Downloading and Uploading
Transactions

This process covers how to download the CSV template, export transactions from your ERP,
format them, upload them into the app, and validate that everything has been imported
correctly.

Step 1: Open the Transactions Tab

Navigate to the Transactions tab in the app.
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Step 2: Download the CSV Template

At the top of the Transactions tab, locate the Download CSV template option and download it if
this is your first time. If you have used the template before, you may reuse your existing file.



A B C D

1 Account Description Amount Cost Center
2 10001 1876-Microsoft $ 18,580.00

3 10330 no data $ 47,255.00

4 10335 no data $ 123,917.00

5 10440 no data $ 24,591.00

6 11035 no data $ 4,813.00 178
7 11435 1876 $ 9,611.00 658
8 11555 no data $ 8,711.00 999
9 12115 no data $ 10,499.00 111
10 13150 no data $ 67,609.00 112
11 13315 no data $ 92,163.00 459
12 14225 no data $ 95,538.00 889
13 20148 no data $ (56,124.00) 302
14 21080 no data $ (12,745.00) 397

Step 3: Export and Format Transactions from Your ERP

From your current ERP system (e.g., QuickBooks, Xero, FreshBooks, or any other), download
your current month'’s transactions. Copy or map those transactions into the downloaded CSV
template, making sure the data follows the template’s format and required columns. Save the
completed template file.

Step 4: Return to the Transactions Tab and Select the File

Go back to the Transactions tab in the app.
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Choose the formatted CSV template file you just saved.
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Step 5: Select Month, Upload, and Overwrite

Select the month you want to upload transactions for.
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Upload the file and confirm that you want to overwrite existing data for that month, if

prompted.
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Step 6: Validate the Upload Totals
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After the upload completes, validate that everything uploaded correctly. If you are using
double-entry accounting, confirm that the net sum of all transactions is zero.
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You can also sum the absolute values of the amounts in your template to confirm that totals
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Additionally, validate that the rows and vendors uploaded match what you expect from your

ERP.
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Step 7: Re-upload and Recommended Frequency

You can return to this screen at any time to upload new data. Any upload for the same month
will overwrite the previous upload for that month. While each business may need different

upload frequencies, a common pattern is:

e Upload twice a day during close, and

¢ Upload one final time at the end of the month for that period.
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