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   Tips & Tricks 

What to do when one Statement Line represents more than 
one Transaction 

What do you do when you have imported your Statement and found a Statement line 

that represents two transactions keyed into Accredo (as shown below)? 

 

 



 
 

 

1 Change the AMOUNT on the Statement Line, so that it matches one of the Transactions 

it represents. 

 



 
 

 

2 2. Click in the line below the Statement Line, then click Insert > UNMATCHED LINE. 

 

Press Ctrl+’ (Ditto) to copy any text from the field above, such as Particulars and Date, 

then key in the Amount of the second transaction. 

 



 
 

 

3. Click Match All. 

 

The Transactions are matched to the Statement lines. 

 

 

 

 

 


