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Learning Outcomes

In this lesson you will learn how to Import Transactions directly from your Bank’s Web Page.

If in any doubt about importing transactions, please book training. It is a very worthwhile procedure
and can save you 100s of hours a year, so a 1 hour training session is a very beneficial investment.

Requirements

Available in all versions of SoEasy
Internet Connection
Online banking account with your bank

Video

There are videos and additional instructions available through the Video & Help link at the Import
Wizard screen. We highly recommend that you watch the videos.
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Overview

This overview is a detailed breakdown of what actually happens during the import.
It is not essential to understand this detail so you may prefer to move on to the Step by Step Lesson

Plan below.

1. You download your transactions from your bank’s web page.

2. The first record’s transaction date is reviewed and compared to the date of the last imported
file. If it is earlier than the last import date you are warned about the possibility that some
transactions may have already been imported.

3. The system then looks at each transaction and makes a decision.

a. Has the transaction detail been seen before? (profiled*)

Yes — Recall the profile
No — Ask the user to Profile the transaction

4. When profiling the transaction you can make several decisions, that is

a. This transaction only affects

The Cash Book
The Debtors Ledger and Cash Book (Client has paid account)
The Creditors Ledger and Cash Book (we paid a Supplier’s account)

b. Set an option to Always prompt for instructions  whenever the transaction is
seen. With this option set on, you will always be prompted to make a decision
about the transaction whenever it is seen.

c.  Which account (from your chart of accounts) is the transaction to be processed
against?

d. Each transaction’s profile is remembered so that when the system sees the
transaction again, through a future import or the current import, it will process it the
same way as the profile dictates.

5. Sometimes a transaction may already be in the Cash Book. If so, as long as the date and
amount of the transaction are the same in the Cash Book and the file being imported, you
are warned about it and can make a decision.

6. If the transaction being imported is a Cheque, the system will look for the cheque in the
Cash Book. If it is present, the import process will mark the cheque as being presented. If it
is not present, you will be asked to profile the cheque.

7. Once all transactions being imported have been profiled, you process the transactions

where each transaction is automatically loaded into your Cash Book, Debtors and Creditors
Ledger.

(Profile is how you would like the transaction processed and was set when the system first saw
the individual transaction.)
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Important Considerations!

Take a backup of your data before performing an import.
This will allow you to recover if you should make a mistake.

When downloading the bank’s file it must always be

Saved to the SOEASY/IMPORT directory

Be named SOEASY.QIF

The QIF option (see your bank’s download options)

If you have previously downloaded the file, overwrite the existing file

O o0oo0oo

Read our Frequently Asked Questions  (see below).
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Step by Step

1. Take a backup of your existing data

Make sure all users are logged off SoEasy

Select the Back up/Restore button
Select Back up
Select the Company you wish to back up

®o0To

Go to The Front Company Menu on the server

A hard drive backup is fine or you may prefer to take a backup to another

device.
2.
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Open SoEasy to Cash Book and select the Import Wiza
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3. Select Next

> Cash Book Import Wizard!
SoFasy” i
The Recon Wizerd can help you
reconcile your accounts but for this
_ lesson, select the "Next” button

belaw.
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4. Notice the Date of Last Imported Transactions
When an import is completed, the last record’s date is saved so that in the next import, the
date of the first transaction to be imported can be compared. If found to be the same or
earlier, you are warned.

Select your Bank
Log on to your bank and using the banks ‘download features’ download the QIF file.
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Instructions
Step 1 - Download
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Download the QIF File
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Welcome [ account You can download your transactions at least as far back as October 1998, possibly furthe
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transactions Account L. Select account

2. Select date for transactions
3. Select QIF format dd/mm/yy or dd/mm/yyyy
4. Download now

SoEasvAcd

Stop the
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Change password 2

Personalise wour

Customer ID Download transactions from -

to -

&dd or amend
nicknames

Terms & conditions 3

Transfer money [
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preferences

¥
QIF for Quicken dd/mm
Email & bxt e/ V]
alerts
Mobile Banking 4
I want a..
e Download now
Log ouk

{ Your operating system will ask you where you would like to download this file to. )
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| o Internet
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6. Saving the File
The area most people have difficulty with is saving the file.
Note: If you use Mozilla as your web browser, please see the Frequently Asked
Questions section.

a) Make sure you save the file to the SOEASY\IMPORT directory and
(see next page)

HileDownioad I

Do pou want to open of zave this file?

j Hame: AD3_0445_02461 19_000-07May (5. of
Type: of_auto_file, 708 bytes
From:  sec.swestpac,co.ng

Cancel |

[ O e Save ]

Yl ey fooem thee Intemiet can be: wsehul, some fles can potentialy
heaern pous computen. IF pou da ot inet te source, da not cpen of

arve this fle. What's the ugk?

Savein | ) IMPORT Q * M-

&
My Recent Documents
@ Deskiop 1
) My Documents
by Recent i by Cormputer
Daocuments 3 3% Flappy [4]
age Local Disk [C:]
@ ) SOEASY I
Desktop =
e BKUP D)
. e |AM-E [E:]
:) 2 CD Drive [G:)
! =% conrad on 'Clent5,Commaon' (1)
My Documents “# DiskMake on Client5\Common’ [0:]
x SEATe on "Seserver' [5:]
? x widen on 'ProductionPC [Chenth]' (W]
x Digkk ake on 'ProductionPC [Clientd]' [+:]
My Computer x Corporate on "Seserver [17)
f:g Camman on 'Seserver [£:]

I Shared Documents
| Dema's Documents
| 1961's Documents

‘g by Metwork, Places
F= ACTRIAL IMEN

E Save i
Cancel )

b

hdy Metwork,
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b) Save the file as SOEASY
No other file name will work!

Save A

Savein | () IMPORT Q ¥ [
My Recent The file must be called "SOEASY",
Documents

If the file is already present, simply
replace it by selecting it with a

&

single click of your mouse and then
Desktop selecting save.
v .qif
3 Type must be a .q

Ir' o

by Documents

<

tdy Computer

File name:

Save

Cancel

L

Py Mebwork Save a3 ype: .qif D'ocument

7. Current Balance

It is a good idea to note the bank’s current account balance as this will be the value we are
wanting to see in SoEasy once the import is complete.
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8. Select to Import File

The file should now be downloaded to the SOEASY\IMPORT directory and we are ready to
process it.

At any stage you can exit the Import Wizard and review other areas of SoEasy.
If you do exit remember that you can skip downloading the file as you have already done it.

T B-E

Instructions Step 2 - Import File

Satect b impac i ; J

W e wmmary ol e

DEUD MOS0 Teit 10 1 FCEMF Date ) CERPID

9. Choose a bank

Importing Transactions ﬂ

—¥hich Bank Account are you importing 7

" Second Bank
" Investment Bank

" Cash On Hand Account

Continue Cancel
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10. Choose the file and select OK

The procedure is programmed to look only in the SOEASY\IMPORT directory for a file
named SOEASY.QIF

Common mistakes in step 6 above include
a) Saving the file to the wrong directory
b) Saving the file as the wrong name
¢) Saving the file as soeasy.qif.qif

Select the QIF ddimm/yy file to impert B x|
Filename Dwectonies
e \soeaty\imporl
me.zqd'ﬂ - = eh B Q
TOBATYL > sosazy N
B woot ML
£ gell
File twpe Diives
| File: selection = | EeanE =

11. The file will be profiled
Once you selected OK above, SoEasy will process the file and present you with a summary
screen for your information. Select Next.

T B-IL |

Etep 2 - impaort Fite File import results

Tected
Toimpd
i it ea T [ ——
A o o Chogass it mark of
J Drltais icoaits L update
Cradice’s accaemls bo usdubs
Updaruieses 1801 580166
U st
Tot ol chescmvore: 43 b
Estrnaled lirm rigasad
T e ey 0 e
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o om

DOMD DHRLTHE Test 11 MPCORF LUuigD  AC0P1I0 K5
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12. The Profile Screen

When a transaction has not been seen by the profiler before, it is displayed in the Profile
Screen.

T4 DEMD Cash Book Madn Menu N g _lel =

7
Flease select an acceunt for Fhis transaction
late OF 052009 ET
i b L sartcdor BBX MANAGEMENT NZ
s Cotote Fra Lot armour: § -81.75 Payment
i e
—f
select account -
ek SR AACE ACC LEVIES
; 2 i | AALCY ACCOUNTANCY FEES
A-ADM ADMINISTRATION
: -—# | Asaov ADVERTISING )
| ae8 BUDGET BUFFER El
| ABEF BEX FEES ||
3 | ABC BAPIK CHARGES |01
s o sl P cugh e wcccurt ABLD BUILDINGS
o5 e —H A CASH ON HAND E
A P | AcaL DN CALL ACCOUNT
cter an e stion, pebect O | Ao CAPITAL
fripamiad ey | ACDETS ACCOUNTS RECEMABLE

_ et _

T 5 P o= o AT Y
DEM-GI]B.M&'ZDUH“H'MFMMUJM 140 CBIMPOS INS

(Arrow 1) If you always want to be asked what to do with the transaction when it is
imported, select Always prompt for instructions
(Arrow 2) If the transaction type is used often, select this button to
a) Set a quick selection key
b) Profile the transaction displayed
To edit the quick selection key, select edit (Arrow 4).
(Arrow 3) Select the account code that you would like the transaction to be processed
against.
(Arrow 4) Edit the Quick Codes .
(Arrow 5) You can search for an account code by using the standard search functions.

* On the top right of the screen you can view the transactions to import list.

Note:
If you make a profiling mistake
a) Exit the wizard and come back into it.
b) At the first Import Wizard screen you can View/Edit Master Profiles
¢) Changes you make here will fix any currently profiled transactions and set
the profile for all future imports.
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13.

This is the Transaction Profile dialog box with the following options

1. Cash Book Only — only the cash book will be updated.
2. Client paid Account — a pick-list of clients will appear; choose the client.
3. We paid a Creditor — a pick-list of suppliers will appear; choose the supplier.

Once you have profiled all the transactions you will automatically be taken to the next
screen.

Process Transactions Screen

The Process Transactions screen provides you with the ability to review transactions that
will be processed.

No changes have yet been made to your system so if you exit now, no transactions will be
posted.

If you want to manually process a specific transaction select the area shown by Arrow (2).
This will flag the transaction with the date and the transaction will not be processed.
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14. Processing Transactions
When you select the Process Transactions button, the Import Wizard will post each
transaction according to its profile.

Note. Once the transactions have been processed, the only way to undo the process is to
either manually delete each transaction, which is not a good idea, or restore a backup.

15. Check your Bank Balance
If the import has worked perfectly you should be able to go into the Cash Book and see that
the SoEasy bank balance is the same as your bank’s balance.

Frequently Asked Questions

| made a mistake, how can | undo the import?

Can | edit the Profile?
Yes. Go to the Import Wizard and at the bottom left of the first screen is a button called
View/Edit Master Profiles

| have imported a transaction and it has been alloc  ated to the wrong customer

1. Edit the Master Profile (as above) so that future imports are correct.

2. Find the customer in the database where the import is incorrect.

3. Select Receive a Payment and add an appropriate Journal Entry
to reverse the payment (i.e. increase their account).

4. Find the correct customer in the database and add an appropriate Journal Entry. (Not a
payment but a journal entry that will decrease their account.)

My SoEasy bank balance is not the same as my bank’s account balance
- Reconcile the bank account as per normal.
You could use the Recon Wizard (see first screen of the Import Wizard ).
Importing transactions requires a systematic understanding of your transactional process. The
most common reasons why the bank balances do not match are:
0 You imported transactions that have already been loaded/imported
0 You have already added transactions to your cash book
0 See Recommended Practices below

| use Mozilla and | do not get the option to specif  y where to save the file

Save the file to the location that Mozilla wants you to save it to.

When downloaded, find the file and copy it by right-clicking on it and selecting copy.
Open your Windows Explorer and find C:\SOEASY\IMPORT.

Right-click and paste the copied file.

Right-click on the file and re-name it to SOEASY.QIF.

arwn R
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! [ 1 $
in Mozilla, click Tools -> Options in the Firefox menu and, under Main/Downloads , deselect the
Save files to option.

The transactions | am importing are the same as the ones | imported last time
$
1. You downloaded the same transactions as last time
2. You did not save the file SOEASY.QIF to the correct directory during the download file
process. The correct directory is SOEASY\IMPORT.

| still can’t import my transactions

A %
& (+ !
" I
| have downloaded the file but there is nothing to import or all transactions are not being imported
" ! ! !
1 # " 1

selecting Import Wizard — go to the form that allows you to import the file STEP 2 — Import .
On the left of the screen is the ability to view the soeasy.qif file.

| imported my transactions and everything was corre ct. But now | look and the transaction values
are not the same as the bank’s.

My Bank does not provide a QIF file
/ " !
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Recommended Practices

It seems like a lot to learn but in reality it is much easier than it looks and the benefits are
considerable!

We can import 350 transactions, update Debtors receipts and update Creditors payments in less than
60 seconds. When you learn the process it is an absolute breeze to keep your accounts up-to-date in
5 minutes a day!

The first few times are longer because you are teaching the profiler how to handle the transactions,
but from there on it's easy!

Here are our recommended practices

1. Never import transactions at the weekend.
2. The import is date specific so

You can receive payments from customers as per normal but make sure the date of the
transaction is correct

Pay your suppliers through the Creditors Module but make sure that you put the
transaction through on the actual date you are paying them.

3. If adding transactions manually into the cash book, complete adding them for the entire day.
Then, when you are importing, take the manually added transactions into consideration.

Training

If in any doubt about importing transactions, please book training. It is a very worthwhile procedure
and can literally save you 100s of hours a year, so a 1 hour training session is a very beneficial
investment.
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