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Create, edit and delete Bank and Credit 

Cards 

Accounting allows you to create multiple bank accounts including credit card accounts. 

You use bank and credit card accounts to: 

 Receive payments from customers. 
 Pay suppliers. 
 Make other payments incidental to your business, for example buying stationery. 
 Receive cash from sources other than customers. 

Bank and Credit Card Categories 

You are able to create categories to group your bank and credit cards account should you want 
to, although this is not mandatory. You are able to start or stop using categories at any time. 
Should you want to create categories, you will select Banking…Lists…Bank and Credit Card 
Categories. Below is an example of the screen, with categories. 

 

To create a new category, you will click on the Add Category button and then enter the name of 
the new category. 

 

 
 

http://help.accounting.sageone.co.za/en_za/accounting/create-edit-and-delete-bank-and-credit-cards.html
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Bank and Credit Card Accounts 

To open the Banks and Credit Cards screen, select Banking…Lists…List of Banks and Credit 
Cards. 

 

If you want to edit a bank account, click on the edit link of the account. To create a new account, 
click on the Add Bank or Credit Card button. Below is an example of an Edit Bank Account 
screen where processing has already taken place. 

http://help.accounting.sageone.co.za/en_za/accounting/create-edit-and-delete-bank-and-credit-cards.html
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To skip between the master files, click on the next or previous links. 

The Edit Bank Account screen has two tabs – the Activity tab and the Notes tab. The Activity tab 
displays balances for opening balance, total receipts, total payments, receipts and payments to 
accounts, transfers in and out and VAT transactions. The balance of the account is also 
displayed. 
In the Notes tab, you can make notes on the bank or credit card account. Notes can be created 
with an action date or without, and will display in the Company Dashboard until marked as 
complete. If you create a note without entering an action date, the system date, or entry date, will 
be used as the Action Date. 

You can also add attachments by clicking the  button. 
Individual files may not exceed 2 MB in size. A maximum of 5 attachments per note or 
transaction can be added. 
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Bank or Credit Card Opening Balances 

If errors occurred during the capturing of your opening balances when you created your different 
bank accounts, you can use this feature to rectify those balances. 

 Click on the Banking…Special…Adjust Bank and Credit Card Opening Balances option. 
 The following screen will be displayed: 

 

 Select the bank account that must be adjusted in the Bank Account field. 
 Enter a reason and the new opening balance in the respective fields. 
 Select the date when the opening balance must be effective at. 
 Click on the Save button. 

If the opening balance period falls within a closed VAT period or a locked financial year, you will 
not be able to adjust the opening balance. 
It is recommended that you seek professional advice from an accountant or auditor before 
adjusting your opening balances. 

  

http://help.accounting.sageone.co.za/en_za/accounting/create-edit-and-delete-bank-and-credit-cards.html
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Banking 

You will process account payments and receipts, customer receipts, supplier payments 
and VAT payments or refunds using this function. 
When you process customer and/or supplier receipts and/or payments using this function, you 
will need to allocate the receipts and payments under the customer and supplier menu options, 
however, if you have selected to auto allocate receipts or payments for your customer or 
supplier, the system will automatically allocate the receipts or payments to the oldest invoices. 

Banking 

Capturing your Bank Statements 
How do you get the information from your bank into your accounting software? – with Accounting 
it is easy and we offer a number of options to suit your preferences. 

 You can manually capture your banking transactions. 
 You can import your bank statements into Accounting (using OFX or CSV files). 
 You can set up bank feeds to pull your bank statements straight from your bank into 

Accounting. 
You can access this function by selecting the Banking…Transactions…Banking menu option. 

 

New Transactions 

All your newly imported transactions will appear in this tab. Once you are happy that you have 
assigned your transactions to the correct account you can process them – this will move them to 
the “Reviewed Transactions” tab where they will be considered reviewed. 

Reviewed Transactions 

By selecting the Actions check box to the left of the transaction line, you have the option to 
review or delete transactions. If you select the Mark Selected as Reviewed button, the selected 
transactions will be moved from the New Transactions tab to the Reviewed Transactions tab. If 

http://help.accounting.sageone.co.za/en_za/accounting/banking.html
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you select the Mark All as Reviewed button, all the transactions will be moved to the Reviewed 
Transactions tab. 

Batch Edit 

If a user selects a number of transactions and clicks the Batch Edit button they are able to 
update multiple rows at one time. 

Import Bank Statements 

Click on the Import Bank Statements button to import your exported bank CSV or OFX file: 

 

Show Shortcut Keys 

Click on the Shortcut Keys link to display the list of shortcuts available on this screen. This will 
aid you in processing your banking transactions even quicker. 
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Other Icons 

Icon Content 

 

Create Rule (Bank Statement Mapping Rules) 

 

These rules will change the way you do your cashbook processing and 

save you countless hours. They apply to users that import their bank 

statements into Accounting using either the Bank Feeds or the normal 

Import Bank Statements feature. 

 

What these rules will do once you have set them up is look for a key 

word in your bank statement for example “Telkom” and if it sees this 

text in your import file it will automatically assign this transaction to 

the correct account in your accounting records in this example 

“Telephone Expense”. 

 

You can set these rules up in such a way that 80% of your cashbook 

processing is already done as soon as you import your bank statement. 

 

Split Transactions 

 

With the Split Transaction option you can split one bank statement 

line into various account allocations. So if you pay City of 

Johannesburg for Rates, Electricity and Water and want to record 

these separately in Accounting, you can by splitting the payment to 

different ledger accounts. 

 

Allocate your Customer Receipts and Supplier Payments 

 

When you receive money from a Customer or pay money to a Supplier 

you are now able to allocate that money directly to the invoice which 

it relates to – straight from the Banking screen. 

 

Attachments 

 

You are able to attach any documents such as proof of payment, 

remittance advice, etc. to each transaction imported on the banking 

screen. 

 

Additional Information – Show More/Less 

 

There are so many options for you in Accounting as well as 

information to display, because of this not all of your information 

displays on the transaction line. To access the additional fields like the 
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comments section or to assign a transaction to an Analysis Code you 

will need to click on the Show More Icon. 

 

We will also display your split information if you have split the 

transaction or we will display the invoices you have assigned your 

payment or receipt to. 

Reconcile your transactions 

The Reconciled checkbox is your way of telling the system that you have agreed that what is in 
Accounting is what is actually in your bank account – remember that if you import your bank 
statements straight from your bank account there is no need to even do a bank reconciliation as 
all of your transactions are considered to be reconciled. 
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Review Options 

Search 

You can search through the transactions in the banking screen. We will be able to find anything 
you search for in either the Payee or Description column. 

Sorting the columns 

You can sort on each of the columns on the banking screen from largest to smallest or 
alphabetically – this will allow you to sort the data quickly and easily to help you review your 
transactions. 

Unallocated Income and Expenses 

When your banking transactions are imported into Accounting your Bank Balance is 
automatically updated, each transaction will be assigned to the correct account based on any 
Mapping Rules that you have set up – if there are no rules set up or Accounting does not 
recognise the description in your bank statement the transaction will be assigned to an 
Unallocated account in your profit and loss – this will allow you to review these transactions and 
correctly assign them in your general ledger. 
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Reconcile Banks and Credit Cards 

You process payments and receipts via one or more bank accounts. You can reconcile these 
bank accounts against the bank statement if you wish to. 
The reconciliation process does not affect any values on your system, and its use is optional. It 
lets you match each payment and receipt you have entered into the system against a physical 
bank statement. This helps you to ensure that the amounts are correct. For example, you may 
write a cheque for 100.00, but enter it into the system as 1,000.00. Alternatively, the bank can 
make an error. 

The reconciliation process also helps you know the value of the cheques that are not yet in your 
bank statement, so that you can plan your cash flow. For example, you may have cash in the 
bank, but unless you know the value of cheques that suppliers have not yet deposited, you do 
not know whether there are sufficient funds in the bank. If your reconciliation is up to date, you 
can view these undeposited cheques. 

Note that the bank reconciliation takes into account all payments, receipts and other transfers 
that you have entered. This includes customer receipts, supplier payments and other account 
transactions. 
You can access this function by selecting Banking…Transactions…Reconcile Banks and Credit 
Cards. You can also open the Reconcile Banks and Credit Cards from a number of Quick Links 
areas. 

 

You mark items as being present on the bank statement by selecting the Reconciled check box. 

 

http://help.accounting.sageone.co.za/en_za/accounting/banking.html
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Bank Statement Mapping Rules 

Accounting allows you to map descriptions to certain recurring transactions displayed on your 
bank or credit card statement. 

Map Descriptions 
This feature allows you to link the Bank Statement Description to a bank or credit card 
transaction that occurs frequently, so that when your bank or credit card statements are 
imported, the transactions will automatically be posted to the correct accounts. 

The Bank Statement Description will be mapped to the Type, Description and VAT Type of the 
transaction. 
You can create Map Descriptions via the Banking grid by clicking on the map link on the 
transaction line. The following Bank Statement Mapping Rules screen displays: 

 

The imported Bank Statement’s Description will automatically populate into the first field of the 
screen. If you would like to change the imported description of the transaction to a more 
meaningful and more relevant description, enter the new description in the second field. This is 
an optional field. The new description will display on all of the processing screens, enquiries and 
reports. 

To view your mapped transactions, go to Banking…Lists…Bank Statement Mapping Rules. 
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Checking for duplicate transactions will notify you of possible duplicate transactions that you can 
review before processing. 

Click on the Save button to save your mapped transactions. 

When you import your next Bank Statement, enter a description, or part thereof, in the Bank 
Statement Description field. Accounting will use the saved description to search for the 
corresponding imported bank or credit card statement and allocate the transaction details 
accordingly. 

Maintenance 
Accounting allows you to add, edit or delete Map Descriptions. To access the maintenance 
screen go to Banking…Lists…Bank Statement Mapping Rules. 

The following screen displays: 

 

All of your saved Map Descriptions will be listed in this screen. 

To add a new Map Description, click on the grey plus button at the end of the line. A new line will 
display. Complete each column field with the transaction details and the Bank Statement 
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Description to search for. 
To delete a Map Description, click on the grey minus button at the end of the line. 

Click on the Save button to save the new or changed Map Descriptions. 
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Quick Entry Rules 

Accounting can automatically remember which account, customer or supplier to use based on 
the description you enter while processing your bank and credit card transactions. 

If you enter a description that Accounting recognises, the system will automatically complete the 
type of transaction and account, customer or supplier selection for you. 

To access this function, select Banking…Lists…Quick Entry Rules. 

 

 Enter the description you wish for Accounting to map. 
 Select the type of account you wish to map the description to. 
 Select either the account, customer, supplier or VAT account from the Set the type to 

column. 
 Select the VAT type from the Using the following VAT column. 

Click on the save button to save all the details that Accounting needs to map. 
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Bank Feeds 

Starting today, you can set up bank feeds which allow you to automatically import bank 
statements into your Accounting bank or credit card accounts from banks and other financial 
institutions. This saves you having to manually import your bank statements yourself. 

Each day when you log into your company, any new transactions available in your bank 
statement will be automatically refreshed and then made available for review in the Bank 
Statements screen. You will save even more time by mapping transactions where Accounting will 
automatically assign the correct accounts each time your automated bank statements are 
refreshed. Managing your bank account could not be easier! 

How does this work? 

Accounting uses Yodlee, a third-party online banking solution provider. Yodlee connects to 
thousands of banking websites worldwide to retrieve bank statement information and make this 
available for use. Yodlee accesses your online banking and stores the login credentials you 
provide when setting up the bank feed. Yodlee logs into your online banking website on your 
behalf and retrieves your bank statement information. 

How safe are my details? 

Yodlee stores your online banking login credentials in a highly secure system. To be able to 
access your online banking website, Yodlee needs to store a copy of your online banking 
credentials. You will need to provide these credentials when you set up a Yodlee bank feed in 
Accounting. Yodlee then logs into your banking website on your behalf and retrieves your bank 
statement information. This bank statement information is securely transferred to Accounting. 

If your online banking website is set up to send you an email or SMS notification that you have 
logged on to your internet banking account, you will also receive a notification each time Yodlee 
accesses and retrieves your bank statement information. 
Bank feeds are automatically refreshed every time a user logs into their company, if your bank 
does not have multi-factor authentication. Transactions brought into Accounting from your bank 
feeds should be as up to date as your online banking, but may be a few days behind, particularly 
for credit card accounts. 

Accounting is reliant on Yodlee to get bank statement information from your online banking 
account. Delays may occur if the Yodlee site or your online banking site is not working correctly. 

Yodlee relies on the information from a bank’s website not changing. If your bank changes data 
significantly, it may affect the accuracy and reliability of your bank feed. Yodlee does, however, 
do its best to accommodate changes as quickly as possible. 

Can I deactivate a bank feed? 

You can deactivate any bank feed from the Manage Bank Feeds on the Banking menu. 

Can I refresh my bank feeds manually? 

You can refresh the feed manually at any time. You do this from any of the Dashboard widgets, 
or Manage Bank Feeds on the Banking menu. 
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What about multi-factor authentication? 

Some online banking websites have additional one-time authentication, over and above user 
credentials, before you can access their websites. This is called multi-factor authentication, and 
may take the form of a security email or SMS or a security token provided by the banking 
institution. 

Before setting up your bank feeds: 

 If you have been manually importing or capturing your transactions, check the date of the 
last transactions. This is so you don’t import duplicate transactions when you get to the 
option of importing transactions through the automated bank feeds. 

 If you have already been manually importing or capturing your transactions in Accounting, 
check the date of your last transactions and start your bank feeds only from the next date. 
This is so you don’t import duplicate transactions. 

 You can import up to 90 days’ transactions into Accounting. This is however, dependent on 
your bank as all banks are different. If you need to import more transactions than your bank 
or Accounting allows through bank feeds, you can manually import these transactions. 

 You cannot import duplicate transactions through bank feeds. Accounting will recognize 
these transactions and only import any new ones. However, make sure that you do not 
import older transactions through bank feeds and then import the same transactions 
manually because Accounting will not recognize these transactions as duplicates. 

Setting up Bank Feeds 

To set up your bank feeds, go to Banking…Transactions…Manage Bank Feeds. 

 

Accounting supports thousands of banking institutions. Select your bank from the list or search 
for your bank using the Other option. 

http://help.accounting.sageone.co.za/en_za/accounting/bank-feeds.html


 

www.pwholdings.lk Page 19 

 

The following screen will display: 

 

Once the bank feeds are enabled, you will be able to select which internet banking accounts from 
“YOURBANK” should be linked. 
For example, if you have a credit card and a current account linked to one internet banking login, 
you will be able to specify which bank account to link to your Accounting bank account. 

With your permission, Accounting will connect to your bank to enable bank feeds. To do this 
please provide your internet banking login details. 

Click on the Next button. 

 

The following screen will display: 
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Enter your account names or choose and existing bank account. 

Click on the Next button. 

 

Select the date from when the transactions must be imported. 

Click on the Next button. 
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The Accounting Bank or Credit Card accounts will be created and linked to your selected Internet 
Banking Accounts. 

In order for Accounting to track your bank balance, an opening balance is required. Accounting 
will create your opening balance for Banks and Credit Cards based on the transactions retrieved 
from your First Import Date and your current Internet Banking Balance. 

 Transactions that have been imported will only affect your bank balance once they are 
processed. Transactions can be reviewed, allocated and then processed by choosing the 
Review Transactions button on the last step of this wizard. 

 You will be able to adjust your opening balance later by choosing the Adjust Bank and 
Credit Card Opening Balances option on the Banking Special menu. 

Click on the Next button. 
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Once the account is linked, click on the Review Transactions button to view the transactions in 
the Bank Statements screen. 

 

 
 
 
 
 
 
 

Manage Bank Feeds 

Once you have set up your bank feeds, you can manage the details. You are able to: 

http://help.accounting.sageone.co.za/en_za/accounting/bank-feeds.html
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 change your banks which are linked to the bank feeds to other bank accounts; 
 deactivate your bank feeds; 
 update your internet banking login details; and 
 create new bank feeds. 

To manage your bank feeds, go to Banking…Transactions…Manage Bank Feeds. 

 

 

 

 

 

 

 

 

Deactivating your account 

You can deactivate your bank account from using the bank feeds feature in Accounting. When 
you do this, you will only have the option to import your bank statement transactions manually. 



 

www.pwholdings.lk Page 24 

 

 

Click on the Deactivate link to deactivate your account and to import your bank statements 
manually. 

 

Confirm to deactivate your bank feed. 

Updating your Internet Banking Login Details 

When you have changed your internet banking login details, you have to change the details in 
Accounting to prevent errors from happening. 

Only with your permission, Accounting will connect to your bank to enable bank feeds. To do this, 
you need to provide your internet banking login details. 

 

Click on the Save button to update the changes. 

Creating new Bank Feeds 

If your internet banking account does not appear in the list of bank accounts, the account may 
not be linked to the login credentials supplied or the banking institution you have already set up. 
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To create a new or add another bank feed, click on the here link at the bottom of the screen. 
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Banking Reports 

Reports are available both in the Reports menu and from the many Reports sections on screens 
in Accounting. You are able to drill down to the transactions by clicking on a line in the report if 
the reports are printed in detail. 

You can change the dates to preview the report for in the Date Range drop down menus. Click 
on the Refresh button to refresh the details on the report. 

Report Summary 

List of Banks and Credit Cards A list of bank and credit card details with the 

balance of each account on the date that you 

specify. 

Banks and Credit Cards Transactions This shows transactions that you have 

processed per bank account and/or credit card 

account, showing the total value of the 

transactions that have been processed. 

Cash Movement This shows the movement of cash in and out of 

the company in a time frame that you select. 

The report also shows the value of inter-account 

transfers that have been done. 

Bank Fees Audit Trail This shows you an audit trail of all the 

transactions processed through Bank Feeds. 

Cash Flow This report details the cash inflows and cash 

outflows for each transaction type. 

 

 


