
Importing Your Bank Transactions  
Notes for importing your data from BankData Services. 

Step one:   Checking the Setup 
 
In order to import the transaction details from BankData Services you should check your set up 
within EasyBooks. 
 
To do this simply choose Select Source from Transaction Import from the Transaction menu on 
the Cashbook screen.  

 
The system will display the following screen.  

 
In this screen you must  
 
1. Specify BankData Services.  
 
2. Specify your bank account number. 

 
3. Turn the Transaction Reference  Generator   

 on or off. 
 

4. Turn Automatic Processing on or off. 

Transaction Reference Generator 
When you are importing transactions into EasyBooks 
you will come across some which don’t have a 
reference number e.g. Bank Fees.  In these cases 
switching Transaction Reference Generator on will 
allow EasyBooks to create a reference number for the 
transaction.   

Automatic Processing 
As you import transactions you can choose to review each one, or, if you switch Automatic 
Processing EasyBooks will process each transaction without stopping and will only stop on a 
transaction if it requires further information. 
 
Step two: Edit Transactions 
 
If you wish to review and edit your transactions before you import them go to Transactions – 
Transaction Import – Edit Transactions. This will bring up the following screen that is designed to 
look like your bank statement. 



 
1 The Analysis code field within the banking system is displayed as the Payee code. If you 
have coded your cheques, deposits and other bank transactions these codes will appear in the 
Payee Code field. If this field is blank you can enter the Payee Code by typing directly into this 
field. 
 
2 If the Payee code is setup then the system will match and display the name of the Payee 
and the default ledger code that this Payee is linked to. 
 
3 If there is more than one default ledger code for the Payee and percentages are assigned to 
each then the system will show the word `Multi' in the ledger code field and the words `Default split 
defined' in the Ledger Name field. 
 
4 If there is more than one default ledger code for the Payee and percentages are not 
assigned to each then the system will show the word `Multi' in the ledger code field and the words 
`No default split' in the Ledger Name field. 
 
5 If Bank charges have been mapped then these transaction will display with the Payee Code 
greyed out and the words `Bank Initiated Transaction' in the `Payee Name' field. 
 
6 The transactions are flagged with either PAY(= Payment) or REC(=Receipt) 
 
Unmatched Transactions 
Transactions included in the download file that are not matched with a Payee or Payer code will not 
have a name displayed. Click on 'Report' and the system will display these transactions and a 
report can be printed for the notation of additional details.  



Step three:   Importing your bank transaction data 
 
Now you can start to import them in to 
EasyBooks.  To do this choose Import 
Transactions from Transaction Import 
from the Transactions menu on the 
Cashbook main screen. 
 
The system will now ask you to specify 
where the transactions you want to import 
are by displaying the following screen. 
You should specify the location of the 
transaction of the file as shown 
 
 and highlight the file  
 
 
When you have selected the transaction file click the Open button. 
 

The system will now display the 
Import Transactions screen and 
begin to process the transactions. 
 
If you have turned on Automatic 
Processing then the system will 
automatically process through the 
transactions.  It will only stop if it 
finds a transaction that requires 
some further information. The 
cursor will be blinking on the field 
that needs your input) then simply 
fill in the relative piece of 
information as if you were entering 
the transaction manually through 

Bank Statement -Transactions. 
 
As you process through the transactions you have the option to click OK to process this 
transaction, Skip to skip this particular transaction and Abort to halt the process. 

Transaction list 
 
Another way to review your transactions before you start is to print out a list of the bank 
transactions before you complete the Transaction Import. Go to Cashbook – Transactions – 
Transaction Import – Transaction List. 

Map Bank Charges 
 
As shown on the above menu we have also provided a system for users to link the banking system 
Trans Codes, which all banks use, with your usual ledger code for such bank initiated transactions 
as bank charges, interest, and cheque book fees. 
 



Coding your Cheques 
 
In order for your cheques to be processed automatically you need to provide a Payee Code on the 
cheque when you write it. 
 
Some banks can provide you with cheques with Code Boxes printed on them.  When you write the 
cheque you are allowed to write a numeric Payee Code (up to 4 digits) in the box.  When the bank 
processes the cheque it enters the code into your statement information.  Therefore when you 
import your bank statement information into EasyBooks the Payee Code is included and your 
cheques will be processed automatically. 

Pre-coding Automatic Payments 
 
In the same way automatic payments and direct debits should be set up with a numeric Payee 
Code to appear in the Code column on your bank statement. 
 
When specifying this you should ensure that the code is aligned to the right and does not contain 
leading zeros. 

Pre-coding EFTPOS Transactions 
 
If you have an EFTPOS Machine 
 
EFTPOS transactions (ie sales) can be pre-coded so that they will process automatically when 
your bank statement details are imported.  This is done by setting up the Payee Code to appear on 
your bank statement directly into the EFTPOS machine.  If you would like further information 
regarding this either contact your bank or the EFTPOS helpdesk.  
 
If you pay by EFTPOS 
 
If you set up the EFTPOS merchants that you use frequently as Payees, with the name exactly as 
it appears on your bank statement, EasyBooks will recognise the Merchant name and process the 
transaction as if it was a pre-coded cheque.  
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