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This is what  

we are talking  

about…… 



The bank reconciliation 

process is important for 

ensuring that your general 

ledger cash balance (less 

outstanding checks) is in 

agreement with what the 

bank statement says you 

have in cash. 



When you write checks on the 

system……Accts Payable or 

Payroll checks…..A list of the 

check numbers, payee names, 

and the amounts  gets put in an 

outstanding items file. 

The same thing happens  

when you post cash receipts. 



In this way, the system keeps a 

running list of the deposits going 

into your bank account, and the 

checks going out.  

You may have other kinds of  

transactions that do not get sent  

automatically to the list, and  

will need to be added to the file.  



….and those 

would be? 

Remember PeggySue? 

Interest  

Bank Fees 

NSF Checks 

Transfers 

These types of entries will be sent to the Bank 

Recon file if they are entered in Cash Receipts.   



The interest, bank fees, service charges, 

NSF Checks…. These things you get from 

the bank statement. 

It is necessary to make cash receipts 

entries, or journal entries for these 

items to correct the cash balance in 

your GL and to expense them to the 

budget.  Remember that if these 

entries are made in Cash Receipts, 

they will hit the Budget, G/L and 

Bank Recon.   



This is the check reconciliation main menu screen.  

#1 is where you add the “other” items to the list of 

transactions for the month. 



To post additional items, enter “F” and the 

bank G/L account number, (then field 

exit)….Or use the F2 Scan to find your 

account. 



This is a list of open items in the file….. 

To add new transactions, use F10 



Here are the kinds of entries you can make.  



You don’t have to have a check # 

But you must have a date within the 

month you are working on. 

And if the item is NOT a check, leave this 

blank  Only checks get (R) or (V) 



Enter your amount 

Identify your transaction type 

And some sort of description…… then hit enter. 



OK…. Now we 

are going to 

mention some 

things you need 

to do IF this is 

going to be 

your FIRST 

attempt at bank 

reconciliation 

on this system. 

These instructions assume that you balanced you 

bank statements last month on another system or 

using some manual method. 



If this is the first time you are doing bank reconciliations on this 

system, you’ll need a Balance Forward entry.  Enter it here 

This figure will be the Bank Statement balance from last 

month or…. the beginning balance from this month. 



Also, if this is your FIRST time doing your reconciliation on this 

system……. 

You will need to print this report because you need to be sure the list 

of items from PRIOR MONTHS agrees with the open items from the 

last bank reconciliation done on your other system. 



For this first time, ask for items open 

as of the LAST reconciliation you 

have from your other system. You 

need to verify that they are all there. 



Uhhhh…..YEAH….. 

We did the “print check reconciliation report”  

thing and got a whole year’s worth of checks???  

What are we supposed to do about THAT??? 



NO PROBLEM ! 

 If this is YOU, call support at 

SCESD. 

 We can chop out all that ancient 

history for you.  You could then be 

starting with a list that is much 

closer to reality. 



IF we chop out all the old stuff, you might have to enter in any really 

old checks that actually ARE outstanding. 

Remember, we are creating a STARTING point for you. 



OK, so we now 

have our starting 

point. What comes 

next? 

Next you mark 

off the checks 

that have cleared 

by going down 

the bank 

statement. 

Peggy Sue again... 



To rapidly mark off checks that have cleared, enter an R and the 

bank account GL number, then press enter.  

The next screen will begin to show you the outstanding checks in 

check number order.   



Enter “R” here to Reconcile, 

 “V” to Void the entry.  Upon  

doing this, the screen will 

automatically roll to the next 

transaction in the file. 

If the transaction hasn’t yet  

cleared the bank, leave this field 

blank and press enter . 

If you use direct deposit, you will find those transactions are already 

marked with “R”, so just hit enter to go past them. 



The first items 

that appear are 

those with low or 

no check #. These 

will probably be 

your payroll tax 

payments.  

Make sure you are 

clearing the right month. 

V = payroll vendor 



Once you have marked off the checks that cleared, 

print the report again: 

This time, though, use the month end date for the 

month you are working to reconcile. 



Look at the last page of that report. Here are 

the numbers you are trying to verify. Let’s take 

them one at a time. 



The first figure is the beginning balance from 

your BANK STATEMENT for the month you 

are working on. 



These figures represent the activity that took 

place during the month AT YOUR BANK. You 

should be able to tie these numbers to amounts 

on your bank statement. 



For example, the deposits plus the transfers 

should relate to the amount the bank shows 

credited to your account as deposits. They 

might also include the interest, or they might 

show that separately, depending on the bank. 



Similarly, the reconciled items total should 

match the amounts charged to your account on 

the bank statement. They might include the 

“misc chg” (service charge) or show it 

separately. 



And, if you got it all correct, this should match 

the ENDING balance on your bank statement.     

If not, you will need to look over the rest of the 

report to find out what needs to be corrected. 



To make corrections, such as removing the 

R you put on an item in error, use the “F” 

option. 



You can scroll thru the file, selecting with an X any 

items you need to correct, or use this field to jump 

to a specific check number. 



After you select an item to correct, you can: 

 

Change the amount  

Change  the ‘Reconciled’ status, etc. 



Now, here is the general ledger part. This 

amount should agree with your general ledger 

cash balance…... 



OK, but…... WHICH cash balance??? 

THAT is a very good question. Since you probably 

have one GL cash account for each fund. 





This report will give you the TOTAL cash balance 

in your account across all funds. 



This is a peek at that 

report. There is one column 

for each cash account, and 

rows for the funds. You 

want to balance the bank 

statement against the SUM 

of all the funds for that 

account number. 



Uhhhh….what if it did not 

turn out exactly the way 

I expected?  What then? 

You have two lists. The bank 

statement & the reconciliation 

report. Compare them until you 

find the differences. 



If you are still 

stuck, we  have a 

spreadsheet that 

you can use. Call 

support and we 

will send it to 

you! 



This is the final step once you have the  

numbers in agreement….. 

This program deletes the reconciled items and 

updates the “beginning balance” for next month. 



If you find that you’ve accidentally run the purge 

too soon, call support at SCESD right away. We 

can put the previous file back in place for you! 





This allows you to 

run historical  

registers for any\all 

cash accounts.   

 



 

Here’s what it looks like……  





Here’s how it works: 

1. Each time checks are posted, records go into a 

holding file.  At the end of the day (or whenever 

you decide is appropriate) you can run option #5  to 

generate a Positive Pay File.   This clears the items 

from the holding file and creates a Positive Pay file 

for your bank.  The holding file is now empty and 

ready for the next batch of checks!   

2. If, for any reason, you need the items restored to the 

holding file, call support.  We can help. 

POSITIVE  PAY 



POSITIVE  PAY 

3.  Then you use a data 

transfer icon (call 

OSAS support for 

yours) to transfer this 

file to your PC.   

You’ll need a folder on 

your C:\Drive called 

BANK 



POSITIVE  PAY 

How do I get the file to my bank? 

This will depend on your bank.  They may  

simply have you email the file or they may  

have you upload it to them.   
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