
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. 
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http://www.taptana.com.au


2. Managing your Company 

2.1 Adding a New Company 

●​ If your account does not have an associated company, click “+” button to add a new 
company. 

 

●​ If 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. 
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2.2 Editing an Existing Company 
●​ Follow the steps in 2.1 to navigate to the Edit Company page. 
●​ 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. 

 

●​ On the Company Details page, you can: 
○​ Add a new user. 
○​ Change the role level of an existing user. 
○​ Remove an existing user. 
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3. Navigating the Main Dashboard 

3.1 Navigate to the dashboard of a company 
●​ 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. 

 

●​ If you are on the Edit Company page, clicking a company name will take you to its 
dashboard. 
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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. 
●​ The bank balance and reconciled balance. Click the reconciled balance to view 

transaction details. 
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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.​ In the popup window, select the appropriate data type: 

○​ Income Data – Contains only income transactions (positive values). 
○​ Expense Data – Contains only expense transactions (positive values). 
○​ Transaction Data – Includes both income (positive) and expenses (negative). 
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The system supports two raw data formats: 

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

●​ Required Columns: Date, Details, Gross, GST, and Net. 
●​ Optional Column: Error Check. 
●​ Account Columns: All other columns must represent unique accounts and have 

clear column names. 
●​ Formatting Rules: 

○​ Dates must be in DD/MM/YYYY format. 
○​ Each row must correspond to a bank transaction. Remove any 

non-transactional rows. 
○​ Remove any additional, unnecessary columns. 
○​ The column order can be flexible. 
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2. GST Summary Row Format 
The total GST amount is summarised for each account. The table must include: 

●​ Required Columns: Date, Details, and Gross. 
●​ Account Columns: All other columns must represent unique accounts and have 

clear column names. 
●​ Formatting Rules: 

○​ Dates must be in DD/MM/YYYY format. 
○​ 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. 
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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. 
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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." 

 

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

 

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

 
●​ Formatting Rules: 

○​ 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. 

​
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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. 
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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. 

 
CSV File Formatting Rules: 
●​ The CSV 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 ( )  for more details on CSV Taptana sample

formatting requirements. 
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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. 

 

●​ 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. 

6.2 Balance Sheet Report 

The Balance Sheet Report follows the same structure as the Profit and Loss Report in 
6.1. 
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6.3 Account Transaction Report 
Click “Report” button, then select “Account Transaction” to access the Account 
Transaction Report. 

 

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

●​ If Date Range is not selected, the report will display all transactions related to the 
account. 

●​ If Date Range is selected, enter the start date and end date to filter transactions 
within the specified period. 

 

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. 
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