
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.

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.



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.

Choose the formatted CSV template file you just saved.



Step 5: Select Month, Upload, and Overwrite
Select the month you want to upload transactions for.

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



Step 6: Validate the Upload Totals
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.

You can also sum the absolute values of the amounts in your template to confirm that totals
match your ERP export.



Additionally, validate that the rows and vendors uploaded match what you expect from your
ERP.

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:

Upload twice a day during close, and

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


