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CAPRICORN RECONCILIATION

Automation Premium has an automated reconciliation feature for operators that have a trading
relationship with the Capricorn Society. To access this feature, you need to firstly attach suppliers to
the master Capricorn account, enter all purchases from Capricorn suppliers, download your
statement from the Capricorn web site and finally run the reconciliation feature.

Initial Setup:

Go to File —Site Settings — Database Settings and against Capricorn Supplier enter your suppliers
name by clicking on the square button and choosing the supplier from your supplier listing.

Capricorn Supplier
ICapricorn Society I

All suppliers that are Capricorn suppliers need to be flagged Capricorn, edit the supplier and choose
Capricorn in the Parent field (1) this will open a new field where you enter the suppliers Capricorn
number (2) accessed from Capricorns Purple Pages manual.

Set Terms to 30 days EOM for all Capricorn suppliers (3).

] Supplier Form G|
Supplier  [Microbase Asia Padific Pty Ltd Code  |Mic Supplier # [160203 2
Parent |Capricom Sodiety v l 1 Category [Expense item supplier _]

Details | Bank Detais & Comments (1) | Tasks
Account | Address ] Biling Address
Contact |Ross Or Peter Current Balance:
aeN  [14055 762680 $0.99 P OBox 1494

Phone |0412 951377 Fax |
Phone 2 |0414 371422 Orders |

Suburb [Fremantle
Website Iwww.mno'obase.com.au
Email |info@microbase.com.au State/City [WA
Email2 | PostCode Province [6959

ews [Foweor |3 e et )

Contractor type I Marketing & Software Services L]

Q 0
Cancel History

For the reconciliation feature to function correctly you must enter your purchases including the
supplier invoice number and date of invoice.
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Process 1:

Download your Capricorn statement from the web site — You can connect to www.capricorn.com.au
directly from Online — Capricorn Web Site menu within Automation.

Log into the Members area of the Capricorn web site.
You will now be presented with screen below click on Transactions.

¥ (% Home | myCAP Portal X m]

capricorn.coop/mycapportal f n @ & =3

STRONGER WITH
CAPR“'C@|RN % Help & Support =¥ Log Out
Home Statements Purple Pages Specials Events Member Benefits ~

Welcome

Trade Account a Latest Statement Amount Owing @ .

Member Number: March 2023 $23,367.43

. _—
L, Download PDFE How did we calculate this?

Current Balance Credit Limit Next Direct Debit
@ $80,000 See all Statements 28 Apr2023
$38,166.69 Funds will be drawn from your
How did we calculate this? account automatically
S, Sagaoes; @ atWork
Redeem Rewards Get Service Data Launch AutoBoost Start Shopping

Recent Transactions @ Reference Number Type Amount

20 Apr ASV EUROPEAN AUTO SPARES 00000000000001875676 INyOICE 132.00 @
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Next click on Statement Period and choose the statement month you wish to reconcile.

¥ (W Tansactions | myCAP Portal X+
U EJ .capricorn.coop/mycapportal/transactions# kg I o L]
STRONGER WITH 3
CAPR'C@<RN %, Help & Support [5» Log Out
Home Transactions Statements Purple Pages Specials Events Member Benefits ~
Transactions B Member Number:
Please note: invoices and credit memos will not be displayed until we receive Current Balance Credit Limit
the transactions from the Preferred Suppliers. i ) $80,000
$38,166.69
: o3
View by: Most Recent || -Statement Period ~ Q Search How did we Calculataitbie}
4 2023 & i
mou
31Mar2023 Latest Statement
March 2023
Jan. Feb. Mar. Apr.
CAPRICORN MOTO an © ar 495 @
CARD o, Download PDF
Reference: 00000000
ALSCO (MELBOURN 9677 @
Reference: 00000000C
CAPRICORN MUTUAL LIMITED INVOICE 1noo @

Reference: 000000ATMO0002578-07

CAPRICORN MOTORPASS FUEL INVOICE 495 @
CARD

Reference: 000000000-2303312606

Next click on the text Download button.

Download Transactions X

O CSV (Accounting)
CS5V (Excel)
PDF (Adobe)

Download Cancel

Next make sure CSV (Accounting) is selected then click on the Download button this will start the
download of the statement.
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The statement will be Download and saved to your Downloads folder with a file name similar to
202304200734031325transactions.csv.

Once the download has completed you can log out and close the Capricorn web site.

Process 2:

Select the Capricorn Reconciliation feature from the Online menu within Automation

For the first time you will need to point to the location you saved the downloaded
202304200734031325transactions.csv file to from then on it will always open up in that
location.

Point and double click on the file named 202304200734031325transactions.csv or similar, the
reconciliation process will initialise.

¥+ | 9 < | Downloads - m] X
Home Share View e
[I ITH Preview pane &8 Extra large icons [&] Large icons = Medium icons I Group by * [ ttem check boxes

=3 Small icons FE List J== Details [mAdd columns * File name extensions
Mavigation == m= = Sort Hide selected  Options
pane * ([Bpetmilspane| | - yijes Z= Content & by~ {54 size all columns to fit Hidden items R P
Panes Layout Current view Show/hide
<« v 4 & » ThisPC » Downloads » v | B Search Downloads
Name Date modified 11 items

3 Quick access
~ Today (1)

| -] 202304200821038822transactions.csv

&+ Dropbox

[ This PC ~ Yesterday (5)

B 3D Objects t-5-4377a-ks1-visual-guide-showering-female-flashcards-text. pdf

I Desktop t-5-4377-ks1-visual-guide-showering-female-flashcards. pdf
[=| Documents T-5-1638443999A-t-5-1638443899-twinkl-symbols-showering-vis...
‘ Downloads T-5-1638443599C-t-5- 1638443599 -twinkl-symbols-showering-vis...
J», Music -5-1638443999-twinkl-symbols-showering-visual-schedule_ver_1...
= Pictures ~ Earlier this week (2)
E Videos ANZ Receipt - Ref 2060510729, pdf
i Local Disk (C3) Roadside Assistance.pdf
= Programs (D) ~ Last week (3)

= Network ﬂ 2079_garage.zip

ﬂ 2123_simply_amazed.zip
ﬂ html3up-halcyeniczip

11items  State: @& Shared =

A site confirmation window appears click OK (site number is no longer displayed).

Process different site?

WARNING - This statement is for site
MemberNo.

Do you wish to continue?
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When complete the Capricorn reconciliation will open.

@ Capricorn Reconciliation
ems Supplier Totals
Match Date. Inv/Reftt Suppliertt  Supplier. Total (Inc.) Paid Balance Notes - Suppliet Total a
[defi | $0000 || Suppier e Fi not 3 subaccountof Capricorn.
X 12018 (CHADBOB267 130370 Chapel Comer $780.00 Could not find matching bil. Chapel Comer Service Centre $780.00
v s anow £ Codive ons  we Rs Cooldive Dsision 1282
X 1208 Aule Fix. $30.736.97. ‘Supplier 'Axle Fix' not a subaccount of Capricom. | Axle Fix. $15.03333
X 12718 Axle Fix. $15.70358 ‘Supplier ‘Axle Fix' not a subaccount of Capricom. Motorpass: $74.
X M6 se0ies 190074 Motopase 7460 Couid ot mathing bi PRESTO $10561
X 2218 5914763C 3043 PRESTO $10581 Could not find matching supplier. Burson Auto Parts. $484.71
v ume s ew BusnAdoPats  $127 4000 $8127 Cooldive Disbsion 514025
v s Temwew BusonAuoPats  $1153 4000 1158 Motopase 5008
v s s ew BusonAutoPats | $14190  $000  $141.90 Stsementdot doss ot malch v bl dte or b due cote isco s2187
o s e su BusonAuoPats | $TL41  $000 T4l Burson uso Pa w2370
& 328 70852888 804 Burson Auto Parts. $159.28 $0.00 $159.28 Humex Pty Ltd $34383
v s e e BusenAoPats  $6326 1000 $6926 Cooldive Distsion 2300
v s anman a3 Cooldive 05 00§05 Butson Ao Pas $15063
X apf6  TNiENE 190074 Motopass 2000 Coudnot i mathing i Motopase 922
X anf6  7nien7 190074 Motopass 3008 Couidrot rd mathing bi Butson uso Pas s4550
X 32718 CMEL1431648 3050 Alsco $2767 Could not find matching bill | Jap Heaven $66.00
& 4ne 70893863 804 Burson Auto Parts. $161.48 $0.00 $161.48 Statement date does not match with bil date or bill due date. INDEPE $608.88
o s s ew BusonAuoPats  $10822 4000 $10822 Losica $15025
v s wmea e Humex Py Lid FT T T T T PRESTO oE
o sas s a5 Codlive 2540 000 s26600 Motopass 7203
& 5218 4723253 953 Cooldrive $165.00 $0.00 $165.00 Cooldrive Distribution $35327
v e owwes e ButenAoPats  $15063 4000 $15063 GicA 15500
X 6nM6  4HN%S 190074 Motopass 22 Coudnot ind mathing bi INDEPE w7
v s msmm e BusnAuoPats  $2967 4000 $2987 Buson o Pars s25a68
s st a0 BusonAuoPats | $1593  $000  $1593 Staementdol doss ot malch vih bl dfe or b due cote AREC s1%264
& 8218 41887 130280 Jap Heaven $66.00 $0.00 $66.00 Chapel Comer Service Centre $165.00
X ene  zmoie 513 INDEPE s50869 Could ot rd motcing supple, Burzon Ao Pat w547
X eene e T LOGICA 915025 Coudrot ind matching sugple, LoGich 512000
X et st M3 PRESTO 228 Courot i mathing supple. Norher HotorGioup )
X a6 7zuEs 190074 Motopass s7203 Couid ot mathing bi Cap Mutus inurance $11.00
& 92ns 4729933 953 Cooldrive $127.05 $000 $127.05 $284.29
& 9218 4732026 953 Cooldrive. $226.22 $0.00 $226.22 Statement date does not match with bil date or bill due date. Valvoline Austraia $21516
X wene 9 T L06ICA 16600 Coud ot ind mathing sugple. BusonAuo Pats 25257
X sene 20 a3 INDEFE sz Cou ot nd matching gl Cap Mutusinsursnce s152550
X oo s e BusenAuoPats  $1767 Coui ot mathing bi J2p Heaven 5051
& 92ns 70934086 804 Burson Auto Parts. $121.00 $000 $121.00 Statement date does not match with bil date or bill due date. Burson Auto Parts $2879
o wns  7ossen a4 SusnAdoPats | $12121 8000 $121.21 Cocldive Dision 11860
X ens s 10165 SPAREC s1s264 Coudnot ind mathing gl Buson Ao Pats 5403
X 102716 CHADBOSSI 130370 ChapelComer $16500 Coudnot nd mathing i INDEPE s10622
v s oo e BusnAuoPats  S244 9000 sz Butson futo Pas $19769
« 102216 71005632 804 Burson Auto Parts. $59.02 $0.00 $59.02 Valvoline Austraia 8085
o wens  nozs e BusenAuoPats | $25001  $000 25401 isco s2767
X o2ne 2l s LOGICA 512100 Coudnot ind matching supple. Poly 454 5.
e sem 3% NothemMoto T T ) || [waxen s16641
R ST T & = = Burson Auto Parts. 00
Towt: [ S0 s7aas e = el
] s ) = Q
E Payment Redo Pt Done

Most items should be ticked for payment. Others may have red crosses and comments in the
notes field

Most common problems in red are due to incorrect value, incorrect date or unable to match
invoice, to correct these problems double click on the red entry & correct either date or value or

go to purchasing and create the bill.

Correct the non-matching items & re-run the reconciliation by selecting the redo option from
the bottom of the screen

When all items reconcile select payment from the bottom menu bar, from the payment form
select the payment media and confirm with OK (F12).
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