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Functional Relevance 

This document shows how to use a copy of the demo data file and a faux banking website to simulate regular 
use.  
 
 
 
 

Create a copy of the Template with Demo Data for “Futzting” 

Option 1 - Fully functional copy 
1.​ Follow the install instructions to create a file titled DemoData. 
2.​ Make a copy of that file for “futzing around” purposes.  (open it and select file>make a copy) 
3.​ Rename that file something relevant (ie ZAP_BK_PN_demoDataFutzing_20200828) 

  
Option 2 - Basics only 

1.​ Go tot he ZAP Accounting Software website.  
2.​ Open the ZAP BK PN template 
3.​ Make a copy of it (file>make a copy). 

With this option no items on the DIY1 menu will work  and no external scripts will work BUT none of that is 
required for the basic accounting functionality.  
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Note the Starting Values of the Demo Data File (0ptional) 

Given you made a copy of the file for futzing, you can use that original file for post work verification. 
Alternatively, cut and paste screen shots of the data into a google doc or comparable for reference.  
 
These are the items you will be modifying. You might want to screen shot some or all for comparison. 
Statements Worksheets 

1.​ Statements Worksheet (see below) 
2.​ Raw Transactions worksheets (omitted below) 
3.​ Journals (omitted below) 
4.​ Income Statement (see below) 
5.​ Balance Sheet (see below) 

 
If everything goes well, and you get it right the only things you need to compare are the Statements Worksheet, 
the Income Statement and Balance. If those are wrong you will need the raw transaction and journal details to 
figure out what happened. ​
​
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Remove Data 

Statements 

Remove Statement Data for one or a few months 
 
Highlight the rows you want to delete... 

​
 
Select the backspace button or delete the rows. ​

​
NOTE: in these case we accidentally deleted equations in the right green column. We’ll fix that later. This is 
only one of two places where you can do that and we have systems to remind you that has happened.  
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Raw Txns 

 

Download Set Records​
Highlight the rows you want to delete...​

​
 

Select the backspace button or delete the rows. ​
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Transactions 

Highlight the rows you want to delete... 
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Select the backspace button or delete the rows.​
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Journal 

Highlight the rows you want to delete... 

 ​
​
Select the backspace button or delete the rows. 
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Bookkeeping Process - A FOUR Step Process 

 
Bookkeeping is a FOUR Step Process 

1.​ Record Transactions “Accurately” 
a.​ Part 1 - Transactions (Raw Txns and Journal Worksheets) 

i.​ Create a download set records and specify date ranges to download 
ii.​ Download transactions and Past them into the rawTxns Worksheet 
iii.​ Assign the Download Set ID to the transactions 
iv.​ Copy and Paste Special Values Only the formatted versions of  those transactions to the 

Journal and STOP 
b.​ Part 2 - Statements 

i.​ View/Download the Statement(s) 
ii.​ Enter statement data into the statement worksheet 

c.​ Part 3 - Check for “Accuracy” 
i.​ Do the two cross checking columns turn gree? If so, you're good to go.  

2.​ Categorize Transactions 
3.​ Review Income Statement 
4.​ Review Balance Sheet 

 
 
 

--- See image on following page --- 
 

​
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For more on this see:  
●​ The Bookkeepers Secrets Book Series  
●​ See the Presentations Section of the Bookkeeping module  
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Step 1 - Record Transactions Accurately 

 

Part 1 - Transactions (Raw Txns and Journal Worksheets) 

 

a) Create Download Set Record 
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b) Get Transactions from Bank into Raw Txns and then Journal 
 
https://bilbos-bank.zap-accounting-software.com/ 
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 You need to maximize the rows, because you are 
going to Paste - special values only into the raw 
transactions.  

 
 

Highlight the columns. Then grab on the border 
between column letters and drag to the right just a 
little and let go.  
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Highlight the Transactions 
Ctrl-C to copy 

In your raw transactions, use Ctrl-Arrown keys to 
navigate to the fist open cell under the last 
transaction. Then ctrl-shift-V or right click>paste 
special>values only. (critical you paste values only 
not to mess up the conditional formatting in the cells  
which colors the first row for each new download set. 

 
NOTE: In normal use, these may come in in non-chronological order. If so, you will want to sort the range 
before proceeding. 
 

Enter the next Download ID into the indexing cell and 
hit enter or tab to exit the cell. 

1) Click on the cell again 2) Double click on the 
bottom right corner of the cell and 3) the download ID 
will autofill down the column 
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Highlight the formatted versions of the transitions and select Ctl-C to copy.  
 

 
 
Select the first cell below the data in the proper journal… and then ctl-shift-v or right 
click>paste-special-values-only. (you must paste values only to leave the data validation in the categories 
column).  
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The result will look like this, and STOP.  You want to confirm your data prior to categorizing in case there was 
some type of download error that would be easier to correct by just downloading again.  
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Part 2 and Part 3- Get Statements from Bank and enter Data and Check for 

Accuracy 

​
https://bilbos-bank.zap-accounting-software.com/​
 
This time click on the view link for statements.  
 

  

​
The part you need to focus on is the Statement Summary information… 

 
When we enter it it looks good but there is an issue. This far right green column is one of the only places the 
cell equations are actually in the cells as opposed to the column headers and we deleted that when we deleted 
the data for this exercise.  
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1) Click on the cell with the dash 2) grab the lower right corner of that cell and 3) drag up  
 

 
 
 
When you do, you should see the colored cross check work! 
 

 
 
The first green crosscheck confirms you entered data consistently from the statement and the second confirms 
the running balance in the journal as of the last date of the statement matches that of the statement, so a 
presumption is made you have all the proper transactions in the journaal and ready for categorization.  
 
The part requiring all the complex moves is now done. 
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Step 2- Categorize Transactions 

 
You can go down the list and categorize 1 transaction at a time. You will need to think about each transaction. 
There is a better way to do this… 
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1) Right click on the Payor/Payee/Description Column and 2) select Sort column A to Z 
 
This will resort all your data BELOW the freeze line (3) leaving your header rows intact. NOTE: for this to work 
properly those header rows must be frozen. If you ever do this and they disappear, calmly hit ctrl-z to undo the 
sort before proceeding further.  
 

\ 
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This sort puts transitions nearest the others closest to them by name. In most cases you will just grab the 
category above or below the translation and apply it ! so in that sense this is much like “memorized 
transactions” without formally setting them!  
 
In this case we can just highlight the data in the row above and drag it down or  copy and paste it.   
 

 
 
To navigate to the blanks, while in the Acct2 column, use the ctrl-arrow up and down keys to hop to the 
next open cell.  
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Categorize the Transactions 

1) Do the best you can categorizing transitions 
​
2) In the first pass at it just do the easy ones and skip any you are unsure of 
 
3) The Sort by Category Column Again and locate all the Blanks together. They will then be at the bottom of 
the column.  We only have 4 checks to look up... 
 

 
 

4) For checks, there is a check list 
in the banking console to look at 
more information just like your bank 
might have in a slightly different 
manner. 

 

  

5) Because this is a demo system, we give you a little more than we should. Your bank would not give you the 
category and we may remove that from our demo data too! 
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Step 3 - View Income Statement 

 

The first thing I’ll do is look at the summary data. I 
happen to know this matches the  demo data as I set 
that up to a round net income number of 59,000. 
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Step 4 - View Balance Sheet 

 
And the Balance Sheet matches my original so I must have done it right!! 
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Summary 

 
You can now do that again with the Credit Card.  
 
You can also do it with more months of data.  
 
Remember, It is harder to “simulate” transactions like this than to categorize your own in real life because you 
are less familiar with the business of others.  
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