Refer to the Help for further
explanation, or see the Trouble Shooting section at the end of this example.

=] CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

Bank Code

00CHQ ABC GROUP LTD
Last Statement Date 31/08/2014 Period
Opening Balance §321,741.78 Statement Date

Reference 18| Closing Balance

» Particulars

NZD 1D
Sep 2014
30/08/2014
§311,897.16

Reference Other Party Debit/Cheque Credit/Depo... Date Balance Comment
A.R. Roberts Salary 51,769.82 30/09/2014  $316,920 41 Salary
G. Donaghue Salary 5211443 30/00/2014  $314,805.98 Salary
_ AKHoldings Rent 51,300.80 1/09/2014  §313,50518
= 5. Munroe Salary §1,769.82 30/09/2014 $311,735.36 Salary
g Eng ABC150 517,71 014 [8329,448.66 ~ug
HOLDI 550 $329,948.66 Debt
§329,947 16
Y es Trademe $329,897.16
& EELD | $31189716
B =] @ To Reconcile Rules To Apphy
» Particulars Reference Other Party Debit/Cheque Credit/Depo.. Date ¢ Comment
%: CASH 166233 Cash Purchases §56.95 1/09/2014 Lighting Supplies Ltd
{h
[
Print Close Re-open
Created by on

Modified by

Action
Reconciled
Reconciled
Reconciled
Reconciled
Unmatched
Unmatched
Unmatched
Unmatched
Unmatched

Unmatched

Rule Analysis Co...

= ol =

m

of Save

¥ Cancel

on




Next we can create Rules from Statement Lines for regularly occurring Transactions

Rules are used to interpret the type of Transaction and Analysis required.

All Match Fields in the Rule must be found on the Statement line in any of Particulars, Reference,
Other Party, or Comment for there to be match.

The Match does break on spaces, and wild cards * and ? can be used just like in filters. Text is not
case sensitive.

Some Examples are

Rule with Match 1 of Smith Bros will match to any Statement line where it finds the phrase Smith
Bros in any of Particulars, Other Party, Comment or Reference. Extra words found in the Statement
fields are ignored. So Match 1 of Smith Bros will still match to a Statement Line with Smith Bros Ltd
in one of the fields.

Rule with Match 1 of Smith Bros and Match 2 of John will match to a Statement Line where it finds
Smith Bros in one field and John in another. But it won’t match if it only finds Smith Bros

Rule with Match 1 of *IRD* will match to any Statement Line where it finds the text IRD anywhere
within a field



4. Creating a CB Withdrawal Rule

In this example we will select the first Unmatched Statement line which is for a Bank Charge and
click Add/Edit Rule and select CB Withdrawal

Bank Code 00CHQ

Last Statement Date
Opening Balance

Reference

=] CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

ABC GROUP LTD
31/08/2014|  Period
§321,741.78|  Statement Date

18| Closing Balance

Sep 2014
30/09/2014
§311,897.16

NH Tax

» Particulars Reference Other Party Debit/Cheque Credit/Depo... Date Balance Comment
Bank Fee 30/09/2014 $321,725.58 Transaction Charges
@ pad 30/09/2014 |§331,700.58 Monthly Charges
@ Westpac CRInt $89.45 014 1832179003 133.50 L
@ A Willcox Drawings §3,000.30 30/09/2014 $318,789.73 Drawings
A Teleco Sept 50 014 |8318,690.23 123456
Z‘ A.R. Roberts Salary 51,769.82 30/09/2014  $316,920 41 Salary
% G. Donoghue Salary 5211443 30/09/2014 $314,805.98 Salary
Y AK Holdings Rent 51,300.80 1/09/2014  §313,50518
;ﬁ S. Munroe Salary §1,769.82 30/09/2014 $311,735.36 Salary
CB Withdrgwal
CB Deposi 0 @ To Reconcile Rules To Apply
= CB Transfer
/ /| +
» AR Receipt Reference Other Party Debit/Cheque Credit/Depo Date Comment
§56.95 1/09/2014 Lighting Supplies Ltd
AP Payment
Print Close Re-open
Created by on

Modified by

Action
Reconciled
Unmatched
Unmatched
Reconciled
Unmatched
Reconciled
Reconciled
Reconciled
Reconciled

Unmatched

Rule Analysis Co... =

mn

[ of Save

] l ¥ Cancel

on




The CB Rules window opens with the fields populated from the Statement Line

Rule Type

Bank Code DOCH(

Match 1 Monthly Charges

| Match2 \Westpac

Match 3 |
Match 4 |
Branch Code  |HO

Department Code |SAL
Last Used

G5T Code

Modified b




Bank Code We will delete the Bank Code so that this Rule will apply to any Bank Account we
reconcile.

Match Fields We will leave the text in the Match fields as we know it does not change. This Rule will
match to any Statement Line with Westpac in one field and Monthly Charges in another.

Analysis Code We then need to select an Analysis code the transaction will be coded to.

Then Press Save

P "

=] CE Rules ][0 ]

Rule Type Withdrawal ID 0
Bank Code | ~[e8|v|@|Z][= ABCGROUPLTD
Match 1 Monthly Charges
Match 2 Westpac
Match 3
Match 4

Branch Code HO
Department Code |SAL

Last Used
w Analysis Code  Analysis Name G5T Code Marrat
@ BAME iBank Fees E

4 I I

I EEE Rules List J Save R I x Cancel

Created by Modified by

Cave fFQ'IL




The statement Line is automatically matched to the Rule and assigned an Action Type of
Withdrawal. The Rule Analysis Code for a CB Withdrawal Rule or CB Deposit Rule is always the CB

Analysis Code.

Bank Code

Opening Balance
Reference
Statement

» Particulars
Bank Fee

Last Statement Date

W CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

ABC GROUP LTD NZD | D
31/08/2014  Period Sep 2014
§321,741.78  Stotement Date 30/09/2014
18 Closing Balance $311,897.16
Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment
§16.20 30/09/2014  $321,725.58 Transaction Charges
§25.00 30/09/201¢ [§321,70058 Monthly Charges

c CRInt §321,790.03 1335 ss WH Tax
= A witcox Drawings §318,789.73 Drawings
5 Teleco Sept $318,690.23 123456
24 R Roberts Salary §316,920.41 Salary
8 G. Donoghue Salary 9314,805.98 Salary
i, AKHaldings Rent §313,505.18
X 5. Munroe Salar $311,735.36 Sala
& ry y

@ = @ Tao Reconcile Rules To Apply 1
Unreconciled
» Particulars Reference Other Party Debit/Cheque Credit/Depo... Date # Comment
e CASH 166338 Cach Purchases $56.95 170672014 Cighting Suppiies (td

Action
Reconciled
Withdrawal
Unmatched
Reconciled
Unmatched
Reconciled
Reconciled
Reconciled
Reconciled

Rule Analysis Co...

BANK

Unmatched

10



5. Creating an AP Payment Rule

These are useful for when a Creditor has a DD authority to take money from your Account.

We will select the Unmatched Statement line for Teleco and click Add/Edit Rule and select AP

Payment

Bank Code 0cHa
Last Statement Date
Opening Balance

Reference

» Particulars
Bank Fee
Vestpac
Westpac
= A Willeex
2
2V AR, Roberts
5 & Doneshus
AK Holdings
S Munroe

CB Withdrawal
CB Deposit
CB Iransfer

"i CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

ABC GROUP LTD

31/08/2014|  Period

$321,74178)  Statement Date
18| Closing Balance

Reference Other Party

CRInt
Drawings
Sept
Salary
Salary
Rent
Salary

-]

Reference Other Party

Sep 2014
30/09/2014
$311,39716

Debit/Cheque Credit/Depo...

§16.20

$25.00

$3,00030

$99.50
51,769.82
5211443
£1,300.80
51,769.82

To Reconcile

Debit/Cheque Credit/Depo...

Date
30/09/2014
114

30/09/2014
30/09,/2014
30/09/2014
30/09/2014
1/09/2014

30/09/2014

Balance Comment

Action

§321,725.58 Transaction Charges  Reconciled

$321,700.58 Monthly Charges

‘Withdrawal

$321,790.03 133.50 Less WH Tax Unmatched

$318,789.73 Drawings
$318690.23 123455
$316,920.41 Salary
$314,805.98 Salary
$313,505.18
$311,735.36 Salary

Rules To Apply 1

Date ¢/ Comment

AR Receipt

| AP ayment N [—

166239 Cash Purchases

356,95

1/08/2014 _ Lighting SuppliesLtd |

Reconciled
Unmatched
Reconciled
Reconciled
Reconciled
Reconciled

The CB Rules window opens with the fields populated from the Statement Line

Rule Analysis Co...

BANK

Unmatched 7

P

= CB Rules

Rule Type
Bank Code
Match 1
Match 2
Match 3
Match 4
Branch Code

Last Used

Creditor Code

Payment

()

]

D0CHQ) (v |ea|v|@|E|=| ABCGROUPLTD

Sept
123456

Teleco

HO

Department Code SAL

| EH Rules List

Created by

an

NZD

J Save

| | Xcance |

Modified by

an

11



Bank Code We will leave the Bank Code as we know that Creditor has a DD authority for this

Account only.

Match Fields We need to delete the text in any fields that may change next time the Creditor is

paid, so we will delete the text from Match 1 and Match 2. This Rule will match to any Statement
Line with Teleco in any of the fields.

Creditor Code We then need to select the Creditor Code the transaction will be entered against.

Then Press Save

=) CB Rules
Rule Type Payrment

Bank Code 00CHQ
Match 1

Match 2

Match 3 Teleco
Match 4

Branch Code HO
Department Code |SAL
Last Used

Creditor Code TELEC!

EEH Rules List

Created by

ID

ABC GROUP LTD

an

Maodified by

MNZD

=N =

J Save

3 Cancel

on

12



The Statement Line is automatically matched to the Rule and assigned an Action Type of Payment.

The Rule Analysis Code for an AP Payment Rule is always the Creditor Code

"i CE Bank Reconciliation - 00CHQ - ABC GROUP LTD

Bank Code 00CHQ ABC GROUP LTD NZD D
Last Statement Date 31/08/2014 Period Sep 2014
Opening Balance §321,741.78 Statement Date 30/09/2014
Reference 18 Closing Balance £311,897.16.
Statement
» Particulars Reference Other Party Debit/Cheque Credit/Depo..  Date Balance Comment
Bank Fee §16.20 30/09/2014  $321,725.58 Transaction Charges
e . 52 4 [§321,700.58 |ionhl
CRInt 0 4 §321,790.03133.5
Drawings §3,00030 30/09/2014  $318.780.73 Drawings
E Sept $9.50 30/09/2014 |§318,680.23 123156
2} AR Roberts Salary $1,760.82 30/09/2014  $316,920.41 Salary
i G Donoshue Salary 5211443 30/08/2014  §314,505.98 Salary
"4 A Holdings Rent $1,30080 1/09/2014  $313,505.18
& 5 Munroe Salary 5176952 30/09/2014  $311,735.36 Salary
B B 5] To Reconcile Rules To Apply
Unreconciled
3> Particulars Reference Other Party Debit/Cheque Credit/Depo.. Date # Comment
[ 86355 Cash Burchases 545 70873614~ Cighting Suppiies Ltd

£

Action
Reconciled
Withdrawal
Unmatched
Reconciled
Payment
Reconciled
Reconciled
Reconciled
Reconciled

Rule Analysis Co...

BANK

TELECO

Unmatched

13



6. Creating an AR Receipt Rule

We will select the Unmatched Statement line for Asheng Eng and click Add/Edit Rule and select AR
Receipt

) CB Bank Recenciliation - 00CHQ - ABC GROUP LTD ==
Bank Code 00CHQ ABC GROUP LTD NZD D
Last Statement Date 31/08/2014  Period Sep 2014
Opening Balance 32174178 Statement Date 20/09/2014)
Reference 18 Closing Balance $311,897.16
Statement
» Particulars Reference Other Party Debit/Cheque Credit/Depo... Balance Comment Action Rule Analysis Co...
Teleco Sept 599.50 0/00/2014 [$318,690.23 122456 Payment TELECO
AR Roberts Salary $1,769.82 $316,920.41 Salary Reconciled
G. Donoghue Salary $2114.43 $314,805.98 Salary Reconciled
AK Holdings Rent $1,300.80 $313,505.18 Reconciled
a5 Munroe Salary $1,769.82 $311,735.36 Salary Reconciled
24 JAsheng End] ABCL50 7 $329,448.66 ~ug Unmatched
mith HOLDIN... $329,948.66 Dbt Unmatched
hq Duty $329,947.16 Unmatched
P A Rhodes Trademe $329,897.16 173456789 Unmatched
CE Withdrawal
CB Deposit =] @ To Reconcile Rules To Apply 2 Unmatched 6
\
Y cBTmnster =
2 Reference Other Party Debit/Cheque Credit/Depo... Date / Comment
L 166338 Cash Purchases $56.95 1/03/2014 " Lighting Supplies Lid
% AP Payment
-

14



The CB Rules window opens with the fields populated from the Statement Line

ReType  [Recapt | p [0

BankCode (I8  [-[&[v]@[df=) Meceroveio | N |
Match 1

|
Match 2 |
|
|

Match 3 |Asheng Eng
Match 4 |

Branch Code  HO |
Department Code |SAL |

v
— I

%RLI.IEL-ISI

Maodified b

15



Bank Code We will leave the Bank Code as we know that Customers only ever pay into this account.

Match Fields We need to delete the text in any fields that may change the next time the Customer
pays, so we will delete the text from Match 1 and Match 2 and we will remove Eng from Match 3.
This Rule will match to any Statement Line with Asheng in any of the fields.

Customer Code We then need to select the Customer Code the transaction will entered against.

Then Press Save

7 CBRules [= ] E ]

\El Rule Type Receipt D 0

Bank Code 00CHQ ABC GROUP LTD NZD
Match 1

Match 2

Match 3 Asheng|

Match 4

Branch Code HO

Department Code |SAL

Last Used

Customer Code | ASHEMNG Asheng Engineering Ltd

EEH Rules List | fsave | [ X Cancel

Created by an Modified by on

16



The Statement Line is automatically matched to the Rule and assigned an Action Type of Receipt.
The Rule Analysis Code for an AR Receipt Rule is always the Customer Code

") CB Bank Reconciliation - 00CHQ - ABC GROUP LTD. ==
Bank Code 00CHG ABC GROUP LTD NZD |
Last Statement Date 31/08/2014  Period Sep 2014
Opening Balance §321,741.78)  Statement Date 30/09/2014
Reference 18 Closing Balance §311,07.16
» Particulars Reference Other Party Debit/Cheque Credit/Depo..  Date Balance Comment Action Rule Analysis Co..
Teleco Sept $99.50 20/00/2014 |$318,68023 123456 Payment TELECO
5} AR Roberts Salary §1,769.82 30/09/2014  $316,920.41 Salary Reconciled
G. Donoghue Salary 211443 30/09/2014  $314,805.98 Salary Reconciled
[ AKHoldings Rent §1,300.80 1/09/2014  §313,50518 Reconciled
ap S Munroe Salary §1,769.82 30/09/2014  $311,735.36 Salary Reconciled
24 |asheng Endg] ABC150 §329,448,66 /g Receipt ASHENG
Smith HOLDIN... $329,948,66 D<bt Unmatched
& CraDu 5150 §220,047.16 Unmatched
& 7~ Rhodes Trademe 550.00 $320,897.16 122456759 Unmatched
B =] @ To Reconcile Rules To Apply 3 Unmatched 5
» Particulars Reference Other Party Debit/Cheque Credit/Depo... Date / Comment

CASH 166239 Cash Purchases $56.95 1/09/2014  Lighting Supplies Ltd

Tip: You could notify Customers of your Banking Requirements on the bottom of your Invoices
and\or Statements.

For Example
Particulars Customer Code
Code Other Party Code

Reference Customer Comment



7. Creating a CB Withdrawal Rule and Using Wildcards

You can use wildcards in match fields to match on exact blocks of text within a field.

We will select the Unmatched Statement line for the Tax Payment and click Add/Edit Rule and select

CB Withdrawal

Bank Code 00CHQ
Last Statement Date
Opening Balance
Reference

Statement

’i CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

ABC GROUP LTD

31/08/2014  Period
$321,741.78)  Statement Date
18 Closing Balance

Sep 2014

30/09/2014
§311,897.16

» Particulars Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment
AR Roberts Salary §1,769.82 30/09/2014 531692041 Salary
% 6. Donoghue Salary 8211443 30/09/2014  $314,805.98 Salary
AK Holdings Rent $1,300.80 1/09/2014  $313,505.18
= . Munroe Salary $1,769.82 30/09/2014  §311,735.36 Salary
'y Asheng Eng ABCL50 $329,448.66 /.0
24 Smith HOLDIN... §329,948.66 D cbt
Chq Duty §320,047.16
% P ARh 3 Trademe 4 §329,897.16 12345
& DEL $18,00000 30/09/2014 |§311,80706 999-029-999TAX INC ..
CB Withdrawal
CB Deposit =] To Recencile Rules To Apply 3
g CB Transfer
Reference Other Party Debit/Cheque Credit/Depo... Date 7 Comment
166239 Cash Purchases $56.95 1/09/2014 Lighting Supplies Ltd

Action
Reconciled
Reconciled
Reconciled
Reconciled
Receipt
Unmatched
Unmatched
Unmatched
Unmatched

Rule Analysis Co...

ASHENG

Unmatched

g

18



The CB Rules window opens with the fields populated from the Statement Line

Rule Type

Bank Code DOCH(

Match 1 1999-999-999TAX INC 31/03/

&) Match2 2015LR.D

Match 3 |
Match 4 |
Branch Code  |HO

Department Code |SAL
Last Used

Modified b

19



Bank Code We will leave the Bank Code in as Tax is only ever paid from this account

Match Fields We know that TAX INC is always Income Tax, so we need to remove all the other text
from Match 1 and Match 2 as that will change, and put Wildcards around TAX INC. ie *TAX INC* .
This Rule will match to any Statement line where the exact phrase Tax Inc is found within any field

Analysis Code We then need to select an Analysis code the transaction will be coded to.

Then Press Save

") CBRules
; Rule Type

Bank Code
Match 1

Match 2

Match 3

Match 4

Branch Code
Department Code
Last Used

s Analysis Code

PTAX
L

Withdrawal

00CHQ
TAXINC*

HO
SAL

Analysis Mame
Provisional Tax

EFH Rules List

Created by

[E=E(E=E=<=
D 0
ABC GROUP LTD NZD
G5T Code Marration
E (=
[ J Save ] | K Cancel
on Muodified by an

20



The Statement Line is automatically matched to the Rule and assigned an Action Type of
Withdrawal and the Rule Analysis Code is the CB Analysis Code

7] CB Bank Reconciliation - 00CHQ - ABC GROUP LTD
Bank Code toCHQ ABC GROUP LTD
Last Statement Date 31/08/2014) Period
Opening Balance $321,741.78 Statement Date
Reference 18| Closing Balance
» Particulars Reference Other Party
AR Roberts Salary
6. Donoghue Salary
_ AKHoldings Rent
= 5. Munroe Salary
4} “ahens Eng ABCLS0
& s HOLDIN...
Trademe
B -]

NZD DD
Sep 2014
30/09/2014
$311,897.16

Debit/Cheque Credit/Depo..  Date
§1,769.82
211443
$1,300.80
§1,769.82

$§18,000.00

30/09/2014

To Recencile

Balance Comment Action
$316,92041 Salary Reconciled
§314,805.98 Salary Reconciled
$313505.18 Reconciled
§311,735.36 Salary Reconciled
$320448.66 ~ug Receipt
§320948,66 D<bt Unmatched
$329947.16 Unmatched
§320,807.16 17345 Unmatched

§311,897.16 999-099-099TAX INC ... Withdrawal

Rules To Apply 4

Rule Analysis Co...

ASHENG

PTAX

Unmatched

8. Add other Rules for all regularly occurring transactions from your Statement Lines.

In this example, | have added the following

AR Receipt Rule for SMITH

CB withdrawal Rule for the Chq Duty

5 Particulars Reference Other Party Debit/Cheque Credit/Depo... Date Comment ¥
CASH 166239 Cash Purchases $56.95 14 Lighting Supplies Ltd

CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

ank Code 00CHQ ABC GROUP LTD NZD | DD

Last Statement Date IL/08/2018  Period Sep 2014

Opening Balance §321,74178  Statement Date 30/09/2014

Reference 18 Closing Balance $311,897.16

» Particulars Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment Action

A, Willcox Drawings §3,000.30 §318,789.73 Drawings Reconciled

Teleco Sept $318/600.23 123456 Payment
|§ AR.Roberts Salary §316,92041 Salary Reconciled
5= G.Donoghue Salary $314,805.98 Salary Reconciled
ap AK Holdings Rent §313,505.18 Reconciled
2} 5 Munroe Salary $311,735.36 Salary Reconciled
N Asheng Eng ABCL50 §17,713.3 §329,448.66 /U Receipt
/& Smith HOLDIN... $500.00 4 $329,948.66 Debt Receipt
& Chaduy $1.50 30/09/201¢ |$329,947.16 Withdrawal
B B =] @ To Reconcile Rules To Apply 6

5 Particulars Reference Other Party Debit/Cheque Credit/Depo.. Date / Comment
lg CASH 166239 Cash Purchases £56.95 1/09/2014 Lighting Supplies Ltd §

VN s WY

™ aneas -

(==

Rule Analysis Co..

TELECO

ASHENG
SMITH
BANK

Unmatched 2

21



9. Apply Rules

Once you have finished entering Rules for all regularly occurring transactions, Click Apply Rules to

create the transactions from the Rules.

"l CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

Bank Code 00CHQ ABC GROUP LTD NZD D
Last Statement Date 31/08/2014)  Peried Sep 2014
Opening Balance £321,74178|  Statement Date 30/09/2014
Reference 18| Closing Balance $311,89716
Particulars Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment Action Rule Analysis Co...
A Willeox Drawings £3,000.30 30/09/2014  $318,789.73 Drawings Recenciled
Teleco Sept $99.50 20/09/2014 | §318,690.23 123456 Payment TELECO
AR Roberts Salary £1,769.82 30/09/2014  $316,920.41 Salary Recenciled
E SDanaghne Salary 211443 30/09/2014  $314,805.98 Salary Recenciled
a1 AKHoldings Rent §1,300.80 1/09/2014  $313,505.18 Reconciled
Iif S. Munroe Salary §1,769.82 30/09/2014  §311,735.36 Salary Reconciled
Asheng Eng ABC150 014 |$329,448.66 ~uig Receipt ASHENG
& i HOLDIN... 014 |$329,948.66 Debt Receipt SMITH 4
'y [Chq Duty §1.50 014 |§329,947.16 Withdrawal BANK 1
B B 1= ] To Recencile Rules To Apply & Unmatched
e CHLCEE Apply Rules (Ctrl+A) = = (
» Particulars Reference Other Party Debit/Cheque Credit/Depe...  Date  / Comment

CAsH $56.95

=
B
118

If you have Open Item Customers or Creditors that Rules are applied to, you will be prompted to

Allocate.

You can choose to Allocate or just press Save to allocate later. In this example we will Allocate, then

Save for each Transaction, as shown below.

"i AP Allocate Transactions - TELECO - The Telephone Company Ltd

Select Creditor a

Date Period

Credits

» Type
Payment

TELECO
30/08/2014

Date  Reference

30/09/2014

§99.50

Date
17/08/2014
18/008/2014

Reference
4781
4988

bl T‘:’;pe
|| Invoice

|Z] Invoice

Al
a

§312.89
5265.47

Amcount  Qutstanding

Amount  Outstanding

$213.39 K|
$265.47

E=N(ECH =

The Telephone Company Ltd MNZD

Sep 2014

Dizcount

50.00

Balance to Allocate

Discount Hold

Allocate

| fsae | | X cCancel |
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Select Customer ﬂg

Date  Reference Amount Duistandlng Allocate

Balance to Allocate _

Reference Amount  Qutstanding Allocate
k388887

§435.63

56,987.25

$6,401.55

SelectCustomer  SMITH |~ |12 [@[E[=)

Cwmme e

E 1=
.— Credits
ate  Reference Amount  Outstanding

H Rept DSR4 HODNGS.  S0E0 T

Balance to Allocate _

Date  Reference Amount  Outstanding Allocate
[7] Ivoice  31/08/2014 10039  §308514 825851450000 [
Invoice  7/09/2014 10098 668839  $668839

o 2 B < ) [y o

;
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The Statement Lines the Rules were applied to now show an Action status of Reconciled.

.'] CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

Bank Code 00CHQ ABC GROUP LTD NZD | D

Last Statement Date 31/08/2014|  Period Sep 2014

Opening Balance 532174178 Statement Date 30/09/2014

Reference 18| Closing Balance $311,897.16

» Particulars Reference Other Party Debit/Cheque Credit/Depo..  Date Balance Comment Action Rule Analysis Co...

e §16.20 30/09/2014  $321,725.58 Transaction Charges  Reconciled

= Westpac §25.00 30/09/2014  §321,700.58 Monthly Charges Reconciled

Westpac CRInt 58945 20/09/2014 |§321,790.03133.50 Less WH Tax  Unmatehed
A, Willcox Drawings $3,000.30 30/09/2014  §318,789.73 Drawings Reconciled
TELECO Sept The Telephone Company $99.50 30/09/2014  $318,690.23 123456 Teleco Reconciled
AR Roberts Salary 51,769.82 30/09/2014  $316,920.41 Salary Reconciled

[ 6. Donoghue Salary 211443 30/09/2014  $314,805.98 Salary Reconciled

4] AKHoldings Rent $1,300.80 1/09/2014  $313,505.18 Reconciled

B S. Munroe Salary $1,769.82 30/09/2014  $311,735.36 Salary Reconciled
Asheng Eng ABC150 Asheng Engineering Ltd §17,713.30 20/09/2014 $329,448.66 Aug Reconciled
Smith HOLDIN... Smith & Son $50000 20/09/2014 $329,943.66 Debt Reconciled

/&, Cha Duty §1.50 30/09/2018  $329.947.16 Reconciled

& P A Rhodes Trademe §50.00 0/02/2014 [§320,88716 123 Unmatched
20151R.D 518,000.00 30/09/2014  $311,897.16 999-999-999TAX INC ... Reconciled

B B 5] @ To Reconcile Rules To Apply Unmatched 2
» Particulars Reference Other Party Debit/Cheque Credit/Depo... Date / Comment
= CASH 166238 Cash Purchases 5695 170572014 Lighting Supplies Ltd ¢

10. Insert Transactions

Any Unmatched items that are not for regularly occurring transactions or those that need more than
one line of analysis can be turned into Transactions.

We will select the Unmatched Statement line for the Westpac Credit Interest and click Insert and
select CB Deposit

As it requires two lines of Analysis we must create a Transaction rather than a Rule.

"i CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

Bank Code 00CHQ ABC GROUP LTD NZD 1D
Last Statement Date 31/08/2014  Period Sep 2014
Opening Balance $321,74178  Statement Date 30/09/2014
Reference 18 Closing Balance $311,89746
3 Particulars Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment Action Rule Analysis Co...
T $16.20 30/09/2014  $321,725.58 Transaction Charges  Reconciled
= \——“h_‘ $25.00 30/09/2014  $321,700.58 Monthly Charges Reconciled
£ CB Transfer CRInt §59.45 30/09/2014 §321,780.03133.50 Less WH Tax  Unmatched
[~ AREeceipt Drawings $3,00030 30/09/2014  $318,789.73 Drawings Reconciled
= AP Payment Sept The Telephone Company 59950 30/09/2014  $318,690.23 123456 Teleco Reconciled
. e Salary $1,760.82 30/09/2014  $316,92041 Salary Reconciled
Salary §2114.43 30/09/2014  $314,805.98 Salary Reconciled
£] AK Holdings Rent 51,300.80 1/09/2014  $313,50518 Reconciled
i 5 Munioe Salary §1,760.82 30/09/2014  $311,735.36 Salary Reconciled
Asheng Eng ABCL50 Asheng Engineering Ltd $17,713.30 20/09/2014  $329,448.66 Aug Reconciled
BR smith HOLDIN... Smith & Son $500.00 20/09/2014 $320,948.66 Debt Reconciled
/&, Cha Duty 5150 30/09/2014 32994716 Reconciled

& P A Rhodes Trademe £50.00 014 [§329,897.16 123456739 Unmatched
2015LR.D $18,000, 30/09/2014  $311,897.16 999-999-999TAX INC ... Reconciled
B [ ] @ To Reconcile Rules To Apply Unmatched 2

5 Particulars Reference Other Party Debit/Cheque Credit/Depo... Date / Comment
SH 166333 Cash 556 1/09/2014 _Lighting Su d
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The CB Transactions window opens with the fields populated from the Statement Line. In this
example we need to select the Code for Interest and change the Amount to reflect the full Amount

of Interest before tax as shown in the Comment field. Then we need select the Code for

Withholding Tax on the next dissection line and use the Balance Allocation button to have Accredo

work out the Amount for that line.

"] CB Transactions - 00CHQ - ABC GROUP LTD =N ==
Period Sep 2014 Deposit ]
Transaction| Links | Memos|
Bank Code 00CHQ |@|F|=| |ABC GROUPLTD NZD
Date 30,/09/2014 Statement Ref
Reference CRInt
Particulars Westpac Rate Type FIN
Comment 133.50 Less WH Tax Exchange Rate 1.0000
Other Party Base Amount §89.45
Amount $89.45 Bank Balance $311,800.76
» Code Analysis Name GST Co... Amount G5T  Inclusive Branch Dept  Narration Period
INT Interest E $133.50 §13350 HO SAL
=T [= [ ] [=)x Paid E HO SAL
Balance analysis (Ctr|+:)i
GST Incl. Balance to Analyse -544.05
[ J Save ] [ ¥ Cancel ]
Created by an Maodified by an
Then press Save.
The Statement Line becomes a reconciled Transaction. The Action Type is Reconciled
5 CB Bank Reconciliation - 00CHQ - ABC GROUP LTD |E||E||A
Bank Code 00CHQ ABC GROUP LTD NZD | 1D
Last Statement Date 31/08/2014  Period Sep 2014
Opening Balance $321,74178  Statement Date 30/09/2014
Reference 18| Closing Balance 5311,897.16
3> Particulars Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment Action Rule Analysis Co
Bank Fee 516.20 30/09/2014  §321,725.58 Transaction Charges  Reconciled
= Westpac $25.00 30/09/2014  $321,700 58 Monthly Charges Reconciled
[ Westpac CRInt $89.45 30/00/2014 $321,790.0313350 LessWH Tax  Reconciled
[ A Willcox Drawings §3,000.30 30/08/2014  $318,789.73 Drawings Reconciled
TELECO Sept The Telephone Company 599.50 30/09/2014  §318,690.23 123456 Teleco Reconciled
AR, Roberts Salary §1,769.82 30/08/2014  $316,92041 Salary Reconciled
[ 6. Donoghue Salary §2114.03 30/09/2014  $314,805 98 Salary Reconciled
4] AKHoldings Rent §1,300.80 1/09/2014  $313,50518 Reconciled
g, BN Salary §1,760.82 30/09/2014  $311,735.36 Salary Reconciled
Asheng Eng ABCI50 Asheng Engineering Ltd $17,713.30 20/09/2014  $329,448.66 Aug Reconciled
Smith HOLDIN... Smith & Son §50000 20/09/2014 $329,948.66 Debt Reconciled
/&, Cha Duty §150 30/09/2014  $329,947.16 Reconciled
« P A Rhodes Trademe 550.00 10/08/2014 |$320,897.16 123 Unmatched
2015IR.D §18,000.00 $311,897,16 999-099-999TAX INC ... Recopciled
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We will select the next Unmatched Statement line for P A Rhodes that we recognise as a one off
payment and click Insert and select CB Withdrawal.

Last Statement Date 31/08/2014)  Period Sep 2014
Opening Balance $321,74178|  Statement Date 30/09/2014
Reference 18| Closing Balance $311,897.16

Statement
» Particulars Reference Other Party Debit/Cheque Credit/Depo...

CB Transfer
AR Receipt
AP Payment

Unmatched line

Unreconciled
5 Particulars Reference Other Party Debit/Cheque Credit/Depo...

Date / Comment

532004716
30/09/2014 [$328/89746 123456732
| 30/09/2008
& E - ® Toreconcie [ R Toapy [

The CB Transactions window opens with the fields populated from the Statement Line

Select the Code then press Save.

oSl e D

ransaction| Links | Memos

166239 Cash Purchases $56, 170872014 ighting Supplies Ltd

Bank Code

Date Staternent Ref
Reference m‘

Particulars P A Rhodes Rate Type
Comment 123456789 Exchange Rate
Other Party Base Amount

e ) sk Bnc

< Pas Printing & Stationery I (*] 434808652 s000HO  sAL

GSTIndl.

& Code Analysis Name GST Co... Amount GST  Inclusive Branch Dept  Narration
|o

Period

26



The Statement Line becomes a reconciled Transaction. The Action Type is Reconciled

mwcu W@ mceowm a0

Last Statement Date 31/08/2014  Period Sep 2014
Opening Balance §321,741.78)  Statement Date 30/09,/2014
Reference 18|  Closing Balance §311,897.16

— Statement

» Particulars Reference Other Pa i Rule Analysis Co...

o B - * Tetacnce [ i Tosemy [ e
~ Unreconciled

¥ Particulars Reference Other Par Debit/Cheque Credit/Depo..  Date 7 Comment

CASH 166239 Cash Purchases $56.95 1/09/2014 _ Lighting Supplies Ltd

\}W;‘fw
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The Statement can now be closed as there are no longer any Unmatched items or Rules to Apply.

The Opening Balance must equal the Closing Balance of the last Closed Statement and the Last
Statement Date must equal the Statement Date of the Last Closed Statement.

Press Close to close the Statement

r‘ CB Bank Reconciliation - 00CHQ - ABC GROUP LTD

Bank Code 00CHQ ABC GROUP LTD MZD 1D
Last Statement Date 31/08/2014 Period Sep 2014
Opening Balance 32174178 Statement Date 30/09/2014
Reference 18 Closing Balance §311,897.16
» Particulars Reference Other Party Debit/Cheque Credit/Depo...  Date Balance Comment
Bank Fee §16.20 30/09/2014 $321,725.58 Transaction Charges
5 \Westpac 525.00 30/09/2014  $321,700.58 Monthly Charges
Westpac CRInt 589.45 30/09/2014 $321,790.03133.50 Less WH Tax
@ A, Willcox Drawings $3,000.30 30/09/2014 $318,789.73 Drawings
TELECO Sept The Telephone Company 589.50 30/09/2014  $318,690.23 123456 Teleco
AR. Roberts Salary §1,769.82 30/09/2014  §316,920.41 Salary
G. Doncghue Salary §2,114.43 30/09/2014  $314,805.98 Salary
%‘ AK Holdings Rent §1,300.30 1/09/2014  $313,505.18
M& 5. Munroe Salary §1,769.82 30/09/2014  $311,735.36 Salary
Asheng Eng ABC150 Asheng Engineering Ltd §17,71330 20/09/2014 $329,448.66 Aug
Smith HOLDIN... Smith & Son §500.00 20/09/2014 $329,943.66 Debt
§1.50 30/09/2014 $329,947.16
Trademe $50.00 30/09/2014 §329,897.16 123456789
518,000.00 30/08/2014  §311,897.16 999-999-999TAX INC ...
B = ] @ To Reconcile Rules To Apply
» Particulars Reference Other Party Debit/Cheque Credit/Depa.. Date ¢ Comment
% CASH 166239 Cash Purchases §56.95 1/09/2014 Lighting Supplies Ltd
Print Re-open
Created by on Madified by

Action

Reconciled
Reconciled
Reconciled
Reconciled
Reconciled
Reconciled
Recenciled
Reconciled
Reconciled
Reconciled
Reconciled
Reconciled
Reconciled
Reconciled

Rule Analysis Co...

Unmatched

[ ofsave

| [ %€ concel

on
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Reconciling Next Time

1. Import your Statement - Transactions and Rules are matched
2. Create other Rules for regularly occurring Transactions from your Statement Lines.
3. Check the Action Type and Rule Analysis Code for all lines on your Statement Grid.

For Action Types: Withdrawal, Deposit, Receipt, Payment check the Action Type and
Analysis code for matched Statement Line. You may need to Edit Rules or Unmatch for some
Statement Lines if the Rules do not relate to the Statement Lines.

For Action Types: Ambiguous? and Amount? Lines must be manually matched.
For Action Type: Rules? Insert from a Selected Rule.

4. Click Apply Rules to create Reconciled Transactions.

5. Create any one off Transactions from Unmatched Statement Lines.

6. Close your statement.
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TroubleShooting

Q: I've imported my Statement and found a Rule has been matched to a Statement Line that it
does not relate to.

A: Select the Line and click the Unmatch button. The statement line is now Unmatched so you can
create a Transaction or a Rule.

Q: A Rule has been matched to a Statement Line where the wrong Analysis Code has been used.

A: Select the Line and click Add\Edit Rule. Then Change the Analysis Code and save. The Statement
Line will now show the new Code.

Q: A Rule has been matched to a Statement Line where the wrong Action Type (and Analysis Code)
has been used. For example a Deposit has been matched to a Receipt.

A: Rule Types cannot be edited. Select the Line and click the Unmatch button. The Statement Line is
now Unmatched so you can create a Transaction or a Rule.

Q: 1 wanted to insert a Transaction so clicked on a Statement Line and clicked Insert and it said
Insert From Rule or Unmatched?

A: A Rule has been applied to line.

If you want to apply the Rule, select Insert from Rule. A reconciled Transaction is created from the
Statement Line.

Or if you need to Unmatch the Rule, Press Escape and then click the Unmatch Rule button. The
Statement Line is now Unmatched so you can create a Transaction.

Q: A Statement Line Action shows 'Rules?’

A: One or more Rules Match (the Rules could have a different Rule Type or Analysis Code) Click
Insert > Insert from Rule and choose the desired Rule. This will create a Reconciled Transaction
based off the Rule.
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Q: A Statement Line Action shows ’Amount?’

A: There is Unreconciled Transaction in the lower Grid where the Amount is the same as this
Statement Line, but the other fields are different. If this is correct Transaction to reconcile, select the
Transaction from the lower grid and click the ‘Match Up’ button. The Transaction is Reconciled.

If the Statement Line represents a different Transaction, you can create a Transaction or a Rule.

Q: A Statement Line Action shows ‘Ambiguous?’

A: There are more than one Statement Lines that could match to an Unreconciled Transaction, or
there is a Statement Line that could match to more than one Unreconciled Transactions.

If there are more than one Statement Lines for the same value that say Ambiguous?, select one of
them, then select the Unreconciled Transaction it relates to and click the Match Up button. The
Transaction will move to the Statement Grid and be marked as Reconciled. Then Click the Match All
button to clear (Unmatch) the other Ambiguous Statement Lines that could have matched.

If there is one Statement Line that says Ambiguous, and more than one Unreconciled Transactions
for the same value, select the desired Unreconciled Transaction and click the Match Up button. The
Transaction will move to the top grid and be marked as Reconciled.
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