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SoloRec Demonstration Guide

1. Introduction

This SoloRec Demonstration Guide is intended to take the user through a sequence of
events from loading bank and cashbook data through to reconciliation, enquiring,
viewing and reporting, in order to demonstrate the functionality of SoloRec.

While the Guide is split into sections, it is designed to be worked through in sequence.

The demonstration starts by guiding you to view the Reconciliation Statement. The
process returns to this at various stages so that you can observe the effect that
actions such as loading and reconciling transactions have on account balances.

The demonstration also takes you through some of the functions for viewing and
enquiring on both reconciled and unreconciled transactions as well as showing you
how to unreconcile transactions that have previously been reconciled.

The demonstration is not intended to cover all the functions and features of SoloRec.
It is however, intended to provide an environment within which you can familiarise
themselves with the core functions of SoloRec and verify whether it will suit your
organisation’s requirements for an automated bank reconciliation system. It is hoped
that you will explore all the avenues shown and look at others that may not be
covered in detail within this guide.

You are free to access any aspect of SoloRec you choose; you can freely navigate any
aspect of the application free in the knowledge that you cannot come to or cause any
harm. In the event that you get “lost”, all that is required is to shut the application
down and SoloRec will automatically reset itself.

Each time the demonstration is closed down it will reset the database and data files.
This cycle can be run as often as required.
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2. Installing the Demonstration

A zip file can be downloaded from the SoloRec website - http://www.solorec.com.
This zip file contains an installation script that will install SoloRec, a demonstration
database, some sample files and a licence that allows SoloRec to be used for
demonstration purposes only. The installation script should be “unzipped” into a
folder on your PC, and then setup.exe should be run.

E8 colorec_demo.zip |:| |§ |

File Edit ‘“iew Favorites Tools  Help ﬂ,"

eﬂack - -.\_._:] l.@ ﬁSearch H—" Folders -.-

b INST32LEX
Folder Tasks 7 asal | Ex_Filz E _ISDEL.EXE
—= | 315KE
(I Extract all files
N sETuRa
seal | TFile _SETUP.DLL
223l | 4 990KE

File and Folder Tasks

OISk, ID
I File
1B

_SETUR.LIE
LIE Fil=
190 KB

@ Move this File
Copy this File
&N Fublish this file to the 'Web
¢ Delete this file

SETUPR.INI
Zonfiguration Settings
1kKE

daa
Other Places > SETUR,INS Iy SETUR.ISS
Inkternet Communication Setkings Flash EXE Builder Project File
[a Zip Files &9 kB 1KE

;

Ikl
=y
Il

My Docurments
I Shared Documents

)

SETURP.PDF SETUR.PEG
Adobe Acrobak 7.0 Document PKi3 File
1KE 1KE

Itlb
Ikl
Ik

\ﬂ M Mebwork Places

UMNSTUE.EXE
Details

This will install SoloRec as well as creating a C:\SoloRec folder that contains the
demonstration data.
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3. Starting SoloRec

To start SoloRec, you simply double-click on the SoloRec icon that p—
should have been installed on your Microsoft Windows Desktop. |’|

SoloRec

Alternatively you can choose SoloRec from the Start button.

SoloRec will verify that it has a valid licence and database, and then display the Select
Account screen.

) SoloRec - [Select Account] |-_ |E|r5—<|
File Miew Accounts Actions  Administration  Options  Window  Help

Z|=|clmla| ri=(m| S| dl@wcEs] Blv]x] B« o= D6
Account Name Last Action D ate
Solorec Demonstration Items in account saved 15 Jul 2008 10:21:05
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4, Finding Your Way Around

The Select Account screen displays all of the accounts that have been defined in your
SoloRec System. For each account, information about the last action performed is
also displayed.

) SoloRec - [Select Account]
File Wiew Accounkts Actions  Administration  Options  Window  Help

Z|Eolwlal v|e(m|=| Hlawcs| Blv|x]| 8o« 3= 2o

Account Mame Last Action Date

Solorec Demonstration Iterns in account saved 15.Jul 2008 10:21:05

The menu bar at the top of the screen contains various commands. For this
demonstration we will be focusing on some but not all of these options.

The convention used in this guide is that things you click, such as buttons and menu
options, are displayed in this typeface.

To start we will inspect the current Reconciliation " PSS - [Select Account]
Statement for the SoloRec Demonstration =
account. To do this, choose View / Reconciliation
Statement.

Hiskory
Ikems

Properties, ..

Most menu options have a corresponding toolbar
button. The Reconciliation Statement can also be
shown by clicking the View Reconciliation
Statement toolbar button.

The Reconciliation Statement for the selected account is then shown.
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@ SoloRec - [Reconciliation Statement - Solorec Demonstration]

E File Wiew Options ‘Wwindow Help E .
[Elclmls| riz|m|S| Hsw@v] Blv|x| | o|=| @0
Closing Statement Balance at 30 Apr 2008 -31.681.3b
Outstanding Items

Statement

2 receipts 2.410.09

1 payment -b48.04
Cashbook

6 receipts 2.410.69

b payments -619.38

Reconciliation Cashbook Balance -31.652.09

Closing Cashbook Balance at 30 Apr 2008 -31.6562.09

variance 0.00

The Reconciliation Statement has its own subset of
menu options. You can choose to print the
Reconciliation Statement either with or without the
corresponding list of unreconciled transactions.
These options are available under the File menu
option.

Closing the Reconciliation Statement, either by
clicking on the grey x button or by choosing File /
Close Reconciliation Statement, takes you back to the
Select Account screen.

@ SoloRec - [Reconciliation Stateme

Yiew Options Window  Help

Print Statement and Report

Close Recanciliation Statement
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5. Loading Data

When the Select Account screen is displayed, the Actions menu gives you the
different options you can do to affect the highlighted account.

One important action is to be able to bring data into SoloRec. This is done using
loaders. These loaders are set up when the account is created, and may be either
pre-defined within SoloRec or use a set of mapping rules. The creation of accounts
and definition of loaders are outside the scope of this guide.

We will start by importing items from a file
created by a cashbook system. Choose
Actions / Loaders / Cashbook....

Administrakion  Options  Window  Help

Skatement, .. [! —

L4zl ACIION

Enter Mew Ikems, ..

Automatic Reconcile

A loader will look for files of a particular type, in this case filenames beginning with
cashbook. There are two such files in the C:\SoloRec\Demonstration folder, so
SoloRec asks you to choose which one should be imported.

@ Select File for Cashbook

cazhbook - 2003_05.cav
cazhbook - 2008_06.cav

k. Cancel Help

We will select the cashbook — 2008_05.csv file, as this is the file that contains the earlier
cashbook data. Highlight it in the list, then click OK.

@ Select File for Cashbook

cashbok - 2008, 06.cav

ak. [\ | Cancel Help
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SoloRec will start processing the file, and quickly display a summary of the
transactions that have been found in this file.

) Cashbook - Solorec Demonstration |L”E”E|
File Being Proceszsed:
C:hSaolarechDemanstrationhcazhbook - 2008_05.cav
[Eroup

i = All Items Loaded 2h8 -9,652.90:
Receiptz 17 4200778
Pavments 14 A1 .660.68

Preview. ..
k. Cancel Help

The screen gives you the option to Preview the transactions that have been found.
However, for this demonstration we will click OK to confirm that we are happy with the

summary, and wish to load these transactions into SoloRec. The file that has been
processed is then moved into a “processed files” folder.

If you have already run this demonstration, you may get a question, asking you

whether the file with the same name in the processed files folder should be
overwritten.

€ SoloRec Question [‘5—<|

@ The file just loaded already exists in the destination

folder.
Prezs Yes to ovenarite the existing file

Yes | MHao

If you get this message, click Yes.

We use the same process to import items
from a bank statement file. Choose Actions / :
Loaders / Statement.... Window _ Help

Cashboak, ..

» fukamatic Reconcile ing Cashbook

Again, we’ll get asked which statement file to import. Highlight the statement - 05_2008.csv
file and click OK.
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[EI Select File for Statement

statement - 2008 05 cay

statemnent - 2003_06. cav

ak. !: | Cancel Help

SoloRec will process this file, then display the summary.

[ZI Statement - Solorec Demonstration

File Being Proceszsed:
C:A\SolorechDemonstrationtstatement - 2008_05.cav
[Eroup

: = All Items Loaded 200 -9.652.90:
Receipts aa 4200774
Pavments 114 A1 .660.68

Preview. ..
k. Cancel Help

Click OK to apply the transactions to the account, again overwriting any existing file in
the “processed files” folder if asked.

We have now loaded in transactions from both the cashbook and the statement. The
Select Account screen has been updated to show the last action that was done.

P SoloRec - [Select Account]
File “iew Accounts Actions  Administration  Opbions  Window  Help

Z[E=lolwla| viem(=| Hswlals| Blv|x| B« o= =0

Account Hame Last Action Date

Salorec Demonztration Data loaded using Statement 23Jan 2003 13:43:13

Next we will check the Reconciliation Statement to view the current balances. As
before, choose View / Reconciliation Statement.
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) SoloRec - [Reconciliation Statement - Solorec Demonstration]

B=1ES

Variance

E File View Options ‘Window Help - 8 X
g El=lclwla| rizimS| Hlanzv] Blv(x] BS=| o= =6
Closing Statement Balance at 30 May 2008 -41.234.25
Outstanding Items
Statement
88 receipts 44,417 .87
115 payments -b2.208.72
Cashbook
123 receipts 44 .418.47
146 payments -52.280.06
Reconciliation Cashbook Balance -41.304.99
Closing Cashbook Balance at 30 May 2008 -41,304 99

0.00

Close the Reconciliation Statement to take you back to the Select Account screen.

© 2009, Aurum Solutions Ltd
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6. Automatic Reconciliation

SoloRec can automatically match transactions based on the values in one or more
fields. We will automatically match the transactions we have just loaded by
comparing the values in their Reference fields.

Ensure that the SoloRec Demonstration account is
highlighted, then choose Actions / Automatic Reconcile.

[Select Account]

Accounts BAEd e Administration  Opti
This will display the Automatic Reconciliation |y ® |Loaders g
screen. ount Nam  Enter Hew Items, .. T

m Automatic Reconcile

Automatic Reconciliation - Solorec Demonstration r5__<|

Select the fhields that should match for reconciling

Arnournk

Derived Reference
M arrative
Reference
Tranzaction Date
Tranzaction Type

k. Cancel Help...

This screen allows us to choose the field or combination of fields whose values should
match when reconciling transactions. We will click on the box next to Reference, then

click OK.
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Automatic Reconciliation - Solorec Demonstration

Select the figldz that zhould match for reconciling

Arnovint
Derived Reference
M arrative

hg ranzaction D ate

Tranzaction Type

0k, Cancel Help...

SoloRec quickly matches off the transactions which have the same reference and
where there is no variance, then updates and displays the Select Account screen.

P SoloRec - [Select Account]
File Wiew Accounts Actions  Administration  Options  Window  Help

T|E[Clwla| rlE|mS| HlawEv] Blv|x] Bc« o= =0

Account Hame Last Action Date

Solorec D emonztration Automatic Beconciliation mn 23Jan 2009 19:¢

We will check the Reconciliation Statement to see how many transactions are still
unreconciled.
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# SoloRec - [Reconciliation Statement - Solorec Demonstration] E”E|g|
E File View Options ‘Window Help - 8 X
2 Z|Eclwla| riz(m S| H@wcls] Blv)x] wiS] = @0
Closing Statement Balance at 30 May 2008 -41.,234.25
Outstanding Items
Statement
22 receipts 19.831.48
2 payments -1.152.10
Cashbook
b7 receipts 19.832.08
6 payments -1.223 .44
Reconciliation Cashbook Balance -41.304 99
Closing Cashbook Balance at 30 May 2008 -41.304 99
Variance 0.00

Close the Reconciliation Statement.

© 2009, Aurum Solutions Ltd
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7. Manual Reconciliation

The Reconciliation Statement showed that there were around 90 transactions that still
needed reconciling. SoloRec allows us to view these transactions and manually
reconcile them.

To do this, ensure that the required account is

highlighted in the Select Account screen then choose
View / ltems

© SoloRec - [Select Account]
Accounts  Actions  Adrnini:

E Reconciliation Statement J
— Hiskory —

Properties. ..

or click the View Transactions toolbar button. ) SoloRec - [Select Account]

File Miew Accounts  Ackions

H ZE[©lel®| v

The Account Items screen for the selected account is then shown.

# SoloRec - [Account ltems - Solorec Demonstration]

@ File View Screen  Actions Options  Window  Help - 8 X
|l Z[=[clu|n| viwimS| dlaws] Blvix]| BC|« o= =6
Reference Side Tranzaction D ate Marrative Receipts Paymentz Tranzaction Tyvpe 5
= 109124 [1 item] :
Statement 2 M ay 2008 E04.06 CHO
= 109142 [1 item] B
Cazhbook 2 gy 2008 757 E04.06 CHO
- BACS816 [6 items]
Statement S Apr 2008 54804 BACS
Cazhbook 9Apr 2008 328 JE5.85 BaCS
Cazhbook S .Apr 2008 188 T1.34 BALS Thiz It
Cazhbook 9Apr 2008 127 T1.34 BALCS
Cazhbook S Apr 2008 357 R9.82 BALS
Cazhbook 9 Apr 2009 487 51.03 BALCS
= CASH [79 items]
Cazhbook FApr 2008 149 £8.36 CasH
Cazhbook 3 Apr 2008 AEY 19667 CAsH
Cazhbook Fhpr 2008 416 501.77 CasH
I mrbbile T e D IET [y racy ¥
< | >
Current Selection
Side Tranzaction D ate Reference M arrative Receipts Paymentz Tranzaction Type
< ¥
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By default, all of the unreconciled transactions are shown. For the purposes of this
demonstration, the default view groups these transactions by Reference, and the
Statement transactions are coloured blue.

We can easily see that there are some transactions that can be reconciled. The top
two transactions are for the same date and amount, but the references are slightly
different.

To reconcile transactions, we must first “select”
them. We do this by either double-clicking on
the transaction’s row, or by clicking on the grey
button on the left-hand side of the transaction’s || X|=|©e|o| v|& (M=)
row. We’ll select the Statement row underneath
the 109124 header.

f!l SoloRec - [Account ltems - Solorec D
@ File Miew Screen  &ctions  Opions  %Win

Reference Side

[=1 109124 (1 item)

. . . Statermnent
When a transaction is selected, a red "“pin” [% : .
appears in the transaction’s button, and the = A (U 1E
transaction’s details appear in the Current Selection Lashbook
grid at the bottom of the screen. =" RACSRIR IR itams]
EI SoloRec - [Account ltems - Solorec Demonstration] E@E|
[B] File view sScreen Actions Options ‘Window Help — | & x
| Z|=[olu|s| veims dls@Ecsl oy ea= o= me
Fieference Side Tranzaction Date Marrative Feceipts Fayrients Tranzaction Type f
= 109124 |1 item]
LY Staternent 2 May 2008 E04.06 CHO
= 109142 [1 item]
Cazhboaok 2 bap 2008 757 E04.08 CHO
= BACS5816 (6 items]
Staternent 9 Apr 2008 548.04 BACS
Cazhbook S Apr 2008 328 365,85 BALCS
Cazhbook 9Apr 2008 188 T1.34 BALCS Thiz I
Cazhbook S Apr 2008 127 T1.34 BALS
Cazhbook 9 Apr 2008 357 59.82 BALS
Cazhbook S Apr 2008 487 B1.03 BALCS
= CASH [79 items]
Cazhboaok FApr 2008 149 £B.36 CASH
Cazhbook FApr 2008 559 19667 CasH
Cazhboaok FApr 2008 418 501.77 CASH
[ T A WNE PET FF3 R racH v
< 3
Current Selection
Wanance: 604,06
Side Tranzaction D ate Fieference M arrative Feceipts Paprnents Tranzaction Type
1 Statement 2 hap 2008 109124 £04.06 CHG
< >
_—_—— oo oo
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Note that the Variance of the selected group is
displayed. If the variance is not 0.00, then it is Yemeree SIATE
displayed in red.

ayments Tranzaction Type
B04.08 CHO

Transactions can be “de-selected” in the same way as selecting them.

Selecting the 109142 transaction updates the Current Selection and recalculates the
variance of the currently selected group as 0.00.

EI SoloRec - [Account ltems - Solorec Demonstration] g@‘g|
[B] File view sScreen Actions Options ‘Window Help - 8 x
| Z|cle|s| v S| xeEs| S| 88w o= @e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type -~
= 109124 [1 item]
Statement 2 b ay 2008 E04.06 CHO
= 109142 [1 item]
Cazhbook 2 hlap 2008 757 E04.05 CHO
- BACS816 [6 items]
Statement 9 apr 2008 54804 BACS
Cazhboaok 9 Apr 2008 328 36585 BALCS
Cazhbook 9 Apr 2008 188 T1.34 BALS Thiz Ik
Cazhboaok 9 Apr 2008 127 71.34 BALCS
Cazhbook 9 Apr 2008 357 59.82 BALS
Cazhboaok 9 Apr 2008 487 51.03 BALCS
= CASH [79 items]
Cazhbook FApr 2008 149 E8.36 CasH
Cazhbook FApr 2008 559 19667 CasH
Cazhbook FApr 2008 418 501.77 CasH
I arhbenl 3 A WNE PET FF3 R racH v
< >
Curent Selection
Wariance: 0.00
Side Tranzaction Date Reference Marrative Receipts Payments Tranzaction Type
1 Staterment 2 Map 2008 109124 £04.05 CHO
2 Cashbook 2 hap 2008 109142 kit 604.06 CHO
< ¥

Now that we have two transactions selected, and there _
is no variance, the green tick on the toolbar is now

unlocked. Clicking this toolbar button will manually

reconcile these two transactions together. =R |¢'_'\| 8 g

. . . . h [ ate R EUE oy - Recei

This can also be done by choosing Actions / Reconcile. ‘
a0 2NNA

The two transactions are now reconciled, and disappear from the list of unreconciled
transactions and also from the Current Selection.
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# SoloRec - [Account ltems - Solorec Demonstration]

@ File View Screen  Actions Options  Window  Help - 8 X
| Z[=[olnls] viwims dlss@s] olvx] 8o o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type 45
(= BACS816 (6 items) 5
Cazhbook S Apr 2008 487 B1.03 BALCS
Cazhbook 9 Apr 2008 357 59.82 BALS B
Cazhbook S .Apr 2008 188 T1.34 BALS Thiz It
Cazhbook 9 Apr 2008 127 T1.34 BALS
Cazhbook S Apr 2008 328 365,85 BALCS
Statement 9 Apr 2008 548.04 BALCS
= CASH [79 items]
Cazhbook FApr 2008 149 £8.36 CasH
Cazhboaok 3 Apr 2008 5B 19667 CASH
Cazhbook Fhpr 2008 416 501.77 CasH
Cazhboaok 3 Apr 2008 257 FE3.53 CASH
Statement 3dpr 2008 1.42973 CasSH
Cazhboaok 9 Apr 2008 323 24423 CASH
Cazhbook Shpr 2008 213 ¥3E13 CasH
[Ty — 0 e AN aan e racy b
< | >
Current Selection
Side Tranzaction Date Reference Marrative Receipts Payments Tranzaction Type
< b

The next group of transactions refers to a BACS or batch on-line payment. We will
find out why it did not reconcile.

We can quickly select the whole group
by right-clicking on the group’s header
line, then choosing Select Group.

IEI SoloRec - [Account ltems - Solorec Demonstrati

@ File Miew Screen  Actions  Options  Window  Help

| =|=(c]eln]| vie(m S M)
Reference Side Tranzact

= BACS5816 (6 items]
=T ILLIUE, 9
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[ SoloRec - [Account Items - Solorec Demonstration] g
@ File View Screen  Actions Options  Window  Help - 8 X
| Z[=[olnls] vieims dsEEs o] Bae o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type 45
LY Cazhbook S Apr 2008 487 B1.03 BALCS
LY Cazhbook 9 Apr 2008 357 59.82 BALS B
LY Cazhbook S .Apr 2008 188 T1.34 BALS Thiz It
LY Cazhbook 9 Apr 2008 127 T1.34 BALS
LY Cazhbook S Apr 2008 328 365,85 BALCS
LY Statement 9 Apr 2008 548.04 BALCS
= CASH [79 items]
Cazhbook FApr 2008 149 £8.36 CasH
Cazhboaok 3 Apr 2008 5B 19667 CASH
Cazhbook Fhpr 2008 416 501.77 CasH
Cazhboaok 3 Apr 2008 257 FE3.53 CASH
Statement 3dpr 2008 1.42973 CasSH
Cazhboaok 9 Apr 2008 323 24423 CASH
Cazhbook Shpr 2008 213 ¥3E13 CasH
[Ty — 0 e AN aan e racy b
< | >
Current Selection
Wariance: -71.34
Side Tranzaction Date Reference Marrative Receipts Payments Tranzaction Type -
1 Cashbook 94Apr 2005 BACSE1E 487 51.03 BaCS
2 Cashbook 94pr 2003 BACSE1E 357 59,82 BACS
3 Cashbook 94pr 2008 BACSETE 188 71.34 BACS Thiz laok
4 Cashbook, 94pr 2003 BACSE1E 127 71.34 BACS 7
< R S MHI T ¥

The variance for the group is -71.34. Because the group’s variance is not 0.00, it
cannot be reconciled.

SoloRec has some functions that can help in manual reconciliations. The first is
Locate Variance. This inspects the list of displayed transactions to see if one can be
added into the group to make the variance 0.00.

We will try to locate a variance by clicking the Locate
Variance toolbar button.

ec Demonstration]

Window  Help
This can also be done by choosing Actions / Locate |§| H| |@J \?| |
Variance. : by
Side Tranzact rra
biook 9 Apr 2008 487
SoloRec responds with a message. € SoloRec Information rz|

This means there is no transaction displayed @ Mo item can match the variance.
that can be added into the group to allow it to
reconcile.

] Help
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The second potentially useful function is Locate Excess. This scans the list of selected
transactions to see if one can be knocked out of the group, making the variance 0.00.

We will try to locate an excess by clicking the Locate
Excess toolbar button.

s Window  Help
This can also be done by choosing Actions / Locate Excess. F|=| #|/4|M|=| | ||

. . . . Side Tranzaction D_ive
A transaction is highlighted.

aboak, 9 Apr 2003 487

# SoloRec - [Account ltems - Solorec Demonstration]

« B

@ File View Screen  Actions Options ‘Window Help = [=
| Z[=[olnls] vieims dsEEs o] Bae o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type 45
= BACS816 [6 itemsz]
LY Cazhbook S Apr 2008 487 B1.03 BALCS
LY Cazhbook 9 Apr 2008 357 59.82 BALS B
LY Cashbook 3 4pr 2008 188 ALS
LY Cazhbook 9 Apr 2008 127 T1.34 BALS
LY Cazhbook 9Apr 2008 328 3E5.85 BaCs
LY Statement 9 Apr 2008 548.04 BALCS
= CASH [79 items]
Cazhbook FApr 2008 149 £8.36 CasH
Cazhboaok 3 Apr 2008 5B 19667 CASH
Cazhbook JApr 2008 418 501.77 CasH
Cazhboaok 3 Apr 2008 257 FE3.53 CASH
Statement 3dpr 2008 1.42973 CasSH
Cazhboaok 9 Apr 2008 323 24423 CASH
Cazhbook Shpr 2008 213 ¥3E13 CasH
Cibabarnamt O A W0 aen A racH hs
< | >
Current Selaction
Wariatce: -71.34
Side Tranzaction Date Reference Marrative Receipts Payments Tranzaction Type -
1 Cashbook 9Apr 2005 BACSE1E 487 51.03 BACS
2 Cashbook. 94pr 2003 BACSE1E 357 59,82 BACS
3 Cashbook 9Apr 2005 BACSE1E 188 71.34 BACS Thiz laok
4 Caszhbaak 9 Apr 2003 BACSE1E 127 71.34 BACS 2
£ S— T Hmi T > a

If we were to deselect the highlighted transaction, then the group would resolve.
However, we will click the Locate Excess toolbar button again to see if there’s another
transaction.
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# SoloRec - [Account ltems - Solorec Demonstration]

@ File View Screen  Actions Options ‘Window Help = [=
| Z[=[olnls] vieims dsEEs o] Bae o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type 45
= BACS816 [6 itemsz]
LY Cazhbook S Apr 2008 487 B1.03 BALCS
LY Cazhbook 9 Apr 2008 357 59.82 BALS B
LY Cazhbook T1.34 BALS Thiz It
LY Cashbook. ACS
LY Cazhbook S Apr 2008 32 365,85 BALCS
LY Statement 9 Apr 2008 548.04 BALCS
= CASH [79 items]
Cazhbook FApr 2008 149 £8.36 CasH
Cazhboaok 3 Apr 2008 5B 19667 CASH
Cazhbook Fhpr 2008 416 501.77 CasH
Cazhboaok 3 Apr 2008 257 FE3.53 CASH
Statement 3dpr 2008 1.42973 CasSH
Cazhboaok 9 Apr 2008 323 24423 CASH
Cazhbook Shpr 2008 213 ¥3E13 CasH
[Ty — 0 e AN aan e racy b
< | >
Current Selection
Wariance: -71.34
Side Tranzaction Date Reference Marrative Receipts Payments Tranzaction Type -
1 Cashbook 94Apr 2005 BACSE1E 487 51.03 BaCS
2 Cashbook 94pr 2003 BACSE1E 357 59,82 BACS
3 Cashbook 94pr 2008 BACSETE 188 71.34 BACS Thiz laok
4 Cashbook, 94pr 2003 BACSE1E 127 71.34 BACS 7
£ — T Hmi T > a

There is. Are there any more? Click on the Locate Excess button a third time.

€2 SoloRec Information

ok

X

@ Mo ather item can match the vanance.

Help

SoloRec displays a message indicating that there are no other transactions it can find
to exclude from the group that would resolve the group’s variance.

At this point some further investigation would typically be required. However, for the
purposes of this demonstration, we will assume that the transaction with the Narrative
of 127 is in error, and should be de-selected. The variance resolves to 0.00.
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® SoloRec - [Account Items - Solorec Demonstration]

B[=]ES

@ File View Screen  Acktions Options  ‘Window Help -8 X
d Z|s|oluls| rig|mS| dlswcs Blvx] Bla= o= mneo
Fieference Side Tranzaction Date Marrative Feceipts Fayrients Tranzaction Type A
= BACS816 [6 items]
LY Cazhboaok 9 Apr 2008 487 51.03 BALCS
LY Cazhbook 9 Apr 2008 357 59.82 BALS W
LY Cazhbook S .Apr 2008 188 T1.34 BALS Thiz It
C k. =L
LY Cazhbook S Apr 2008 328 365,85 BALCS
LY Statement 9 Apr 2008 548.04 BALCS
= CASH [79 items]
Cazhbook JApr 2008 149 £8.36 CasH
Cazhbook 3Apr 2008 BES 19667 CasH
Cazhboaok FApr 2008 418 501.77 CASH
Cazhbook Fhpr 2008 257 EE3.53 CasH
Staternent 3 Apr 2008 1.425.73 CASH
Cazhbook Sapr 2008 323 24423 CasH
Cazhboaok 9 Apr 2008 213 73613 CASH
[Tan— O A WG aen racH v
< | 3
Current Selaction
Wanance: 0.00
Side Tranzaction Date Reference Marrative Receipts Payments Tranzaction Type e
1 Cashbook 94Apr 2008 BACSE1E 487 51.03 BACS
2 Cashbook 94pr 2003 BACSE1E 357 59,82 BACS
3 Cashbaak 9 Apr 2003 BACSE16 188 71.34 BACS This loak
4 Cashbook, 94pr 2003 BACSE1E 328 3ER.85 BACS 7
- - . e b | ———— - »—

The group of transactions can now be reconciled by
clicking the Reconcile toolbar button, when they will
disappear from the list of unreconciled transactions.

=]« Elv]x| Bl

h D ate [ arrghes Recei
‘

au 2M0R
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) SoloRec - [Account ltems - Solorec Demonstration] Z E| g|
@ File View Screen  Actions Options  Window  Help - 8 X
| Z[=[olnls] viwims dlss@s] olvx] 8o o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type e
= BACS816 (1 item]
= CASH [79 items] —
Cazhbook FApr 2008 149 E8.36 CasH
Cazhbook FApr 2008 559 19667 CasH
Cazhbook FApr 2008 418 501.77 CasH
Cazhbook FApr 2008 257 EE3.53 CasH
Staternent 3 Apr 2008 142973 CASH
Cazhbook 9Apr 2008 323 24423 CasH
Cazhboaok 9 Apr 2008 213 73613 CASH
Statement 9 dpr 2008 980,36 CAaSH
Cazhboaok 1 tap 2008 317 15811 CASH
Cazhbook 1 hiap 2008 308 45355 CasH
Staternent 1 May 2008 62166 CASH
Cazhbook 2 hlap 2008 478 94,97 CasH
[Ty — 2 hd =0 AN a4 at racy A
£ | 4
Current Selection
Side Tranzaction Date Reference Marrative Receipts Payments Tranzaction Type
< b
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8. Grouping and Sorting Transactions

There are still 79 transactions, all with the Reference of CASH, that have not been
reconciled. We can change the way the Account Items screen is displayed, to assist
us to find more matches.

The first way is to change the way the
transactions are grouped and sorted in the
screen. Choosing Screen / Grouping and Sorting...
displays the Grouping and Sorting screen.

" SoloRec - [Account ltems - Solorec Demonstr
(8] File  Yiew

Actions  Options  Window  Hel|

Cefine Filker..,
Select Columns. .,

= Il

Grouping and Sorking. ..
| Itermn Colours, ., k
W Split by Side
= CASH
v Show Tkem Count

Show Group Yariance

Grouping and Sorting

Ay ailable Fieldz [Grouping

D ate Loaded Reference
Date Reconciled

Derived Reference

[nput Eatch 1D

M arrative

M aote

Recanciliation Methad —_—
Side

[ty
Sign of Amount 4
[ty
[ st

Status _
Tranzaction Type Sarting

IInzigned Amount Tranzaction Date
Arnount

k. Cancel Help |

The screen defines how the Account Items screen is currently structured. We're going
to change the structure so that transactions are grouped by Transaction Date and sorted
by Amount.
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First, highlight Reference in the Grouping box, then _
click <. This removes the highlighted field from the

box. Grouping

N~
K

Next, highlight Transaction Date in the Seorting box, then Soiting

click <. This removes the highlighted field from the
box.

Tranzaction Date
v Amount

Next, with Transaction Date highlighted in the Available Fields box, click >to move it into the
Grouping box.

Grouping and Sorting @

Ayvailable Fields [Erouping

D ate Loaded |
Date Reconciled - |

Derived Reference

[nput Batch (D

Marrative

MHaote

Reconciliation kMethod

Reference

Side

Sigr of Amount )
Catuz Sarting

Tranzaction Date
Tranzaction Type
Inzigned Armant

] 4 Cancel Help |

Finally, click OK to rebuild the Account Items screen.
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Grouping and Sorting

Ayailable Fields

D ate Loaded

[nput Batch (D
M arrative
Maote

Reference
Side

Sign of Amount
Statuz

ok

Date Reconciled
Derved Reference

Reconciliation kMethod

Tranzaction Type
Inzigned Armont

Cancel

Grouping

Sarting

Tranzachon Date

Arnaunt

Help

!

rg'l SoloRec - [Account ltems - Solorec Demonstration]
@ File Miew Screen  Ackions  Options  Window  Help

| Z(=|clw|s| v[e(m S| Hlxwcs] Sy 88« o= @6
Tranzaction D ate Side Reference Marrative Receipts Payments Tranzaction Type
= 3 Apr 2008 [5 items]
Cazhbook CasH 149 GE.36 CasH
Cazhbook CasH 5E4 19E.E7 C45H 0
Cazhbook CasH 415 501.77F CasH
Cazhboaok CASH 257 BE3.53 CASH
Skatement CasH 1.429.73 CasH
= 9 Apr 2008 [4 items]
Cazhbook CasH 323 244,23 CasH
Cazhboaok CASH 213 73E13 CASH
Staterment CasH 980.36 CasH
Cazhboaok BACSE1E 127 71.34 BACS
= 1 May 2008 [3 items]
Cazhboaok CASH 317 158.11 CASH
Cazhbook CasH 308 4E3.65 C45H
Statement CasH £21.6E CasH
= P dan MNR (7 lamel v
< »
Current Selection
Side Tranzaction Date Fieference Marrative Feceipts Papments Tranzaction Type
< ¥
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By default, the number of items in each
group are displayed. SoloRec allows you
to display the variance for each group
also.

Choose Screen /| Show Group Variance, then
choose Screen /| Show Iltem Count — this will
remove the item count from the group
headers.

This will rebuild the Account Items screen.

 SoloRec - [Account ltems - Solorec Demonstration]

""" Actions

Define Filker

Select Calumns. ..

Garouping and Sorting. ..

Itemn Colours, ..

Split bey Side

v Show Tkem Counk

Show Group

Variance

Save Screen Setkings

A Thrame b Clinknard

Options

@ SoloRec - [Account ltems - Solorec Demonstra

Window  Help

ol

L 1L 1L L L

@File View Screen  Actions  Options  Window  Help

B=1ES

x

=

|l Z[=[Clu|n| viwim S| dlsws| Slvx] BE« o= |6
Tranzaction D ate Side Reference Receipts Payments Tranzaction Type
= 3 Apr 2008 [Vanance: D.60]
Cazhbook CasH 149 GE.36 CasH
Cazhboaok CASH 5E4 19667 CASH 0
Cazhbook CasH 415 501.77F CasH
Cazhboaok CASH 257 BE3.53 CASH
Statement CasH 1.429.73 CaSH
= 9 Apr 2008 [Mariance: -71.34)
Cazhbook CasH 323 24423 C45H
Cazhboaok CASH 213 73E13 CASH
Staterment CasH 980.36 CasH
Cazhboaok BACSE1E 127 71.34 BACS
= 1 May 2008 [Wariance: 0.00]
Cazhbook CasH ki 158.11 CaSH
Cazhbook CasH 308 4E3.65 C45H
Staterment CASH 621.66 CasH
= P dan MNY Warianea n nm v
< | b
Current Selection
Side Tranzaction D ate Reference M arrative Paymentz Tranzaction Type
< ¥

Scrolling down the list of unreconciled transactions shows that most of the groups
have a variance of 0.00. This would indicate that Transaction Date is a useful field to use

in automatic matching, after Reference.
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9, Saving Manual Reconciliations

We'll close the Account Items screen by clicking on the grey — :
x button, or by choosing File / Close Account ltems Screen. M=
- | &

Because we have changed some of the transactions loaded
into this screen, SoloRec will prompt you to save the work.

x]

€ SoloRec Question

@ Prezz es to zave changes to the data

ez Mo Cancel Help

It’s helpful to think of SoloRec in the same terms as working on a document or
spreadsheet. SoloRec holds your actions in memory, and will only save them to its
database when you choose to. Clicking Cancel will leave you in the Account Items
screen. Clicking No will close the screen and lose all the work since the last save. For
the purposes of this demonstration click Yes.

You then get asked to provide an optional description to record on the account’s
history.

B Define Save Point

Optionally enter zome text that descrbes the current state of the account

ak. Cancel Help |

Enter some text if you want, then click OK.

The Select Account screen is then refreshed.

IE‘I SoloRec - [Select Account]
File ‘Wiew Accounts Actions  Administration  Options  Window  Help

T |E|clalal wie|m|=| pswas] Blvix]| o)« 3= =0

Account HName Last Action D ate

Solorec: Demonstration Items in account zaved 23Jan 2003 21.01:49
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SoloRec maintains a history of all the actions on an
account. This can be viewed by choosing View / History

® SoloRec - [Select Account]

Accounts  Ackions  Admini:

Wigw

E Recanciliakion Statement J

Items g

Salarec [

Properties. ..

or by clicking the View Account History toolbar button. ) SoloRec - [Select Account]

File Migw Accounts  Ackions  Adm

d 2= qlml®| w]E]

| Accg Vieww Accounk Hiskary

Solorec Demonzstration

The Account History screen is then displayed .

E’l SoloRec - [Account History - Solorec Demonstration]

Bi=]E

@ File Edit Wiew Actions Options ‘Window Help - 8 x
Z|m|clwln| rle(m S| slHncs] Blvix] s« o= @0
Date Action Additional Infa
23.Jan 2009 21:01:43 Items in account zaved manual recs

23Jan 2009 19:58:32 Automatic Feconcile run
23Jan 2009 19:48:13 Data loaded using Statement
23Jan 2009 19:39:31 Data loaded using Cashbook
15 Jul 2008 10:21:05 Items in account zaved

15 Jul 2008 10:19:03 Automatic Reconcile mn

15 Jul 2008 10:18:09 Automatic Reconcile run

15 Jul 2008 10:18:09 Data loaded using Statement
15 Jul 2008 10:18:11 Data lbaded using Cashbook
15Jul 2008 10:17:09 Loader Statement created
15Jul 2008 10:17:05 Loader Cashbook created
15Jul 2008 10:16:03 Account created

Reference
C:ASolorechD emonstrationsstatement - 2008_05 cav
C:ASolorec\Demonstrationhcashbook - 2008_05.cav

Tranzaction 0 ate

Reference

C:ASolorec\Demonstrationstaterment - 2008_04. csv
C:ASolorechDemonstrationscashbook - 2008_04.cav

The actions are listed in date order, with the latest action at the top of the list.

Note

that any text you entered in the Define Save Point screen will appear in the Additional

Info column.

© 2009, Aurum Solutions Ltd
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Close the Account History screen by clicking on the grey x
button, or by choosing File / Close Account History Screen.

The Select Account screen will be re-displayed.
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10. Second Automatic Reconciliation

We will run a second automatic reconciliation on this account, using a combination of

Reference and Transaction Date.

Ensure that the SoloRec Demonstration account is
highlighted, then choose Actions / Automatic Reconcile.

This will display the Automatic Reconciliation
screen.

[Select Account]

Accounts WdEdaeE Administrakion  Opti

) @ B Loaders ] L

~ount Nam Enter Mew Ikems. ..

Automatic Reconciliation - Solorec Demonstration

Select the figlds that should match for reconciling

Derived Reference
M arrative
Reference
Tranzaction D ate
Tranzaction Type

k. Cancel

Armont

Help...

This time, we’ll click on both Reference and Transaction Date fields, then click OK.
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Automatic Reconciliation - Solorec Demonstration

Select the fields that should match for reconciling

Armount
Denved Reference
M arrative

v| Reference

3l Tranzaction D ate
Tranzaction Type

k. Cancel Help...

The unreconciled transactions are quickly compared using the new field combination,
then the Select Account screen is refreshed.

P SoloRec - [Select Account]
File View Accounts Actions Administrakion  Cptions  Window  Help

Z[Elolwla| vie|m=| Hiswlaly| Blv|x| B« o= =o

Account Hame Last Action Date

Solorec D emanstration Automatic Beconciliation run 23

As before, we'll check the Reconciliation
Statement to see how many unreconciled items
remain.

File Miew Acocounts  Acktions  Admi

| s(=lolw|®| rl=|

| Wiews Reconciliation Statement
e [ emonztation
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# SoloRec - [Reconciliation Statement - Solorec Demonstration] E”E|g|
E File View Options ‘Window Help - 8 X
g Z|Eclnln| rlzm S| H4wcEs] Blv(x]| B« o= 26
Closing Statement Balance at 30 May 2008 -41.,234.25
Outstanding Items
Statement
1 receipt 1.429.73
0 payments 0.00
Cashbook
4 receipts 1.430.33
1 payment -71.34
Reconciliation Cashbook Balance -41.304 99
Closing Cashbook Balance at 30 May 2008 -41.304 99
Variance 0.00

Close the Reconciliation Statement to return to the Select Account screen.
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11. Unreconciling Items

SoloRec holds details of all transactions in its database, ® SoloRec - [Select Account]
whether they are reconciled or unreconciled.
Occasionally you may need to undo a reconciliation. This

File Wiew Accounts  Actions

is done in the Account Items Screen. > = Cel® v
[ SoloRec - [Account Items - Solorec Demonstration] g
@ File View Screen  Actions Options  Window  Help - 8 X

“ =
|l Z[=[oln|s| viwiw S| dlawas]| Blvix] BC| o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type
{i= BACS®16 [1 item)
Cazhbook S Apr 2008 127 T1.34 BALS
= CASH [5 items]
Cazhbook FApr 2008 149 E8.36 CasH
Cazhbook JApr 2008 559 19667 CasH
Cazhbook FApr 2008 418 501.77 CasH
Cazhbook Jhpr 2008 257 EE3.53 CasH
Statement 3dpr 2008 1.42973 CaSH
< b
Current Selection
Side Tranzaction D ate Reference M arrative Receipts Paymentz Tranzaction Type
< >

We can change the filter that restricts the
transactions that are displayed. Choose
Screen / Define Filter.

@ SoloRec - [Account ltems - Solorec Demonstrat

Cptions  Window  Help

This will display the Define Filter screen.
Grouping and Sorting. .. P&l

Item Colours, ..

Shlik b Side
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¥ Define Filter X
.

Field Mame Walle
Side =
Status = Outgtanding

Tranzaction D ate =
Reference =
Marrative =
Arnount =
Tranzaction Type =
Mote =
Date Loaded =
Date Reconciled =

Derived Reference =
Ltk P s T -

OOooOooOoooorRO

k. | Cancel | Help |

This screen shows the filter that is currently being used (in this case, where the Status
of the transaction is Outstanding), and allows you to change it. We’re going to
unreconcile the BACS transactions we previously reconciled.

We need to change the Status to Reconciled, and the Reference to BACS816.

Click on the Outstanding value, and select Reconciled from the drop-down list that
appears.

Y Define Filter |

Field M ame Y alue o
Side =
Status = | Outstanding ﬂ

Tranzaction Date = Dutstanding

Fi [={n{n]y] |':i|Fe|

Reference =

Marrative =
Arnount =
Tranzaction Tupe =
MHote =
Date Loaded =
Date Reconciled =

Derved Reference =
Lk P osbmbs 1T -

1O00gdoooodsn

k. Cancel Help
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Next, click on the tick-box next to Reference. This
indicates that this field will also be used in the

filter. Field Name

L] Side

Status

|:| Tranzaction Date

! Marrative

Then click in the “box” in the Value column corresponding to the Reference field.

E3

¥ Define Filter

Field M arne Yalue e

[] Side =

Status = Feconciled

|:| Tranzaction Date = .

Reference = | 1L

|:| M arrative =

|:| Aot =

|:| Tranzaction Type =

|:| [ ote =

|:| D ate Loaded = !

|:| Date Reconciled =

|:| Derved Reference =

1 limuk Bateh 6 - e

k. | Cancel | Help |
that appears.
Field Mame W alue

[] side =
Statuz = Reconcied
|:| Tranzaction Date =
Reference = BACSETE
[T Marative —

Finally, click OK. This will rebuild the Account Items screen only showing those items
that meet the filter.
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# SoloRec - [Account ltems - Solorec Demonstration]

@ File View Screen  Actions Options  Window  Help - 8 X
“ =

|l Z[=[oln|s| viwiw S dlawas| Blvx] Bol o= =e

Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type
= BACS816 [5 itemsz]

Cazhbook SApr 2008 487 B1.03 BALCS
Cazhbook 9 Apr 2008 357 59.82 BALS
Cazhbook S Apr 2008 188 T1.34 BALS Thiz look:
Cazhbook 9 Apr 2008 328 JE5.85 BALCS
Statement 9 Apr 2008 54804 BACS

< b

Current Selection

Side Tranzaction Date Feference Marrative Receipts Payments Tranzaction Type
< b

Selecting a reconciled transaction in the Account items screen, will add a tab
alongside the Current Selection tab, indicating the group of transactions it has been

reconciled with.
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# SoloRec - [Account ltems - Solorec Demonstration]

@File Yiew Screen  Actions  Options  Window  Help L |:|'|
| Z[=[olnls] vieims dlsEEs ovx] 8o o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type

= BACS816 [5 items)

L 1

< hd

Current Selection | Beconciliation Group 478

Wariance: -59.82

Side Tranzaction Date Feference Marrative Receipts Payments Tranzaction Type
1 Cashbaak 9 Apr 2003 BACSE16 357 582 BACS

Clicking on this Reconciliation Group tab displays the group of transactions that have been
reconciled together.

< > ‘
Current Selection | Feconciliation Group 478
Wariance: 0.00
Side Tranzaction Date Reference Marrative Receipts Fayments Tranzaction Type

1/ Cashbaak Apr 2003 BACSEIR 457 51.03 BACS

2 Cashbook 9Apr 2008 BACSEIE 357 59.82 BALCS

3 Cazhbaak Apr 2003 BACSEIR 188 71.34 BACS This loaks l

4 Cazhbook 9Apr 2008 BACSEIE 328 JE5.85 BACS

B Statement Sapr 2003 BACSE16 R48.04 BACS
< ¥

Selecting the Reconciliation Group also unlocks the —
Unreconcile toolbar button. Clicking this  will

unreconcile the group of transactions, making them all

unreconciled once again. «| B |X\l = ==]
- ing Act . D3 Nemsie ool
This can also be done by choosing Actions / Unreconcile. = SEYE [unreconcile [FS
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Doing this now means that there are no items that meet the filter, so nothing is
displayed in the Account Items screen. Choose Screen | Define Filter.. once more, to
change the filter back to show only Outstanding transactions.

¥ Define Filter

Field Mame Walue
Side =

Status = Recanciled

Al

Tranzaction D ate =
Reference = BACSE1E
M arrative =
Arnount =
Tranzaction Type =
MHote =
Date Loaded =
Date Reconciled =

Derived Reference =
Linmi ik P sbmbs 1T -

1O0O0O0O0O0O0ORNORO

k. Cancel Help

Click on the Reconciled value, and select Outstanding from the drop-down list that
appears. Also, click on the tick next to Reference to remove it.

Y Define Filter x|

Field Marne Walue o
Side =
Status = Outgtanding
Tranzaction D ate =

M arrative =

Arnount =
Tranzaction Type =
Hote =
Date Loaded =
Date Reconciled =

Derived Reference =
Ltk P s T -

1000000 s

k. Cancel Help

Click OK to rebuild the Account Items screen showing all unreconciled transactions.
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[ SoloRec - [Account Items - Solorec Demonstration] Z E|E|
@ File View Screen  Actions Options ‘Window Help -8 X
| Z[=[olnls] vieims dlsEEs] x| 8o o= =e
Reference Side Tranzaction Date Marrative Receipts Fayments Tranzaction Type
= BACS816 [6 itemsz]
Cazhbook S Apr 2008 487 B1.03 BALCS
Cazhbook 9 Apr 2008 357 59.82 BALS
Cazhbook S Apr 2008 127 T1.34 BALS
Cazhbook 9 Apr 2008 188 T1.34 BALS Thiz loak,
Cazhbook S Apr 2008 328 365,85 BALCS
Statement 9 Apr 2008 548.04 BALCS
= CASH [5 items]
Cazhbook FApr 2008 149 £8.36 CasH
Cazhboaok 3 Apr 2008 5B 19667 CASH
Cazhbook Fhpr 2008 416 501.77 CasH
Cazhboaok 3 Apr 2008 257 FE3.53 CASH
Statement 3dpr 2008 1.42973 CasSH
< b
Current Selection
Wariance: 0.00
Side Tranzaction Date Feference Marrative Receipts Payments Tranzaction Type
< b

Note that the group of transactions we have just unreconciled now appears in this
screen.
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12. Other Functions

SoloRec allows you to enter notes against transactions — choose Actions / Edit Note....

SoloRec allows you to change the colours associated with transactions — choose Screen
[ ltem Colours....

SoloRec allows you to change the columns that are displayed - choose Screen / Choose
Columns....

SoloRec allows you to change the defaults when you open the Account Items screen
for an account — choose Screen / Save Screen Settings.

SoloRec allows you copy the transactions that are currently listed into the Windows
Clipboard so that they can be pasted into another Windows application — choose Copy
Items to Clipboard.
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13. Second Data File Set

If required, you can go on to load the second set of cashbook and statement files
included in the demonstration. This time, because there is only one file that matches
the pro-forma given in the loader setups, you won’t get prompted to select the files to
be loaded.

You can then run through another set of automatic reconciliations, and view the
unreconciled transactions.

You close SoloRec by clicking the red X button.

This can also be done by choosing File | Exit from the
Select Account screen.

Should you wish, you can re-run the demonstration, which will restart at the
beginning.
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