Exact General Ledger Setup and
Operation

In order to set up the General Ledger in EXACT you need to have already decided on how you want to
operate your ledger and the format that the codes for the ledger accounts will use.

To help you with this choice, EXACT allows you to choose the format of the account codes.
These formats are known as “Masks” and occur for any accounts where there are codes, for example,
Debtors, Suppliers, Stock and General Ledger.

PLEASE NOTE THAT YOU WILL NEED TO BE LOGGED IN TO EXACT AS THE SYSTEM MANAGER IN ORDER
TO MAKE THE FOLLOWING MODIFICATIONS TO YOUR SYSTEM.

MASKS
The following shows an example of how masks may be selected:

A segment is one of: A = Alpha-Mumeric Character

2 = Numeric Character

M = Morphing (Alpha-numeric OF Mumeric depending on first character)
Segments are separated by a "." (full stop)

The number of characters also determines the length of the segment.

Examples:
Aphh 993 = 4 Alpha-rmmeric characters followed by a 3 digit number
2932_.9333 = 4 digit rnumber segment followed by ancother 4 digit number
Ab_A939 = E digit alpha-manber segment followed by mixed code begimning with alpha
and padded ramerically to 4 characters
M. 239 = 3 digit f{alpha-nuameric OF numeric segment plus £ digit numeric)

In other words, if you are, for example, migrating your accounts from another accounting package, such
as “Pastel”, your account codes would have been in the form 999.999 or 9999.9999, depending on the
version of “Pastel”.

You may, however, decide you do not want to use numbers only for your accounts because they are
unintelligible and difficult to remember, so you may decide to use a format of AAA.AAA, which would
allow you to enter letters instead of numbers.

On the other hand, you may wish to use a mixture of alpha and numeric characters, in which case you
may select MMMM.MMM or something similar.

The characters before the dot are usually used to determine the main account, and you may have sub-
accounts that are associated with a “Header” account.
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A header account usually has the format XXX.* or XXXX.* where the X’s determine the base account.
Thus you may have, for example:

VAT.* - The VAT control account

VAT.001 - VAT Input

VAT.002 — VAT Output, etc..In the example above, the VAT.* account is the “Header” and will produce
on consolidated reports, a figure that will represent the sum total of all of the sub accounts that start
with VAT.

This makes it easy to see, for example what your total VAT liability is at any given time.

Once you have decided how your ledger accounts should be coded and what accounts you require for
your business you should firstly go to [System Control][Maintenance][Allocations] and set up the Mask
structure in the relevant fields for this purpose. You may ignore any other allocations for the moment

because you have not yet entered your General Ledger accounts.

You may now may start to enter the accounts information.

To do this go to [General Ledger][Maintenance][Accounts] and click on the + to enter a new account.
You will see a screen similar to this:

ACCOUNT

Locate | H|“| | | +‘_| |\/|X|("| iJ

Account Mame

Current Balance

Tranzactions ] F'eriodsl Budgst ]Periods [LastYear] Setup ]
Account Type Conzolidate into Balance Sheet Total

| Operating Expenses :_J l_ -

IncludesExclude Postings to this Account from Sales
Rep's Commizzion Report

[ Tick To Exclude

[~ MoYAT On Postings To This Account
Fram Sales Or Purchazes

[~ #ccount Accepts Postings Fram Taw Rate for Direct Papments In GAL
[~ Sales * 1400%

r £
[ Contributes Ta Turnover He

[~ Purchasing

Sales to export accounts are redirected o

Locate
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Using the [Setup] tag, you should give the account a Code, under the field [Account] and a Name, in the
field provided.

You then need to select the type of account from the drop-down list by clicking on the E]

You will see a list like this:

Current Azsets ~
Fixed dzzetz

Cash Account

E quity

Other Income

Long-Term Liability

Short-Term Liability

Loans

Purchazes

Revenus

Adminiztrative Expenzes

Finance Charges
[perating E xpenzes

Production Expenses
Take-on oot

You may select the type of account from this screen.

You may also use this screen to determine whether or not to include anything posted to this account
from Sales Representatives’ commission.

Use this screen to tell the system whether or not to allow this ledger account to accept postings from
sales (Invoicing) or Purchases (Purchase Orders) and whether or not postings to this account should
contribute to turnover.

Set the VAT rate to be used when posting directly to this account from the General Ledger.

Once all of the relevant data has been entered, remember to click on the ﬂ to save your data.

Once you have set up all of your accounts you should now ensure that the ledger account allocations are
set up correctly.

ALLOCATIONS
To do this, from the Main Menu go to [System Control][Maintenance][Allocations]

On the [Sales] tag you will see something similar to the following:
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All Changes are stored on exit of the data entry field

Masks: |

Sales | Puchases | Inventory | Ledger | Numbering |

~ Allocated To - [Chlclick toelear) 7 Wariouz

Diebtors Contral | DB Leioes Mas

Sales | W
Trade discount | I—
GALFeightow | [FRO
WAT Dutput | IW Debtors’ Code Mask. I— fdest Number|—1
POS Receipts | W Reps' Code Mask W
Settlement Dizcount | ID.&‘-.L— Area Code Mazk |MMMM

Tax on dizc. allowed | I\-".-’-‘«T.EIEIE
Cazh Rounding | I

Using the various tags within this section (i.e. [Sales][Purchases][Inventory][Ledger][Numbering]), you
must insert the correct ledger accounts for the indicated types.

UNLESS THIS IS DONE PROPERLY, THE SYSTEM MAY NOT FUNCTION CORRECTLY.

IF YOU WANT TO USE EXACT’S EXCELLENT VAT REPORTING FACILITIES YOU SHOULD STUDY THE
INFORMATION IN THE ADDITIONAL MANUAL VAT in EXACT 2007&2008.pdf THAT MAY BE ACCESSED AT
http://www.technisoft-online.com/Pages/LetterMenu.htm

FURTHER SETUP
Once you have set up the General Ledger chart of accounts as shown above, there are a couple of other
setup tasks to perform before taking on your opening balances and operating the accounting system.

First, return to [System Control] and go to [Global Settings]
Click on the [Ledger] tab.

You will see a screen like this:
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SYSTEM CONTROL

Compan_l,ll Fi¥eled Heceivable] Acc Payable  Ledger | Date handling] Stock ] Cloging Dates] Miscellaneous1 Gnid colors] Operating palameters]

Fieconciliation Orders and invoices displaw/pritt
g o Each line reported individually
" Summary values for document lines with identical codes

Feceipts and Payrments

(" Receipts and papments screen only
" All emtries processed via Cashbook
+ Bath optionz

RECONCILIATION

Here you can select the ledger account reconciliation style. This allows old users who are used to the
2004 reconciliation style to continue using that style, but new users, or those who wish to change to the
improved, 2007 style to select this.

ORDERS AND INVOICE DISPLAY
Orders and Invoice transactions in the general ledger may be displayed or printed in two modes: each
transaction may be printed individually or be summarized into a single entry.

The reason for this is that, for example, if a company sells an item that may be sold either on the local
market (Vatable) or on the overseas market (Vat free), and wants to analyse the sales through the
General Ledger (i.e. have different ledger codes for the overseas sales and the local sales), and, perhaps
budget for each of these ledger accounts, if someone makes an error in allocation at the time of
producing the invoice, they may need to track down the error and rectify it. In this case they would need
to see transaction to a ledger account as a separate line.

This, of course will result in a very lengthy report, but is the only way that, for example, an invoice line
that was posted to the wrong ledger account could be tracked down.

If the second choice is selected where there is a summary of each item that has the same code, a much
shorter and report will be generated, but full analysis will be impossible.

The user may switch between these items at will.

RECEIPTS AND PAYMENTS

Here the user may select whether to use the receipts and payments entry facility as separate items,
whether to use the Cashbook method of data entry (Receipts and payments processed within the same
module), or whether to offer both options.
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GENERAL LEDGER OPERATION

In common with most powerful accounting software, EXACT’S General Ledger is used for processing all
of the financial data that is used for management decisions and for determining such essential
information as the profitability of the company and tax and VAT liabilities.

Most of this information is captured “behind the scenes” during the daily running of the operation. For
example, sales information is gathered automatically when a customer is invoiced.

There are, however, three activities that are processed directly via the General Ledger module: namely,
receipts of money, payments of money and journal entries.

As you may have realized from the previous section on setting up the ledger, you have a choice of how
to run the ledger processing of receipts and payments, so we will deal with each in turn.

RECEIPTS AND PAYMENTS HANDLED SEPERATELY

These may be processed by a stand-alone module that may be invoked in the set-up.
Receipts are accessed by going to [General Ledger][Data Entry][Receipts]

RECEIPTS

Cancel Post [F12) PFrint

Debit Account ‘ |
Hurnber ’7 Right-click arid for repeat menu

l Diate [rep) XGR’L code [rep] |AfE Code ]Descliptmn Amnunl] Dizcount IVAT cnntent] 1k ‘F\elerenca [rep] IRemarks / Notes [1ep) |VATcnntanl

Lines 0O Totals Amaunt Discount
0.oo 0.0o
WAT Content 0.0 0.00

The Debit Account is selected by clicking on the button. A drop-down list of possible accounts will be
offered, these are all of the type “Current Assets”, such as the bank accounts, petty cash, etc..

The date of the receipt is selected and the credit account is entered.

If the credit account is the Debtor’s Control Account, or the Creditor’s Control Account, the field for A/C
Code will be accessible and the customer or supplier’s code should be entered or selected from the
look-up screen. (i.e the code for the customer or supplier who paid the money to your company.), as
shown below:
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RECEIPTS [=1ES

B Pot (F12) | pine |
Debit sccount | [BNK.O01 [BANE - Cunent Accourt
Huriber 47 Right-click gnd for repeat menu
J Date [rep) lﬁfL code [rep)] VIAfE Code IDescliptmn J Amnunll Dizcount i\u’AT cnntenrtj 1k melerenca [rep] ]Hemarks / Notes [1ep] ]VATcnntanl ]
lJ 20050313 DB 4| i] :]AEF!DSDL&CDSMETICS 0.00 0.00 0.00 0.00
[ | - | > J > I + I — J X J Lines 1 Totals Amount Discount
0.00 0.00
WAT Content 0.00 0.00

Upon selecting the Customer or Supplier, a screen similar to the following will appear:

ALLOCATE RECEIPT FROM DEBTOR

Ju Rt b COGMETICE | ok F12 |

Amourt Ta Allocate 1,279.95  Discount 250 % Auto Allocatar [FE) [~ Show previous allocations

Account

R emaining Amount 100 W I lncluding This Month's Trangactions ¥ Usze Curent Balances
ALLOCATIOMN: <INS> Cument Invoice Balance [Shift]+<INS>  Original Invoice Balance Fired first Allocations |
Default Order <DEL> Zero Allocation [Cntrl}+<INS>  Current Amount Less Discount Find next

Drate lNumber Arnount Elriginall Current | Allocated Discount [VAT cantent MNew Bal.] ]F!emark.n’Notes ]Name
p| 2008-01-30 14561 13277 13277 13277 3282 403 000

| § I J i I Dizcounted Yalues ‘

The field for Amount to Allocate will be open and the amount of money received should be entered.
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You will see that, if the customer is, for example allowed to take an early-payment settlement discount,
and this discount is entered into the relevant field within the customer’s record, the discount will be
automatically allocated if the customer has short-paid on a particular invoice or series of invoices. The
[Auto Allocator (F8) ] button performs this function, and will also automatically allocate any amount of
money paid by a customer that fits a logical series of invoices, thus saving the operator from having to
try to fit a payment to a series of invoices.

This function can only work if you are running your Debtors’ book “open item”. It will not work if you run
“Balance brought forward”.

You will notice that there are various options to assist with the easy allocation of any amount entered
into the Amount to allocate field in the event that the [Auto Allocate (F8)] button cannot find a
complete fit for the money paid.

For example, in the screen below you will see that the customer has paid an amount (R2580.00) that
does not agree with complete settlement of all or some of the outstanding invoices.

ALLOCATE RECEIPT FROM DEBTOR

Account | 1 I YNACHEM EAST COAST [PT ) 0K [F12] I
Amount To Allocate 258000  Discount 0oo x Auto Allocator (F8) [~ Show previous allocations
Remaining Amaount 100 W T Including This Month's Transactiong [v Usze Cument Balances
ALLOCATION: <INS> Cument Invoice Balance [Shift]+<IN5>  Original Invoice Balance Firwd first Allocations |
Defautt drder | <DEL> Zero Allocation [Cntrd]+<INS>  Current Amount Less Discount P
Date ]Number Ammount Driginal] Eurrenti Allocated Dizcount [VAT cantent MNew Bal, I ]F!emark.n’Notes |Name g
2007-12.03 144393 1.254.00 1.254.00 1.254.00 1.254.00 0.0o 000
2008-01-03 14513 1.254.00 1.254.00 1.254.00 1,254.00 0.0o 0.oo
2008-02-04 14563 1.254.00 1.254.00 1.254.00 F2.00 0.00 1.182.00
B 2008-03-07 14597 7EEE0]  7eEE0  7a5.c0 SNNNE 736.60
W
< »
| | r | I Dizcounted Yalues |

By moving the cursor to the oldest invoice’s Allocated field and pressing the [Insert] key on the
keyboard three times, the total amount paid is allocated to the first three invoices, using the Current
Invoice Balance as the basis for the allocation.
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Other possibilities for this function are to use the Original Invoice Balance (Shift + Insert), the Current
Amount Less Discount (Ctrl + Insert) or to Zero Allocation (Delete).

Once the allocations have been made and any remarks or Notes have been entered, the transaction may
be posted by clicking [OK (F12)] or by pressing [F12].

If allocations of payments have already been made against invoices, the field for Show previous
allocations should be ticked In order to display these.

If an invoice has had more than one allocation made against it, these allocations may be displayed by
pressing [Find First] and [Find Next].

Pressing the [Discounted Values] button will show what the payment values against each invoice should
be if the discount in the [Discount] field is applied.

are accessed by going to [General Ledger][Data Entry][Payments]

PAYMENTS (=13

Cancel Past [F12) Prir

Credit Account | [BNK.OO1 [BANK - Current Accou
Mumber 532 Right-click grid for repeat menu

[rate [rep] 1G£L code [rep)
20080313 WN

Drescription Amount| AT content Dizcount|  WAT content | Reference [rep] |Eld
B.4.R. VALLEl KOERIERS 0.00 0.00 0.00 000 M

=

0 | b

=] | - | > | > | o+ | - | Amount Dizcount
Totals
WAT content

The procedure for data entry is similar to the data entry procedure detailed in the RECEIPTS section,

Fead Allozation

above, except that there is an extra button on the Allocations screen, as illustrated

below:
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ALLOCATE PAYMENT TO SUPPLIER

Account |BARH [EARNARD CHARTERED ACCOUNTANTS oK [F12]
Amount To Allocate [l Discount 0oo % Auto Allocatar [F8)
Remaining Amount 100 W I Including This Months Transactions ¥ Use Curent Balances
ALLOCATION:  «INS»  Current Invoice Balance [Shift] + <INS> Original Invoice Balance Fead Allacation
<DEL: Zeradllocation [Chtrl] + <IMS> Current Amount Less Dizcount

Date Mum J AmnuntJ Elriginall Current Allocated Discount1 AT content{ Mew Eal.l ] ~
p|2008-02-25 16004234 3.306.00 3,308.00| 3.306.00 0.0o 000 330600

2008-02-01 | 16004333 £8.40 EB.40 EB.40 0.0o 0o £8.40

2008-02-01 16004354 £8.40 EB.40 EB.40 0.0o 0.oo £8.40

i€

| ~ || o] Dissountedvaies |

If advance payment allocations have been made for the supplier selected (See [Supplier][Periodic

Processes][Remittance[]Make Provisional Allocations], then, when the __figadallacation I button is

clicked, a screen will appear showing the payment allocations already made for this supplier.
These allocations may be accepted for actual payment and will be automatically inserted into the
relevant fields.

CASH BOOK
Accessed by going to: [General Ledger][Data Entry][Cashbook]
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Where you will see a screen similar to this:

Data entry I Import bank, statement i
~ Reference — - PostMode——
Cash Account | | I ﬁ Eo ﬁlgclion & Immediate
I 945 [ RepeatGAla/c [ RepeatMotes  Opening Balance 0.00 |~ InLcl:lrjell?n?at:t " Batch
' Enter and process data ]
Feceiptz | Payments I
Amount 0.00 Digcount 0,00
WAT content l 0.00 _\"'AT'contenl:-] .00
" Cheque " Cash " Card " Deposit (7 Transfer ¢ Other ‘
Reference ! ¥ Cleared
Remarks / Motes i
Cancel I Fos I_I Cloze |
Batch Totals: Entries ] Current balance 0.00
Posted Totals: Posted 1} Posted receipts 0.00 Posted pavments 0.00 Posted balance 0.00
Previous Entry: G/l a/c I Amount I 0.00

With the cashbook entries you may post both receipts and payments to a cash account.
For example, you may wish to process entries directly from a bank statement which has mixed credits
and debits.

The first thing to do is to enter the Cash Account in the field provided.

Next you may decide whether you want to repeat the ledger account to which you posted the previous
transaction, whether you want to repeat the Remark or Note entered, whether to duplicate or
increment a numeric reference and whether to operate in Batch Mode or post the transactions
immediately.

You may also enter an opening balance, in which case you will see a running account balance at the
bottom right of the screen which may be compared with the running balance on the statement or
document from which you are processing.

Once the above initial set-up has been done, you may proceed to enter the data, using the [Receipts] or
[Payments] buttons to flip between the two modes, as shown below:
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CASH BOOK

Data entry l Import bank statement ]

e Reference 1~ Post Mode
Cash Account IBNK.DD'I I AN} * No Action ™ |mmediate
- . " Duplicate
’—. [~ RepeatG/lalc [~ FepeatMotes  Opening Balance 000~ fncramatt ™ Batch

-Enter and process data ]

| Receiptz Payments | |

Transaction Date | 2008-03-13 i E
G/L Account | I
Armount 0.aon Dlizcount
WAT content 0.00 VAT content

(" Cheque " Cash " Card " Deposit " Transfer ¢ Other

Feference ¥ Cleared

Remarks # Maotes |

Cancel | Fost[F12 | Cloze

Batch Totals: Entries 1] Current balance 0.00

Posted Totals: Posted 0 Pozted receiptz 0.00 Posted paymentz 0.00 Posted balance 0.00

Previous Entry:  G/L a/c Armaunt ]

Here you will enter the date (very important if you ever need to trace transactions in the future).
Enter the Ledger Account in the field G/L Account

If the G/L Account is a Debtor or Supplier Control account, the field for the Customer or Supplier’s code
will open up.

The details are entered, a reference provided, the type of payment may be selected (Cheque, Cash, etc.)

You may declare the transaction “Cleared” or not (for later reconciliation), and a Remark or note may be
entered.

Clicking [Post F12] will save the transaction or post it, or, if the transaction is from a Debtor or a supplier,
open up the allocation screen for the specified account as is detailed in the RECEIPTS section (Page 6)
and then allow you to move on to the next transaction.

At the bottom of the screen is an indicator showing the previously posted transaction so that you can
resume processing if you are called away or lose your place.
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CASH BOOK

Data entry l Impart bank statement ]
e - Reference 1~ Post Mode
Cash Account IBNK.DD'I I AN} ) g Mo Action ™ |mmediate
2o [T RepeatGAlafc [ RepeatMotez  Opening Balance 0.00 r ﬂi?gl?n‘?et:t " Batch
-Enter and process data ]
Receipts | Payments |
Transaction Date | 2008-03-13 i E
G/L Account || |
Armnount 0.an Diizcount
WAT content 0.00 VAT content |
(" Cheque " Cash " Card " Deposit " Transfer ¢ Other
Reference ¥ Cleared
Remarks # Maotes |
Cancel | Post[E12 | Cloze
Batch Totals: Entries 1] Current balance 0.00
Posted Totals: Posted 0 Pozted receiptz 0.00 Posted paymentz 0.00 Posted balance 0.00
Previous Entry:  G/L a/c Armaunt ]

The Payments screen is the same, except it is yellow instead of green.

Transactions are processed in a similar fashion as for Receipts, above.
When the payment is to a Creditor or Debtor, the field for the [Tradee Code] will open and thereafter
the correct allocation needs to be made as shown in Payments, page 10.

IMPORTING BANK STATEMENTS

Most of the banks will allow you to download your bank statements when you are doing Internet
banking.

The Statements may be downloaded as Text files, Spreadsheets, Qif files or csv files.

In the following example | will be using QIF files, which are the form that works best with Standard Bank

Firstly go to the section within your Internet Banking where you are permitted to download the
statements and start the download process.
Select QIF as the type of file to download and select the date format as YYY:MM:DD (This is the only
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date format that all computers can work with correctly, and should be used throughout all of your
computer activities.)

Once the statement has been downloaded and saved in a location where you can easily find it, go to
[General Ledger][Data Entry][Cash Book] and enter the ledger account in which the transactions are to
be captured (the bank account), shown in the red outlined section below:

i1 CASH BOOK
Data entiy | Impost bank statement |

Cash Accoun! | [ i o

" lwmmediste
| 1682 [ RepestG/L alc Opening Balance 0.00 & Batch
Erter and process data |
Receipts ] Papmernts | | Review batch |

Transaction Date  [2009/04/09 1| %3]
] || |
e | |

Ammoun | 0.00 Discount 0.00
VAT content | 0.00 VAT conitent 0.00

™ Cheque (" Cath " Card " Depost Transfer  Other

Refeience | W Cleated  Action on reference (blank)|

Remaks / Notes | <= Ditails

Cancel | SioeiFiz | Clase

Batch Tatals: Enbiss 0 Batchrecepts 0.00 Balch pagpments 0.00 Eatch Nett 0.00 Current balance 0,00

Posted Totals: Posted 0 Posted receipts 0.00 Pasted payments 0.00 Posted balance 0,00

Previous Entry:  G/L a/c Amount 0.00

If you wish (not required unless you want to track the balance after each transaction has been posted),
you may enter the opening balance into the field provided.

Click the [Import bank statement] tab.
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9 casH Book
Data enty I mport bank statement |

Eadfiest Date & Gk last hansaction date fqd:dm
: : (= yy-men-dd
| [ tositn ||| Py
Date |Desciiption [Detaits [ Amount [SPUTID |
»
lgnore | Undoignore | spit | Pt | Abandon | _ Processdata_|

Set the date format that you used when you downloaded the statement file in the area seen above, on
the upper right.

Select the earliest date that you want to start with on the bank statement. This is usually the date of the

last transaction in this ledger account. If you press [Get last transaction date], this will fetch the last

transaction date from the records.

Now select the file that you wish to import information from by clicking the button outlined in red,

above, then click [Load data] , outlined in green, above. The following screen shows an example of

loaded data.
A cAsH BOOK
Dataenty Import bank statement |
= Drate Format
Earbest Date [2008/04/09 I Get last ranzaction date  ddmmy
i3
= | Load data - Ww
Date |Desciiption |Details | Amourt [SPUTID | ~
[M20050331 |PAC 10H16 1B TRANSFER FROM PAC 10H16 5,000.00 0
| |200903:31 ARSA BANK CAPRICHEM NORTHERN C |CREDIT TRANSFER ABSA BANK CAPRICHEM NORTHERN C 1.743.90 0
| |200903:31 ABSA BANK CAFRICHEM NORTHERN C  (CREDIT TRANSFER ABSA BANK CAPRICHEM MORTHERM C 233.40 0
| |20030331 LE cepFODDS CREDIT TRANSFER LE CAP FOODS 3.078.00 0
| |2009.03.31 IPETROL TRANSAZ010102240950857 BANK CHARGES IPETROL TRANSAZO1 0102240850857 330 0
| |2009.03:31 JAFFERS MOTORS2010102240850857  GARAGE CARD PURCHASE JAFFERS MOTORS 201010224068 13240 0
| |eoozoan acc onvsrosr OVERDRAFT SERVICE FEE ACC 07178709744 -33.00 0
| |2o030331 acc om7sros? SERVICE FEE ACC 07178709748 49166 0
| |2008:04-01 | CASHFOCUS BRITECHEM CREDIT TRANSFER CASHFOCUS BRITECHEM B15.60 0
| |20080401 DYNACHEM EAST COAST MAGTAPE CREDIT DYMACHEM EAST COAST 894,90 0
| |20030401 PETROFER 114627 CREDIT TRANSFER PETROFER 114827 1490290 0
| |2008:04-01  DISCUIFE 5130006191-47181357 IMSURANCE PREMIUM DISCLIFE 5130005151-47191357 £18.33 0
| | 20080403 MODLENSCHOT CONS INV14825 CREDIT TRANSFER MODLENSCHOT CONS INV14825 1.3658.00 0
| 20030403 ULHG 1B PEYMENT FROM ULHG 127680 0
| 20050404 | ABSA BANK KLOSE - 14849 CREDIT TRANSFER ABSA BANK KLOSE - 14843 1,995.00 0
| |200804-04  S78P AIRFORT F2010102240850857 GARAGE CARD PURCHASE S"BP AIRPORT F2010102240850¢ -166.68 0
| |2009.0404 \PETROL TRANSA2010102240950857 BANK CHARGES IPETROL TRANSAZ010102240950857 -330 0
b
lgnore | Undoignore Spit | P | Abandon Proces: dala
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Now you need to examine the transactions to determine whether any of them need to be split and
allocated to more than one ledger account.

For example, there may have, as in the example below, been a single payment to a supplier that needs
to be split between two different accounts. The account is highlighted and the [Split] button is clicked.

The amount to be split is shown with a blue background, and the split amounts and a reference are
entered into the fields outlined in red, below. The reference should be an indication of which ledger

account the amount should be posted to.

IH casH Book
Data enty Irnport bank statement |
mﬁ 0 & | RueF&M
,r‘.'
_ seectiiz || _lowddes | |
Date _[Desciiption [0z~ Arount 1o splt 6B 6B Balance 000
: : Amuntlﬂefmerm l |
L : | 0000 VEF vehicle fuel
L X] 6568 VEM vebichs mant
5_“!
b 1
¥  Removespit | Deleterow |  Cancel | Insert Balance (Ins) |  SpitOK(F12) |
L4 |
| | | | |

When you are satisfied, click [Split OK] or [F12]

You will be returned to the original screen and the split transactions will be displayed in green as shown
below in the screen entitled “Split”.

You may also see transactions that you do not wish to process because they have already been
processed or because you do not know where to allocate them.

These may be selected by al left mouse click (hold the Ctrl button down in order to select several) and
then you may click the [Ignore] button to have them excluded from the process.
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Date Description jDetaiIs I Amount | SPLITID
_|2003-03-31 | PAC 10H16 IB TRAMSFER FROM PAC 10H1E 5.000.00 ]
_|2009-03-21 |ABSA BANK CAPRICHEM MORTHERN C | CREDIT TRANSFER ABSA BANK CAPRICHEM NORTHERM C 1,743,530 1]
_|2003-03-31 | ABSA BANK CAPRICHEM NORTHERN C \CREDIT TRAMSFER ABS& BANK. CAPRICHEM NORTHERN C | 239.40 0
_|2003-03-31 |LE CARFOODS CREDIT TRAMSFER LE CAP FOODS 3.078.00 ]

2003-03-31  IPETROL TRAMSAZ010102240850857 BAME. CHARGES IPETROL TRANSAZO10102240850857 330 0
: 2009-03-31  JAFFERS MOTORS 20101 02240850857 GARAGE CARD PURCHASE JAFFERS MOTORS 201010224088 -132.40 ]
_|2009-03-31 |4CC 071787097 |DVERDRAFT SERVICE FEE ACC 0717870974 -33.00| 0
_|2003-03-31 |ACC 071787037 SERYICE FEE ACC 071787097 H -191.ER 1]

2003-04-01  CASHFOCUS BRITECHEM CREDIT TRAMSFER CASHFOCUS BRITECHEM E15.60 0
: 2003-04-01 | DYNACHEM EAST COAST MAGTAPE CREDIT DvYMACHEM EAST COAST 834.90) ]
_|2003-04-1 | PETROFER 114827 CREDIT TRAMSFER PETROFER 14827 14,802.90 1]
_|2003-04-01 DISCLIFE 5130006131-47131357 IMSURAMCE PREMILUM DISCLIFE 5130008131-47131357 -E18.33 ]

2009-04-03 MOOLEMSCHOT COMS [Mw14825 CREDIT TRAMSFER MOOLEMSCHOT COMS IMY14825 1,368.00 ]
: 2003-04-03 |ULHG IB PAYMENT FROM ULHG 1.276.80 0

2009-04-04  ABSA BAME KLOSE - 14849 CREDIT TRAMSFER ABSA BAME KLOSE - 14843 1.,935.00 1]

[SBPABFERT FAONERIRET || BARARE DD FURGHASE SRPARFORT EXOHEHs) | IeEe | o

2009-04-04  IPETROL TRAMSAZ010102240850857 BAME. CHARGES IPETROL TRANSAZ010102240850857 <330 a

SPLIT

Click the [Process Data] button and you will see a warning message as shown below. Click [OK].

Batch mode cancelled.
L)) taported bank statement can onky bs processed in immedists mode.
Mode changed to immediate posting.

In the example screen shown below, with the first transaction displayed, the [Details] or [Description]
buttons (outlined in red) may be used to transfer either the transactions details or description from the

statement into the empty field, outlined in red, lower down.

The G’L account to which the transaction is to be posted is entered, the type transaction may be

selected (radio buttons above the reference field), a reference may be entered (this may be

incremented automatically or repeated by selecting the choice given when clicking [Action on reference

(blank)], all details of the transaction may be examined, and, when satisfied with the results, the

operator may click [Post] or press [F12] to progress to the next transaction which will be presented for

processing.
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Diata enty | Impest bank statement |

Cash Account [ |BNKEI]1 [::.'-.ﬂ;:—' Cutrent Account
Procesd
1662 [~ RepeatG/L alc l]perh;ﬂdmce! 0o '—J
Enter and process data |
[ Receipts Papments | | |
IB TRAMSFER FROM PAC 10H16 Description & | PAC 10H1E

Tiansachon Date [2009/03/31 1| %]
G/LAccount | I |
_lideetode || I

Anount 5,000.00 Discount 0.00
WAT content I 0.00 VAT content 0.00

" Cheque " Cash " Card " Deposg & Trangler (" Other
Refesence | [ Clemed  Action on reference (blank)|
Remaks / Notes | | <Dt |
Cacel |  Pot(F12) | Close

Previous Entry: G/ a/c Amount 0.00

The previous entry is displayed at the bottom, so you can determine how far you have progressed with
processing.

If a transaction is presented that is incorrect, you may skip it by clicking [Cancel], or you may abort the
entire process by clicking [Close] (you will get a warning message. Any transactions posted prior to
clicking the [Close] button will have been posted into the ledger.
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