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Bank Reconciliation

General Ledger>Activity>Bank Reconciliation

A bank reconciliation is performed to verify that transactions recorded in the cash book accurately

match those shown on the bank statement.

To complete the reconciliation process, you will need a current bank statement.

If you are using BankIT to import your bank transactions, the reconciliation process will be
significantly faster and easier, as many transactions will already be matched automatically.
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Bank Recondiliation
General Ledger Mo... 4
Q, search o Select All 3 Sclect None | Save PP Complete > View Zlz Related Transactions [“gy History € Print -

Basic || Bulk
Bank Account: e 7900/0000 Current Account (NZD) v
Date To: e 2018-06-29 B+
Cash Balance: NZD (106 244.75)
2 P Total Debit. NZD 0.00 Total Credit:
7 Activity
Bank Balance: NZD (78 736.00) Difference:
Journals
E Unreconciled | Reconciled
Xpenses
E Trans Date Transaction Reference Description
Banklt Feed
1 2018-06-29 STIUNE2018 Staff lunches
Cash Boak 2 2018-06-29 STIUNE2018 The insured
Bank Recon 3 2018-06-29 STIUNE2018 Legal Aid
4 2018-06-29 STIUNE2018 Website and LinkedIn
Budgeting /5 2018062 STIUNE2018 8P
Template List 6 2018-06-29 STIUNE2018 Warehouse stationery
7 2018-06-29 STIUNE2018 Consultant upgrade
8 2018-06-29 STIUNE2018 The repairer
9 2018-06-29 STIUNE2018 Spark internet
10 2018-06-29 STIUNE2018 The Staffers
11 2018-06-29 STIUNE2018 Staff Wages

Action

Bank account

Bank reconciliation date
Description

Closing Bank statement

& Calculator

* Favourites gg Modules w ?J User: Malcolm Granville, Huge ERP DEMO w
BfLH?
Description: June 2018 Recon 0
Close Bank Statement: 106244.75 @
NZD 27 508.75
NZD 27 508.75
Document Number Debit Credit Currency Amount Reconcile
GLCBY 75.00 75.00 ]
GLCBY 600.00 600.00 B
GLCBY 143.75 143.75 B
GLCBY 247.25 247.25 B
GLCBY 766.00 766.00 B
GLCBY 143.75 143.75 B
GLCBY 2 300.00 2 300.00 B
GLCBY 680.00 630.00 =]
GLCBY 188.00 188.00 B
GLCBY 365.00 365.00 B
GLCBY 22 000.00 22 000.00 B
Description

Select the bank account that you will be reconciling
Select the date two based on your bank statement
Enter a description for the bank reconciliation

Enter the closing value of your bank statement based on
the date that you selected
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Bank Reconciliation Process

The quickest way to verify that your bank reconciliation balances is to click Select All. This will
automatically select all visible transactions in the reconciliation window.

If the reconciliation is correct, the difference between the Cash Book Balance and the Bank
Balance will be $0.00. A zero difference confirms that the bank reconciliation has been completed
successfully.

Once the reconciliation balances, click Save and then Complete Bank Reconciliation to finalize
the process.

All reconciled transactions will be moved to the Reconciled tab, where they can be reviewed at
any time.

After completing one month's reconciliation, proceed to the following month and repeat the
process until all outstanding periods have been reconciled.

For the most efficient and accurate results, it is recommended that reconciliations are completed
one month at a time.

Bank Recondiliation &

%
.

Q Search 1 Select Al 3§ Select None B Save PP Complete <o View Zi¢ Related Transactions [B History @ Print ~

Basic || Bulk

Bank Account: 7900/0000 Current Account (NZD) b Description: June 2018 Recon

Date To: 2018-06-29 OE+

Cash Balance: NZD (106 244.75) Close Bank Statement: 106244.75
Total Debit: NZD 0.00 Total Credit: NZD 0.00

Bank Balance: NZD (106 244.75) Difference: NZD 0.00

Unreconciled Reconciled

# Trans Date Transaction Reference  Description Document Number Debit Credit Currency Amount Reconcile

1 2018-06-29 STIUNE2018 Staff lunches GLCBY - 75.00 75.00 i

2 2018-06-29 STIUNEZ2018 The insured GLCBY - 600.00 600.00 [

3 2018-06-29 STIUNE2018 Legal Aid GLCBY - 143.75 143.75 [

4 2018-06-29 STIUNEZ018 Website and LinkedIn GLCBY - 247.25 24725 [

¢ 5 2018-06-29 STIUNE2018 BP GLCBY - 766.00 766.00 [
6 2018-06-29 STIUNE2018 Warehouse stationery GLCBY - 143.75 143.75 [

7 2018-06-29 STIUNEZ2018 Consultant upgrade GLCBY - 2 300.00 2300.00 [

8 2018-06-29 STIUNE2018 The repairer GLCBY - 6580.00 680.00 [

9 2018-06-29 STIUNEZ018 Spark internet GLCBY - 188.00 188.00 [
10 2018-06-29 STIUNE2018 The Staffers GLCBY - 365.00 365.00 [
11 2018-06-29 STIUNE2018 Staff Wages GLCBY - 22 000.00 22 000.00 [

Bank Reconciliation History

To view your bank reconciliation history, navigate to:
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General Ledger - Analysis -» Bank Reconciliation History
From this screen, you can view and print completed bank reconciliations for any period.

For audit and record-keeping purposes, it is recommended that you attach a copy of the
corresponding bank statement to each reconciliation. Doing so provides supporting documentation
and allows auditors to quickly verify that the bank statement and cash book balances have been
reconciled accurately.

Maintaining these attachments creates a clear audit trail and simplifies future reviews and
compliance checks.

Bank Reconciliation History e
General Ledger Mo... 4 -
Q, search «o> view [ Edit (=} Print
Bank Account: 7900/0000 - Current Account ~  Reference: Reference v
Date From: 2026-01-01 G- v Date To: 2026-07-27 03 x|+
* | Description:
# At Date Reference Description Bank Account Bank Balance  Closing Bank Statement A User

# Activity - |

Account Analysis

Detail of T-Accounts
Journal History

Cash Book History

Bank Recon History

Document Management

Resolving Bank Reconciliation Differences

In this example, after clicking Select All, a difference remains between the Cash Book Balance
and the Bank Balance. This indicates that one or more transactions have been incorrectly
selected or require further investigation.

If the discrepancy is obvious, simply untick the incorrect transaction(s) until the reconciliation
balances.

If the source of the difference is not immediately apparent, the reconciliation should be completed
manually. To do this, click Select None to clear all selections and use your bank statement as a
reference.

Work through the bank statement transaction by transaction, ticking each matching entry in the
cash book. As you do so, compare the running bank balance to ensure it agrees with the balance
shown on the statement. This method helps identify any missing, duplicated, or incorrect entries.
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Once you have processed all transactions on the bank statement, any remaining unticked entries
are typically transactions that have been recorded in the cash book but have not yet appeared on
the bank statement.

This commonly occurs at month-end when transactions have been entered into the accounting
system but have not yet been processed by the bank. These outstanding items will usually appear
on the following month's bank statement.

When you perform the next month's reconciliation, these outstanding transactions can then be
matched and cleared as part of the normal reconciliation process.

#
.

Bank Reconciliation &

|Q Search | o Select All 3 Select None B Save PP Complete <o View i Related Transactions [& History e Print ~

Basic Bulk
Bank Account: 7900/0000 Current Account (NZD) b Description: July 2018 Recon
Date To: 2018-07-31 E+
Cash Balance: NZD (142 043.00) Close Bank Statement: 141983
Total Debit: NZD 0.00 Total Credit: NZD 0.00

Bank Balance: NZD (142 043.00) Difference: NZD (60.00)

Unreconciled Reconciled

# Trans Date Transaction Reference  Description Document Number Debit Credit Currency Amount Reconcile
1 2018-07-31 5TIULZ01E The rental company GLCB10 - 5 750,00 5750.00 "
2 2018-07-31 STIUL2018 Metropol GLCB10 - 17.50 1750 ©
3 2018-07-31 S5TIUL2018 Bank Charges GLCB10 - 60.00 60.00 r
4 2018-07-31 STIULZ018 The Accounting firm GLCB10 - 1 150.00 1150.00 "

< 5 2018-07-31 S5TIUL2018 Vodafone GLCB10 - 172.50 172.50 r
6 2018-07-31 5TIULZ01E The Cleaners GLCB10 - 115.00 11500 "
7 2018-07-31 STIUL2018 Labour law GLCB10 - 287.50 28750 |
8 2018-07-31 S5TIUL2018 Courier Services GLCB10 - 350.00 350.00 r
9 2018-07-31 STIULZ018 Mercury GLCB10 - 387.00 387.00 ©

10 2018-07-31 S5TIUL2018 Staff lunches GLCB10 - 75.00 75.00 r
11 2018-07-31 5TIULZ01E The insured GLCB10 - 600,00 600.00 7
12 2018-07-31 STIUL2018 Legal Aid GLCB10 - 143.75 14375 7
13 2018-07-31 S5TIUL2018 Website and LinkedIn GLCB10 - 247.25 247.25 r
14 2018-07-31 STIULZ018 EP GLCB10 - 766.00 766.00 7
15 2018-07-31 S5TIUL2018 Warehouse stationery GLCB10 - 143.75 143.75 r
16 2018-07-31 5TIULZ01E Consultant upgrade GLCB10 - 2 300.00 2300.00 "
17 2018-07-31 STIUL2018 The repairer GLCB10 - 680.00 580.00 |
18 2018-07-31 S5TIUL2018 Spark internet GLCB10 - 188.00 188.00 r
19 2018-07-31 STIULZ018 The Staffers GLCB10 - 365.00 365.00 1
20 2018-07-31 S5TIUL2018 Staff Wages GLCB10 - 22 000.00 22 000.00 r

Completing the Reconciliation

In this example, the Bank Entry Not Found amount remains as an outstanding item, and the
bank reconciliation balances successfully.

Once the Difference is $0.00 and the reconciliation is balanced, click Save to store your work.

To finalize the process, click Complete Bank Reconciliation. This will move all reconciled
transactions to the Reconciled tab and close the reconciliation period.
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At this point, the bank reconciliation is complete and the cash book has been successfully

reconciled to the bank statement

Bank Reconciliation

Q Search u Select Al 3§ Select None B Save PP Complete <o» View Zf: Related Transactions [B History @ Print ~

Basic Bulk

Bank Account: 7900/0000 Current Account (NZD) 7
Date To: 2018-07-31 Eik

Cash Balance: NZD (142 043.00)

Total Debit: NZD 0.00 Total Credit:
Bank Balance: NZD (141 983.00) Difference:

Unreconciled Reconciled

# Trans Date Transaction Reference Description

1 2018-07-31 STIUL2018 The rental company
2 2018-07-31 STIUL2018 Metropol

3 2018-07-31 STIUL2018 Bank Charges

4 2018-07-31 STIUL2018 The Accounting firm
5 2018-07-31 STIULZ018 Vodafone

6 2018-07-31 STIUL2018 The Cleaners

7 2018-07-31 STIUL2018 Labour law

8 2018-07-31 STIULZ018 Courier Services

9 2018-07-31 STIUL2018 Mercury

Description: July 2018 Recon

Close Bank Statement: 141083
NZD 60.00
Document Mumber Debit Credit Currency Amount Reconcile
GLCB10 - 5 750,00 5 750.00
GLCB10 - 17.50 17.50
GLCB10 - 60.00 60.00 [ |
GLCB10 - 1 150,00 1 150.00
GLCB10 - 172.50 172.50
GLCB10 - 115.00 115.00
GLCB10 - 287.50 287.50
GLCB10 - 350.00 350.00
GLCB10 - 387.00 387.00
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Bank Recon Date

Bank Recon Fixes

Make Sure that the date that is used on the Date To is the one that is saved on the bank recon.

On the bank recon history

Added in a search for Description field.

Bank Reconciliation History
Q search > view [ 3 Edit (=) Print Bank Recon

Bank Account: 1-1000 Bank Account Main (R) || Reference: |Reference x4l

Date From: 2023-11-01 Ex]-] Date To: 2024-05-23 %+

Description: | |

# Att | Date Reference Description Bank Account Previous Recon Balanc Closing Bank !

* 1

2 @ 2024-05-23 BANKR1058 test Bank Account Main 4 893 217.6300

The bank reconciliation history is a reconciled financial statement which is owned by both the
business itself and the bank statement

Bank Reconciliation History (@l=]2]

Q, search < view [ Edit (=) Print Bank Recon

Bank Account 1-1000 Bank Account Main (R) v Reference: Reference x4l
Date From: 2023-11-01 3 x-| Date To: 2024-05-23 ]
Description:
# At Date Reference Description Bank Account Previous Recon Balanc Closing Bank Statemer User
""""""""" L@ W05 mmeiey gt (BekAmmkMan | 48320680 0000 PageGumie |
""""""""" 2 2 20040523 BANKR1058 test Bank Account Main 4893 217.6300 0.0000 Paige Granville

View Button
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(=) print Grid (=) Print © close

Description: test Reconciled Date: 2024-05-23

Capture Date: 2024-05-23 Bank Account: Bank Account Main

Capture By: Paige - Granville Recon Number: BANKR1057

Previous Recon Bal: 4 893 217.6300 Cashbook Balance: 5003 581.8500

Total Debit: 0.0000 Total Credit: 0.0000

Statement Balance: 0.0000 Reconciled Balance: 0.0000
|4 4 |Page 0 ofo| » || RemovePaging [ No data to display
# Date Reference Description Debit Credit

Print Button
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Edit Bank Recon Description
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Cange Bank Recon Description

Date: 2024-05-23

Reference: BANKR1057
Old Description:
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Related Transactions

This part shows the accounts involved in a transaction.

Related Transactions

., Transaction Detall | (=) Print Grid | (=) Print T Acct. |

Transaction List ” View T Accounts ]

[4 4 |Page |1 |of1 | b bl | 2

Displaying 1 - 2 of 2

Date Account Code Name Reference

2 o L= Credit Card Clearing Acc

Description

Document Referenc

GL Cashbook G...  test split

Debit

Debit Total:

Transaction Detail

420.0000

Credit Total:

Print Grid to print the transactions
Print T Acct. to print the T accounts
Transaction List shows a list of transactions involved

View T Accounts to view the t-accounts
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