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Openbooks - How to upload a bank statement

1. On the top of your Screen, PurefrESh FrUit JUice Ltd.
click on ”Banking” Overview Contacts Work « Bills My Money

2. On top right hand side of screen, click on
“Upload statement”

3. From your online banking you can export your bank transactions and upload them
into the portal. The files accepted at present are OFX, QBO, MS Money 2005, QIF and CSV.
Select which bank account the statement is for.

‘Upload a bank statement

1. Download your statement from your bank website

2. Select the destination Bank Account

I HSBC Business Current vl

OFX data will automatically be uploaded into the correct accounts.
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3. Upload the statement

4, Click on “Choose file” and

Iocate Where you SaVEd the ﬁle Choose File INo file chosen Upload Statement ]
from your Onllne banklng' CIICk [ Guess bn explanations when uploading this statement. You should manually check these.

on “Upload statement”

Uploading and analysing may take a few seconds. Please be patient.

5. The message below should appear on your screen, It may take a few
minutes to upload depending upon how many transactions there are.

Tips:
You will need to explain the bank transactions — have a look at our explaining bank transaction
guides. CSV files need to be in particular format — contact your dedicated accountant if you are

having any problems uploading the file. Most banks have signed up to automatic bank feeds - speak
with your dedicated accountant about having your business bank transactions automatically appear
on your online portal.
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