User Guide for Taptana

1. Logging into the system

Open a web browser and go to www.taptana.com.au. You can log in directly using your
Google account or sign up for a new account if you don’t have one.

¥ @ Taptana login x o+

<« L&) %% taptanacom.au

Login

5 Continue with Google


http://www.taptana.com.au

2. Managing your Company

2.1 Adding a New Company

e |f your account does not have an associated company, click “+” button to add a new

company.
¥ @ Reconcile Tool * o+ - o0 X
& 5 O % laptanacom.au/company edit b+ 4 B O Q@ ¢

Edit Company

Step 1: Click “+” button

Step 2: Enter the companyname  Step 3: Click “Add” buttonto add the company

e |[f you already have associated companies, click the company name in the left menu,
then select "Edit" to navigate to the Edit Company page. From there, click the “+”
button to add a new company.

v @ Recondle Tool x o+ - o] *
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Account

Dashboard Reconcile Transactions kangyecncni@gmail.com
Management

=B Step 2: Select “Edit”

v @ Reconcile Tool x 4+ = o X
€ & © % laptanacomau/company edit « B8 0 @
Edit Company
Company 1

Step 3: Click “+” button

| Enter Company Name

Step 4: Enter the companyname  Step 5: Click “Add” buttonto add the company



2.2 Editing an Existing Company

e Follow the steps in 2.1 to navigate to the Edit Company page.
e If you have the Owner role for a company, the Edit button will be blue. Click it to go
to the Company Details page to modify company details.

v @ Reconcile Tool x - o X
€ & C % laptanacom.au/company edit “« B8 O @
Edit Company
Company 1

m Fxpired Date: 2030:01:01

Click “Edit” button to modify company details

e On the Company Details page, you can:
o Add a new user.
o Change the role level of an existing user.
o Remove an existing user.

v @ Reconcile Tool x 4+ - [« X

« I & %3 taptanacom.au/check_company?company=Company+1 k4 m n] ° i

Company Details
Click “Edit” button to change the role level of an existing user and save

Company Name Email Role Edit Delete

Company 1 kangyecncn@gmail.com Owner m
Click “Delete” bution to

remove an exising user

Click “+" button to add anew user




3. Navigating the Main Dashboard

3.1 Navigate to the dashboard of a company

e After logging into Taptana, you will be redirected to the dashboard of an existing
company.
To switch to a different company, click the company name in the top-left corner.
To return to the dashboard while viewing other sections, click the “Dashboard”

button.
v @ Reconcile Tool x  + = -] x
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Account
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Edit Taoreturn to the dashboard while viewing other sections, click “Dashboard” button.

To switch to a different company, click the company name in the top-left corner.

e |If you are on the Edit Company page, clicking a company name will take you to its

dashboard.
v @ Reconcile Tool x 4+ = a X
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Edit Company

If you are on the Edit Company page, clicking a company name will take you to its dashboard.

Company 1 Company A



3.2 Understanding the Dashboard

The Dashboard provides key financial insights for each company’s bank accounts,
including:

A summary of each bank account. Click an account to view details.
The number of unreconciled transactions, if any. Click to navigate to the
Reconciliation page for details.

e The bank balance and reconciled balance. Click the reconciled balance to view
transaction details.

v @ Reconcile Tool x + - (m] "

€ » O %% taptana.com.au/?company=Company%20A b4 8 o3 o

Company A Reconciliation

Dashboard

| Bank Account | | Bank Account

Bank Balance: 9151.76 Bank Balance: 0.0

EEITE DTLIED | Reconciled Balance: 9048.96 Lt Reconciled Balance: 0.0

| Bank Account | | Bank Account

Bank Balance: -891081.66 Bank Balance: -439999.79

SR DRI | Reconciled Balance: -953499.22 Reconclie 0 ftems Reconciled Balance: -439999.79

| Manual

Bank Balance: 0.0

Reconcile 0 items

I:I Click the accountto view details.

:l The number of unreconciled transactions, if any. Click to navigate to the Reconciliation page for details.
I:l The bank balance and reconciled balance. Click the reconciled balance to view transaction details.

Reconciled Balance: 0.0




4. Managing Transactions

4.1 Converting Raw Data for Reconciled Transactions
To process reconciled transactions, follow these steps:

1. Click the “Reconciliation” button to navigate to the Reconcile transactions page.
2. Click Upload Transactions to open the upload window.
3. Inthe popup window, select the appropriate data type:

o Income Data — Contains only income transactions (positive values).

o Expense Data — Contains only expense transactions (positive values).

o Transaction Data — Includes both income (positive) and expenses (negative).

v @ Reconcile Tool x  + - o

& S 23 taptana.com.au/reconcile?company=Company+A b 4 B D o

Upload New Transactions

Choose File | No file chosen

Convert Income Data
Income Data— Contains only income transactions
(positive values).
Choose File |No file chosen

Convert Expense Data
Expense Data— Contains only expense transactions
(positive values).

Choose File | No file chosen

Convert Transaction Data
Transaction Data— Includes both income (positive)
and expenses (negative).
| Choose File |No file chosen

Upload Reconciled Transactions

Choose File | No file chosen Upload




The system supports two raw data formats:

1. GST Column Format
Each transaction has a dedicated GST column. The table must include:

e Required Columns: Date, Details, Gross, GST, and Net.
e Optional Column: Error Check.
e Account Columns: All other columns must represent unique accounts and have
clear column names.
e Formatting Rules:
o Dates must be in DD/MM/YYYY format.
o Each row must correspond to a bank transaction. Remove any
non-transactional rows.
Remove any additional, unnecessary columns.
The column order can be flexible.
A B C D E F G H |
1 | Date Details Gross GST Net error check Commission Rental Property - U502 Care taking Income
b |7 03/07/2024 [emuneration 10,235.05 93046 9,304.59 - 9,304.59
b | 23/07/2024 Fommission 80 545 5455 5455
4 | 01/08/2024 fent 2.920.00 2,920.00 - 2,920.00
5 | 01/08/2024 fent 1,473.30 1,473.30 - 1,473.30
5 | 01/08/2024 tommission  11,136.64 1,012.42 10,124.22 - 10,124.22 | .I
¢ | 05/08/2024 femuneration 10,235.05 930.46 9,304.59 - 9,304.59
b | 01/09/2024 “ommission 11,776.76 1,070.61 10,706.15 - 10,706.15
b | 01/00/2024 fent 2.920.00 2.920.00 - 2,020.00
o | 10/09/2024 femuneration 10,235.05 930.46 9,304.59 - 9,304.59
1] 23/09/2024 -ommission 117.6 10.69 106.91 - 106.91
2 | 24/09/2024 “ommission 120 10.91 109.09 - 109.09
+ = Income_Column = Income_Row ~ Expense_Column -  Expense_Roy > <
A B [+ D E F G H 1 K L
1 |Date | Details Gross GST Net error check  Telephone Inte Bank Fee Office Supplies R&M Cleaning loan
2 01/07/2024 |office landline 85 7.82 78.18 - 7818
3 13/08/2024 |rent 900 900 - 900
4 10/09/2024 [rent 900 900 - 900
5 24/09/2024 rent 900 900 - 900
6 26/07/2024 |property loan 2102.78 2,102.78 - 21027
7 30/07/2024 |bank 4963 4963 - 4963
8 03/09/2024 |Kmart 65 591 59.09 - 59.09
9 04/09/2024 |office mabile 107.99 9.82 9817 - 9817
10 12/09/2024 |appliance 449 40.82 408.18 - 408.18
+ = Income_Column ~ Income Row ~ Expense Column » Expense Row ~ Transaction Column =  Transaction_Row > ¢
A B c D E F G H 1 J K L
1 JRent B & C salary Otherincome Business loan Home loan Levy Utility Date Gross Details Net GST
2 700 01/07/2024 700 PAYMENT FROM 700 q
3 9157.31 48.41 04/07/2024| 10126.29 TRANSFER FROM 9205.72 920.57
4 -2437.73 13/08/2024| -2437.73 PAYMENT TO -2437.73 [
5 -1817.19 10/09/2024| -1817.19 PAYMENT TO -1817.19 [
6 -508.09|24/09/2024| -508.09 VISA DEBIT PURCHASE CARD -508.09 q
7 -2,155.16 24/09/2024 -2,155.16|ANZ INTERNET BANKING |-1,959.24 -195.93
+ = Income_Column ~ Income_Row ~ Expense_Column - Expense_Row ~ Transaction_Colu > <

n

i

The table must include the following columns: Date, Details, Gross, GST, and Net. The Error Check column is optional. All
other columns must represent unique accounts and have clear columnnames. Any additional, unnecessary columns must
be removed. The column order can be flexible.

Dates must be formatted as DD/MM/YYYY.

Each row must correspendto a bank transaction. Any non-transactional rows must be removed.



2. GST Summary Row Format
The total GST amount is summarised for each account. The table must include:

e Required Columns: Date, Details, and Gross.
e Account Columns: All other columns must represent unique accounts and have
clear column names.
e Formatting Rules:
o Dates must be in DD/MM/YYYY format.
o At the bottom of the transaction data, there must be three additional rows:
Gross total, GST total (if GST is not 0), and Net total (if GST is not 0).
Remove any additional, unnecessary columns.
The column order can be flexible.
A B C D E F G H
1 |Rent B&Csalary Ownfund commission Otherincome Date Gross Details |
2 700 2311212024 700 PAYMENT FROM
3 772.45| 19/12/2024 772.45 TRANSFER FROM
4 10073.04 53.25| 12/12/2024 10126.29 TRANSFER FROM
5 100 11/12/2024 100 PAYMENT FROM
6 700 9/12/2024 700 PAYMENT FROM
7 600 6/12/2024 600 PAYMENT FROM
8 1796.55 2/12/2024 1796.55 PAYMENT FROM
9 1,400.00 10,073.04 700.00 1,796.55 825.70
10 915.73 163.32 75.06
" 9,157.31 1,633.23 750.64
+ = Income_Column ~ Income_Row ~ Expense_Column ~  Expense_Ro > <
A B c D E F G H 1 J
1 |Bunnings\TocIs Petrol softwear/membership  Business loan  Home loan carloan Director's salary  Date Gross Details |
2 12185 01/07/2024] 12185 EFTPOS
3 25,65 04/07/2024 2565 VISA DEBIT PURCHASE CARD
- 2437.73 10/09/2024|  2437.73 PAYMENT
5 1817.19 24/09/2024)  1817.19 PAYMENT
5 15.85 26/07/2024 15.85 VISA DEBIT PURCHASE CARD
7 48,27 30/07/2024 48,27 VISA DEBIT PURCHASE CARD
8 10,06 31/07/2024 10.06 VISA DEBIT PURCHASE CARD
9 369.92 12/09/2024|  369.92 PAYMENT TO
10 4000|  26/07/2024 4000 ANZ MOBILE BANKING
n 415 13191 48.27 2437.73 1817.19 36992 4000
12 377 11.99 4.39
[E 37.73 11992 4388 [ ].
+ = Income_Column ~ Income Row = Expense Column ~ Expense_Row - Transaction Column ~  Transaction R > <
1 IRenl B&Csalary Ownfund Otherincome Bunnings\Tools Petrol contractor Bank fees carloan  Director's salary Date Gross Details
2 -121.85 01/0712024 -121.85 EFTPOS
3 T00 13/08/2024 700 PAYMENT FROM
4 10073.04 53.25 10/08/2024] 1012620 TRANSFER FROM
s 1097 24/0972024|  -10.97 VISA DEBIT PURCHASE CARD
L} 100 24/09/2024 100 PAYMENT FROM CUNQIAN LIL
7 -15.5 01/07/2024 -15.5 EFTPOS PHONE BANK
8 -369.92 13/08/2024 -369.92 PAYMENT TO
9 -300 100812024 -300 ANZ MOBILE BANKING PAYMENT
10 700 24/09/2024 700 PAYMENT FROM
il -10.42 24/09/2024 -10.42 VISA DEBIT PURCHASE CARD
12 -T0| 137082024 -70 ANZ MOBILE BANKING PAYMENT
1’ T.300.00 T0.073.0% TO0.00 T3.25 2100 12185 ~300.00 15 -369.92 -70.00
915.73 484 494 1108 2727 ml
9.157.31 4841 1945 1077 27273 [ =
= Income_Column =~ Income_Row =~ Expense_Column ~ Expense_Row ~ Transaction_Column ~ Transaction_Row ~ <

000 -

The table mustinclude the following columns: Date, Details, and Gross. All other columns must representunique accounts and
have clear column names. Any additional, unnecessary columns must be removed. The column order can be flexible.

Dates must be formatted as DD/MM/YYYY.
At the bottom of the transaction data, there must be three additional rows: Gross total, GST total (if GST is not 0), and Net total

(if GST is not0).



For detailed formatting guidelines, refer to the data templates provided in this Google Sheet
( ¥ Taptana sample ).

Before Uploading:

Review the data carefully to ensure accuracy.
The bank account is set to Manual by default—update if necessary.
Default account categories include Revenue, Expense, and Director Loan—adjust

as needed.

A

uuib Bank Account Date Narrative Debit Amount Credit Amount Account Debit Details  Credit Details | Type Tax Rate
1bcDaSeb-60a 23/12/2024 PAYMENT 0 700 Rent 1] 700| Revenue GST Free Income
dbdccB891-874 12/12/2024 TRANSFER 1] 10126.29 B & C salary 1] 10073.04| Revenue GST en Income
dbdccB91-874 12/12/2024 TRANSFER o 10126.29 Other income 0 53.25|Revenue GST on Income
26dbb1f1-860 27/11/2024 PAYMENT 2437.73 0 Business loan 2437.73 O] Director Loan BAS Excluded
b76c161e-270Manual 27/11/2024 PAYMENT TO' 1817.19 0 Home loan 1817.19 O] Director Loan BAS Excluded
225d5bcS-67cManual 26/11/2024 ANZ INTERNE 2155.16 0 Levy 2370.68 0] Expense GST on Expenses
5e10dd52-dff4- 27/11/2024 VISA DEBIT 508.09 0 Utility 508.09 0| Expense (GST Free Expenses
+ = = Transaction_Column ~ Transaction_Row - Reconciled transactiondata ~ New transactions +  Account_ < > <

The bank accountis setto Manugl by default—updateif necessary

H

J

K

Default account categories include Revenue,
Expense, and Director Loan—adjust as needed



https://docs.google.com/spreadsheets/d/1tgXB5OnOaQqQsaluZasC_X0YsYkdtp10vXypgD8ipdY/edit?pli=1&gid=15741732#gid=15741732

4.2 Uploading Reconciled Transactions

After reviewing and confirming the reconciled transactions (as outlined in 4.1), follow these
steps to upload the file:
1. Click the “Reconciliation” button to navigate to the Reconcile transactions page.
2. Click Upload Transactions to open the upload window.
3. In the popup window, upload the file under "Upload Reconciled Transactions."

v @ Reconcile Tool x  + - o

& S 23 taptana.com.au/reconcile?company=Company+A b 4 B D o

Upload New Transactions

Choose File | No file chosen
Convert Income Data
Choose File |No file chosen
Convert Expense Data
@/ No file chosen
Convert Transaction Data

| Choose File |No file chosen

Upload Reconciled Transactions

Choose File | No file chosen Upload

Before Uploading:
e Review the data carefully to ensure accuracy.
e The bank account is set to Manual by default—update if necessary.
e Default account categories include Revenue, Expense, and Director Loan—adjust
as needed.

The bank accountis setto Manual by default—update if necessary

A H 1 J K
i uuID Bank Account Date Narrative Debit Amount  Credit Amount Account Debit Details  Credit Details | Type Tax Rate
2 23/12/2024 PAYMENT o 700 Rent 1] 700|Revenue GST Free Income
3 12/12/2024 TRANSFER 0 10126.29 B & C salary 0 10073.04| Revenue GST on Income
4 12/12/2024 TRANSFER 0 10126.29 Other income 0 53.25|Revenue GST on Income
5 27/11/2024 PAYMENT 243773 0 Business loan 243773 O] Director Loan BAS Excluded
6 27/11/2024 PAYMENT TO' 1817.19 0 Home loan 1817.19 O] Director Loan BAS Excluded
7 26/11/2024 ANZ INTERNE 2155.16 0 Levy 2370.68 O|Expense GST on Expenses
. 27/11/2024 VISA DEBIT 508.09 0 Utility 508.09 0|Expense

+ = ~ Transaction_Column - Transaction Row v Reconciled transactiondata ~ New transactions ~ Account_| < > <
Default account categories include Revenue,
Expense, and Director Loan—adjust as needed

10



4.3 Reviewing and Editing a Reconciled Transaction

To review and edit a reconciled transaction:
1. Click “Transactions” button to navigate to the Transaction Table page.
2. Select the narrative of the reconciled transaction to access the Transaction Details

page.
v @ Reconcile Tool x4+ - 8 X
« - C 2% taptanacom.au/transaction?company=Company+A =4 B8 & o

Account
Management

Company A Dashboard Report Reconciliation Transactions

IC ransactions bution © navigaie
Transaction Table

Select Columns hd

Select Bank Account  ~ Select Account - Select Status -

Delete Selected Accounts

Download Table

Bank Debit Credit
Date Narrative Balance Account Status
Account Amount  Amount
2024- | WITHDRAWAL MOBILE 1813274
[m] 68.0 0.0 -1321929.69 Unreconciled
12-16 | PYMT
2024 PAYMENT BY AUTHORITY TO
m] un 1z | XEROAUSTRALIAPTY 99.75 0.0 -1321861.69 Subscriptions Reconciled o

Selectthe narrative of the reconciled transaction to access the Transaction Details page.

11



3. On the Transaction Details page, review and edit the transaction details if any
errors are found.

~ @ Reconcile Tool x + = (=] b4

« > C 95 taptana.com.au/transaction_detail?UUID=Tcf4efe3-016a-417e-adca-37194¢c47f34b&company=Company+A&bank_account=34064455317...  ¥r =] £} o

Account

Company A Dashboard Reconciliation Transactions kangyecncn@gmail.com
Management

Transaction Details

Bank Date Narrative Debit Cradit Account Tax Rate Type
Account Details Details P
2024-12- PAYMENT BY AUTHORITY TO XEROAUSTRALIAPTY o GSTon
99.75 0.0 Subscriptions Expense
16 XeroAUINY_RPD2qy8A Expenses

Click “Edit” buttonto edit the transaction details if any errors are found.

Add Multiple Rows
Fach account must be unique, and all input fields must be completed The total debits and credits must match the fransaction's original amounts:

Account: | Subscription Debit Amount: |99.75 Credit Amount: |U Type: ‘Expense Tax Rate: | GST on Exp |

Click “Add Row” Button to add multiple rows if the transaction involves multiple accounts.

Editing Guidelines:
e Add multiple rows if the transaction involves multiple accounts.
e Each account must be unique, and all input fields must be completed.
e The total debits and credits must match the transaction's original amounts.

12



4.4 Uploading New Bank Transactions (Unreconciled)

When new bank transactions are available, upload the file to the system for reconciliation:
1. Click the “Reconciliation” button to navigate to the Reconcile transactions page.
2. Click Upload Transactions to open the upload window.
3. In the popup window, upload the file under Upload New Transactions.

v @ Reconcile Tool x  + - o

& S 23 taptana.com.au/reconcile?company=Company+A b 4 B D o

Upload New Transactions

Choose File | No file chosen

Convert Income Data

Choose File |No file chosen

Convert Expense Data

Choose File | No file chosen
Convert Transaction Data

| Choose File |No file chosen

Upload Reconciled Transactions

Choose File | No file chosen Upload

e Formatting Rules:
o The table must include the following columns: Bank Account, Date, Narrative,
Debit Amount, and Credit Amount.
Dates must be in DD/MM/YYYY format.
Each row must represent a bank transaction, with any non-transactional rows
removed. Every cell must contain a value, with no null values allowed.

A - B C D E

1 |Bank Account Narrative Debit Amount Credit Amount

2 123 01/07/2024 |TRANSACTION FEE 0 38.6

3 123 01/07/2024 |WESTPAC 0 2,152.21

4 123 01/07/2024 DEPOSIT ONLINE 16,167.51 0

5 123 01072024 IDEPOSIT ONLINE 420 a
+ = New transactions ~ Account t¢ < > <

The table mustinclude the following columns: Bank Account, Date, Narrative, Debit Amount, and Credit Amount.

Dates must be formatted as DD/MM/YYYY.

Each row must represent a bank transaction, with any nen-transactional rows removed. Every cell must contain a value, with no
null values allowed.

00
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4.5 Reconciling New Bank Transactions

1. Click the “Reconciliation” button to navigate to the Reconcile transactions page.

2. Click “Reconcile” button to confirm a transaction if the suggested account, type,
and tax rate are correct.

3. To reconcile multiple transactions at once, select them and click “Reconcile All
Selected” button.

4. If any suggested details are incorrect, click “Edit” button to modify the transaction
before uploading. Editing rules follow the guidelines outlined in Section 4.3.

v @ Reconcile Tool x 4+ = o X

€ =2 C % raptana.com.au/reconcile?’company=Company+A w 2] in) o

Account

Reconciliation Transactions kangyecncn@gmail.com
Management

Reconcile transactions

Upload transactions

Select No. of Matches -

Select Bank Accounts ~ Select Accounts -

Unselect All Reconcile All Selected

Select All

Page|1w|of 1 (127 total transations with] O transactions selected] Showing items per page Previous Next

Bank Account: Suggested Account: Gardening expense
Date: 2024-12-06 Suggested Type: Expense

Narrative: WITHDRAWAL-OSKO PAYMENT 1972800 JG Gardening Suggested Tax Rate: GST on Expenses
Debit Amount: 180.0 Reference Narrative: JG gardening

|
[ Select

Bank Account: Suggested Account: Bank Transfer

Date: 2024-12-02 Suggested Type: Bank Transfer v

I:I Click the “Recondiliation” buttonto navigate to the Reconcile transactions page

I:' Click “Reconcile” button to confirm a transaction if the suggested account, type, and tax rate are correct.
I:' Toreconcile multiple transactions at once, select them and click “Reconcile All Selected” button.

|:| If any suggested details are incorrect, click “Edit” button to modify the transaction before uploading.
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5. Managing Accounts

Click “Account Management” button to navigate to the Chart of Accounts page.

Click “Add Account” button to manually create a new account.

Click “Upload Account” button to import multiple accounts using a CSV file.
Select one or more accounts using the checkboxes, then click “Delete Selected
Accounts” button to delete them in bulk.

Click the account name to modify its details if needed.

Click the number to view the transaction details for the account.

~ @ Recondle Tool x o+ = =} X

< - c %3 taptana.com.aufaccount_management?company=Company+A r B o @

Account
Dashboard Reconciliation Transactions kangyecncn@gmail.com

Management

Chart of Accounts nawgateto the Char‘t ofAccounts page.

IC ll Account” button to manually create a new account

| Delete Selected Accounts

Click “Upload Account” button o import multiple
accounts using a CSV file.

Add Account Upload Account

Select one or more accounis using the nheckbl}xea then click ‘Delele Selecied Accounts: bution (o delele them in bulk.
Download Table

Name Type Tax Rate YTD
GSTon
o 200 Sales ) _ Revenue 0.00
Inceme frem any normal business activity Income
GSTon
O] 201 BC Salary Revenue 184494.69
Income
Click the account name to modify its details. Click the number to view the transaction

details for the account.

CSV File Formatting Rules:

e The CSYV file must contain six columns: Company Name, Code, Name, Type, Tax
Code, and Description.

The Description column is optional.

All other columns are required but do not need to be unique.

Each value in the Code column must be unique.

Refer to this this Google Sheet ( & Taptana sample ) for more details on CSV
formatting requirements.

The CSV filgsmust contain six golumns: Company Name, Cage, Name, Type, TagCode, and Description. F

1 |Company Name Code Name Type Tax Code Description |
2 Company A 200| Sales Revenue GST on Income Income from any normal business activity
3 Company A 201|BC Salary |Revenue GST on Income

- p—

Each value in the Code column must be unigue.
+ = Income_Column >~ Income_Row ~ Expense_Col > <

16


https://docs.google.com/spreadsheets/d/1tgXB5OnOaQqQsaluZasC_X0YsYkdtp10vXypgD8ipdY/edit?pli=1&gid=15741732#gid=15741732

6. Checking reports

6.1 Profit and Loss Report

Click “Report” button, then select “Profit and Loss” to access the Profit and Loss Report.
v @ Reconcile Tool x 4+ - o X

€ - © % taptanacom.au/?company=Company%201 T ] [ ]

Account

Company 1 Dashboard Report Reconciliation Transactions kangyecncn@@gmail.com

Management

Balence Shee Click “Report” button, then select “Profitand
AecountTransaction ) 5557 tg access the Profit and Loss Report.

Bank Account Transaction

Reconciliation Summary
GST Summary

Enter the start date and end date for the period you want to analyze.

To compare with a second time period, select Compare with, then enter the start
and end dates.

To view the difference between two periods, select Check Difference.

Click a column name to sort the table.

Click a number to view the transaction details.

v @ Reconcile Tool x  + = a x

€« 2> C °% taptana.com.au/report_profit_and_loss?company=Company+A b+ B8 n) °

Account
Company A Dashboard Reconciliation Transactions kangyecncn@gmail.com
Management

Enterthe start date and end date

i Profit and Loss Report _ .
forthe period you wantto analyse. _ ﬁ: compare with a second time period, select “Compare
Date range: Compare with: with” an
01/07/2023 0 to|30/06/2024 0| [o1/07r2022 9/ t0 /3000612023 1)

To view the difference between two periods, select “Check Difference’”.
Click a column name to sort the table.

|'l'rading Income 2024 2023 Difference |
Admin Fee 3774.28 0.00 3774.28
Advertising Income 60.00 0.00 60.00

Click a numberto view the transacton details.
6.2 Balance Sheet Report

The Balance Sheet Report follows the same structure as the Profit and Loss Report in
6.1.

17



6.3 Account Transaction Report

Click “Report” button, then select “Account Transaction” to access the Account
Transaction Report.
v @ Reconcile Tool x o+ - a X

“« > C %3 taptana.com.au/7company=Company%201 b+ 4 ] ] °

Account

Company 1 Dashboard Reconciliation Transactions kangyecncni@gmail.com
Management

Profit and Loss
Balance Shoet Click “Report” button, then “Account Transaction”
| Account Transaction | i

[ ccount Tansacton ] to access the Account Transaction Report.

Bank Account Transaction
Reconciliation Summary
GST Summary

Click Select an Option to choose the account you want to review.

e |f Date Range is not selected, the report will display all transactions related to the
account.

e |f Date Range is selected, enter the start date and end date to filter transactions
within the specified period.

¥ @ Reconcile Tool x = a X

« > O 23 taptana.com.au/account_transactionfcompany=Company+A w E 8 o

Account

Company A Dashboard Reconciliation Transactions kangyecncng@gmail.com
Management

Account Transaction Report

Click “Select an Option” buttonto choose the account you want to review.

) Date Range

dd/mm/yyyy to dd/mmiyyyy Update Download Table

ff “Date Range ‘is notselected the report will display all transactions related to the account

Bank Account Transaction Debit Credit Running Balance Gross GST
ff “Date Range” is selected, enter the start date and end date to filter transactions within the specified period.
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6.4 Bank Account Transaction Report

The Bank Account Transaction Report follows the same structure as the Account
Transaction Report in 6.3.

6.5 Reconciliation Summary Report

The Reconciliation Summary Report follows a similar structure to the reports in 6.1-6.4.

6.6 GST Summary Report

The GST Summary Report follows a similar structure to the reports in 6.1-6.4.

18



	User Guide for Taptana 
	1. Logging into the system 
	 
	2. Managing your Company 
	2.1 Adding a New Company 
	 
	2.2 Editing an Existing Company 

	 
	3. Navigating the Main Dashboard 
	3.1 Navigate to the dashboard of a company 
	 
	3.2 Understanding the Dashboard 

	 
	4. Managing Transactions 
	4.1 Converting Raw Data for Reconciled Transactions 
	 
	4.2 Uploading Reconciled Transactions 
	 
	4.3 Reviewing and Editing a Reconciled Transaction 
	 
	4.4 Uploading New Bank Transactions (Unreconciled) 
	 
	4.5 Reconciling New Bank Transactions 

	5. Managing Accounts 
	6. Checking reports 
	6.1 Profit and Loss Report 
	6.2 Balance Sheet Report 
	 
	6.3 Account Transaction Report 
	6.4 Bank Account Transaction Report 
	6.5 Reconciliation Summary Report 
	6.6 GST Summary Report 


