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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

Capricorn Soceity |

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 details
Supplier ‘:Micro-base Asia Padific Code |'Micr 1 Supplier# W\ 2
Parent Capricorn Soceity v| 1 Category |Expense item supplier |

Details Bank details & comments (1) Tasks

Account :I Current balance Address Biling Address
Contact [Pete OrRoss | e PO Box 1484

ABN .19 612 203 451

Fax —| Orders —‘

Website www.microbase.com.au |

Suburb [Fremantle

State |WA ~ IE
Email peter@microbase.com.au |

Postcode |6959
Terms 30 days EOM v| 3 [ Inactive

[] Use parent address
Contractor type !Marketing & Software Services v

%) E A ©

Cancel History Note Task Delete oK

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.

= (%t Home | myCAP Portal [l

O 8 nhttpsy// capricorn.coop/mycapportal m @ & =

STRONGER WITH
CCAPRW'C@inN . Help & Support = Log Out
Home Statements Purple Pages Specials Events Member Benefits ~

Welcome
Trade Account a Latest Statement Amount Owing @ .
Member Number: March 2023 $23,36743
; _—

L, Download PDF How did we calculate this?

Current Balance Credit Limit Next Direct Debit
i ] $80,000 See all Statements 28 Apr 2023

$38,166.69 Funds will be drawn from your

How did we calculate this? account automatically

2,042,556 pts CApIEER, @auresoost D) Voot
Redeem Rewards Get Service Data Launch AutoBoost Start Shopping
Reference Number Type Amount

Recent Transactions o

20 Apr ASV EUROPEAN AUTO SPARES 00000000000001875674 INVOICE 132.00 ®
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Next click on Statement Period and choose the statement month you wish to reconcile.

® (W Teansactions | myCAP Portal X+
O a J5: capricorn.coop/mycap
STRONGER WITH oy
CAPR|C@<RN % Help & Support [3# Log Out
Home Transactions Statements Purple Pages Specials Events Member Benefits ~
Transactions BM  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
g 2o
View by: | Most Recent || -Statement Period ~ Q Search RIS PO 2
4 2023 i o
moul
31Mar 2023 Latest Statement
March 2023
Jan. Feb. Mar. |l Apr.
CAPRICORNMOTOf - ¢ A 495 @
CARD 2, Download PDF
Reference: 00000000
ALSCO (MELBOURN 9677 @
Reference: 00000000C
CAPRICORN MUTUAL LIMITED INVOICE 100 @

Reference: 000000ATMO0002578-07

CAPRICORN MOTORPASS FUEL INVOICE 495 O
CARD

Reference: 000000000-2303312606

Next click on the text Download button.

Download Transactions X

© CSV (Accounting)
CSV (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.

¥ F 19 = | Downloads - O x
Home Share View o
[| THPreviewpane @ Exralarge icons =] Largeicons B Medium icans I ] Group by - [ item check boxes

£ small icons BE List Details W i Add columns + File name extensions
Navigation A E= ] | sent Hide selected ~ Options
p;ﬂ,e- [T Detais pane | E= Content T pyr [ Size all columns te fit Hidden items FRAE B
Panes Layout Current view Show/hide
« « 4 ¥ » ThisPC 5 Downloads » v O O Search Downloads
Name Date modified .
st Quick access Lliiens
~ Today (1)
pos
& Dropbox e F
=] 202304200821038822transactions.csv 20/04/2023 8:21 AM
8 his PC ~ Yesterday (5)
B 2D Objects t-5-437Ta-ks1-visual-guide-showering-female-flashcards-text,pdf :33 PM ;
1] Desktop 5-4377-ks1-visual-guide-showering-female-flashcards.pdf
El Documents -5-1638443999A-t-5-1638443999-twinkl-symbols-showering-vis...
‘ Downloads -5-1638443990C-t-5-1638443993-twinkl-symbols-showering-vis...
b Music t-5-1638443999-twinkl-symbols-showering-visual-schedule_ver_l..
=] Pictures ~ Earlier this week (2)
Videos ANZ Receipt - Ref 2060510729,pdf
i Local Disk (C) Roadside Assistance.pdf
= Programs (D7) ~ Last week (3)
& Network 4 2079 _garage.sip
- 4 2123 simply_amazed.zip
u html5up-halcyenic.zip
< >
items  State: 2 Shared =

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

Process different site?
WARNING - This statement is for site Memberhlo.

Do you want to continue?

(X o

MNo Yes
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When complete the Capricorn reconciliation will open.

g Capricom reconciliation (===

M...|Date Inv/Ref#  |Supplier# |Supplier. Total (In... Paid|  Balance| Notes Supplier Total
x Al Diesel Tnjec $0.00 $0.00 $0.00 Supplier ‘A1 Diesel Injection’ s not a sub-account of Capricom. Al Diesel Injection -§42,050.79
« 01/01/25 96755 160203 Microbase Asia... $146.28 $0.00 $146.28 Microbase Asia Pacific $146.28
« 0101/25  7719-2501021.. 190074  MotorpassFuel.. 142 s0.00  $142 Motorpass Fuel Card $1,350.61
 0101/25 77192501021 190074  Motorpass Fuel $99.00 $0.00  $99.00 Capricom Mutual $1,630.66
« 01/01/25 7719-2501021 190074 Motorpass Fuel -$0.24 $0.00 -$0.24 Cooldrive Distribution $10,241.87
W 01/01/25  ATPODOO4564-.. 2676 Capricom Mutual  $1,630.66 50.00  $1,630.66 John Hughes $5,156.67
W 02/01/25 16900675 953 Cooldrive Distri_. $722.70 50.00  §722.70 Veale Auto Parts $6,954.70
' 02/01/25 16901638 953 Cooldrive Distri $215.60 $0.00  $215.60 Napa $2,091.08
W 0201/25 4776273 110 John Hughes $87.66 50.00  $87.66 Repco Auto Parts $3,219.51
W 0201/25 4775157 110 John Hughes $26.62 50.00  $26.62 New Town Toyota $803.10
' 02/01/25 21208978 58 Veale Auto Parts $24.10 $0.00 $24.10 Tyre Connect $2,179.10
W 02/01/25 21209240 58 Veale Auto Parts $266.20 50.00  5266.20 Lintrex $1,322.57
V' 02/01/25 21209303 58 Veale Auto Parts $243.00 50.00  $243.00 Goodchild Enterprises $2,596.00
' 02/01/25 21210045 58 Veale Auto Parts $10.00 $0.00 $10.00 Alsco Linen $235.27
W 02/01/25 21210729 56 Veale Auto Parts $14.20 5000 $14.20 Perth Auto Alliance $136.62
W 02/01/25 1880266755 190163 MNapa $198.00 $0.00  $198.00 Gardner Holden §926.28
' 02/01/25 1880266756 190163 Napa $43.73 $0.00 $43.73 Roadbend Mators $291.50
' 02/01/25 1880266757 190163 Napa $503.25 5000  $503.25 Century Yuasa Batter $2,008.40
W 02/01/25 1880266819 190163  MNapa $21.18 50.00  $21.18 Automotive Tnstitute Of Technology $3,542.20
' 02/01/25 1880266833 190163 Napa $29.70 $0.00 $29.70 United Automotive Solutions $1,884.08
« 02/01/25 4800151851 43 Repco Auto Pa. $204.94 $0.00  $204.94 United Fuel Injection & Turbo $1,564.20
V' 02/01/25  4B00i51907 43 Repca Auto Pa... $74.25 $0.00  $74.25 Statewide Bearings $36.87
W 02/01/25 4800151948 43 Repco Auto Pa $39.86 $0.00 $39.86 Burson Auto Parts $394.03
' 02/01/25 2179159 340 New Town Toy $68.04 $0.00 $68.04 Mercedes Benz Perth $371.17
' 02/01/25  PSI488655 100469  Tyre Conmect $272.80 50.00  $272.80 Major Motors $262.67
' 03/01/25 16905535 953 Cooldrive Distri $430.52 $0.00 $430.52 Boc Limited $90.66
' 03/01/25 4776969 110 John Hughes $328.84 $0.00  §328.84 Castrol $4,658.44
V 03/01/25 21212205 58 Veale Auto Parts §35.60 50.00  $35.60 Jas Oceania )| §318.2
W 03[D1/25 21212388 58 Veale Auto Parts $7.80 $0.00 $7.80 Electric Life $114.40
 03/01/25 21213191 58 Veale Auta Parts $57.20 $0.00 $57.20 Head Exchange $1,710.00
W 0301/25 21213418 56 Veale Auto Parts $72.80 50.00  $72.80 Strut Specialists $88.00
W 03/01/25 1880266846 190163 MNapa $59.40 $0.00  $50.40 Motor Trade Assoclation $107.00
+ 03/01/25 4800152027 43 Repco Auto Pa. $16.78 $0.00 $16.78 Westwide Auto Recyclers $220.00
W 030125 4B00152047 43 Repco AutoPa..  $118.50 50.00 511850

T T sasE $0.00 $56,605.32 $14,554.53

= o
Payment Redo Print 0K

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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