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Search for a Transaction

This article will assist you to see what transactions have already been processed in Strata Master, and is a
general guide.

Searching for transactions assists you to reconcile your bank statements to Strata Master, ensure there are
no duplications and correct your financial reports by checking which accounts are involved in transactions.

The main methods available are -

1. Search/edit transactions screen
2. Quick Report

3. General Ledger

Steps to Search/Edit Transactions Screen

1. Click on Accounting in the top toolbar

2. Select Adjustments from the drop down menu

3. Select Search/Edit Transactions

4. You can enter as many search fields as you wish, however it is better to select few and then narrow
the search

5. For example, enter the Strata Plan and perhaps the date (if you are certain of it), however a date
range is often better in case someone back dated the transaction. You may wish to search a wide

range but with an amount.
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6. Take note of the transaction date, debit and credit accounts used, whether gst is included and the
type of transaction. If the transaction is 'journal' for example, you would have to reverse it with a
journal.

7. You can click on a column heading to sort the transactions in order according to that heading. Clicking

on Amount, sorts by amount.
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8. The status will show if the transaction has been cancelled.

9. You cannot cancel or reverse transactions in this section.

Steps to Quick Reports Searches

1. Click on Quick Rpticon in icon toolbar
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2. You can enter a Plan number or leave it blank and search all Plans.

w

Most often you would be selecting the tabs for Receipts, Payments or Cr Invoices.
4. Once again start with fewer search filters and then narrow as required. Especially use a wide date

range first.
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. If you are searching Payments, note the radio buttons for 'Date presented' and 'Date paid', selecting

'Date paid' will also show if presented.

Payment date [DD/MMAYYY [2]~] To [DDMMAYYY [$ -]

& Date presented " Date paid

6. As in point 7 above, you can click on a column heading and sort transaction in that order.

7. EFT Pending status means that the Payment has been pushed through 'Pay' but is still waiting to be
added to a Direct Entry or ABA file. Status Unpresented means that the Direct Entry file has been
created, and Presented means it has been ticked as presented in the Bank Reconciliation because it

was on the bank statement. Note that Batch number show in case the batches need to be reversed.

Payer accoun... | Status | Tvpe | BPAY batch num
9576-54321 Presented Direct entry

36876-54321 Presented Bulk BPAY 2

957E-54321 Presented Creditor cheque

9876-54321 Presented Direct entry

Steps to General Ledger
1. The General Ledger shows every account and every transaction in that account, whether gst in
involved, and whether the transaction was a debit or a credit, whether it reduced the balance of the
account or increased it. The reference number matches another entry in another account, so shows

you what 2 accounts were involved in that transaction. This is valuable if you are needing to process

journals.

2. There are 2 methods of accessing General Ledger. Firstly via Formatted Reports > General Ledger.
Secondly via Reports > general Ledger Reports.
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121000 Cash at Bank--Admin
0101119 Opening balance 4227660
19/0219 000005 Payment Archive Storage Fee January 2019 10.00 0.00 0.00 1000 4226660
19/02/19 000005 Payment Standard Management FeeJanuary 2019 5000 000 000 5000 4221660
2710219 6 Payment Transferto investment 1,200.00 0.00 0.00 120000 4101660
123000 Investments--Admin
01/01/19 Opening balance 0.00
3101119 Journal Intereston investment 100.00 000 100.00 000 100.00
3101119 Journal Bankfee oninvestment 2000 0.00 0.00 2000 80.00
27102119 6 Payment Transfertoinvestment 1,200.00 000 120000 000 1,280.00
126500 Receivable--Levies--Admin
01/01/19 Opening balance 1,102.50
01/01/19 Levy Lot 1: Quarterly Admin/Capital Works Levy 70125 000 70125 000 180375
(Standar
01/01119 Levy Lot2: Quarterly Admin/Capital Works Levy 70125 0.00 70125 0.00 2,505.00
(Standar

01/0119 Levy Cancelled levyfor lot: 13333 70125 000 0.00 70125 1.803.75
01/01119 Levy Lot 1: (Standard) 40125 0.00 40125 0.00 2.205.00

Back-Up
Prior to making any adjustments, cancellations, reversals, or entries you are unsure of, it is good practice to
run a back up. Go to File and select 'back up'. You may rename the back up if you wish, to include 'prior to

cancellation' for example. If you make a mistake in doing that cancellation, you can restore to that back up.

If you restore, be aware that other users will also lose whatever they have entered since the back up, so
best to forewarn them.

It is not usually necessary to back up documents at that time.

When To Contact Strata Master Support

If you locate errors and find you do not know how to process these transactions, you may log a case for
Strata Master Support to assist.

If you would like further assistance with a complex Accounting issue, we have qualified and experienced
Consultants you can contact from our Consultant list &.

We highly recommend Training in Accounting for Strata Managers, contact our Education Team on
education.apac@mrisoftware.com.

Further Links that may be useful -
https://kb.rockend.com/help/bank-reconciliation-does-not-balance
https://kb.rockend.com/help/direct-entry-payment-returned---individual-accounts
https://kb.rockend.com/help/how-to-searchcancel-payments-in-strata-master
https://kb.rockend.com/help/when-an-invoice-has-been-paid-from-the-wrong-plan
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https://dyzz9obi78pm5.cloudfront.net/app/image/id/602f50d7ad121cde46e10409/n/sm-consultant-list.pdf
https://kb.rockend.com/help/bank-reconciliation-does-not-balance
https://kb.rockend.com/help/direct-entry-payment-returned---individual-accounts
https://kb.rockend.com/help/how-to-searchcancel-payments-in-strata-master
https://kb.rockend.com/help/when-an-invoice-has-been-paid-from-the-wrong-plan




