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Bank Reconciliation - Semi-Manual Reconciliation1.0

[bookmark: _GoBack]Supplemental Job Aid

Date: 07/11/2014 

Target Audience: Bank Statement Reconciliation Processor 

Purpose: This Supplemental Job Aid provides the Bank Statement Reconciliation Processor the instructions for performing Semi-Manual Bank Reconciliation

Bank Reconciliation - Semi-Manual Reconciliation
In the following examples, we need to perform a bank reconciliation to ensure that all of the items on the bank statement are successfully reconciled to system items or otherwise accounted for (i.e., identify a bank error so you can contact the controlling agency for an adjustment). The first example walks the user through the analysis of transaction types and the methodology for reconciling exception transactions. The second example walks the user through the analysis of unreconciling transactions to correct transactions that were reconciled improperly (i.e., when transactions were reconciled that should not be to each other). Once the user is familiar with these examples, the user will be able to reconcile most types of exception reconciliation cases.

Part 1 – Using the Automatic Reconciliation page to determine Statement IDs, Status of Statements, and Transactions Reconciled
Step 1: Navigate to the Automatic Reconciliation page:
· Navigation: Main Menu  Banking  Reconcile Statements  Automatic Reconciliation
Enter the following information: 
· Bank ID: 121113423
· Account #: Enter or select your CTS account number by clicking on the look up button 
· Date: Statement As Of Date
· From & Thru (dates): Update to reflect the proper date range

Click the Search button
[image: ]

Step 2: Review Automatic Reconciliation
This page shows you the number of transactions on the statement and the number of transactions that have been reconciled during automatic reconciliation.
· Statement ID: identification number generated during the import process (make a note of this number to use in selecting statements in Semi-Manual page)  
· As of Date: statement date 
· Trans: number of items on the statement for your CTS account 
· Reconciled: the number of items contained on your statement  
· Cycle Status: Ready = ready to start reconciliation process
If the Trans number equals the Reconciled number, then no additional steps need to be taken.
[image: ]



Part 2 – Reconciling Offsetting Transactions: Deposit and Deposit Adjustment
The example below is for deposit reconciliation, but should be used for resolving issues across all transaction types.
Step 1:  Navigate to the Semi Manual Reconciliation page:
· Navigation: Main Menu  Bank Statements  Reconcile Statements  Semi Manual Reconciliation
Enter the following information: 
· System Transaction dates will be equal to or less than the Bank Transaction dates. Enter 01/01/2000 to pick up all system transactions.
· Bank ID: 121113423
· Account #:  Enter or select your CTS account number.
· Statement ID: This is optional – can narrow down the bank side transactions. (leave % to retrieve all statements)
· From Date: 01/01/2000 (to capture all items)
· Thru Date: Current date (to capture all items)
· Reconciliation Status: Unreconciled (“Reconciled” will display reconciled items)

Click the Search button
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Step 2: Click on the “Type” column header to sort in ascending or descending order to group transactions according to their transaction type. This applies to all columns that have a triangle next to the description. Ensure that the Type column matches between “Bank Transactions” and “System Transactions,” except where adjustments need to be included.
[image: ]

Table 1 Transaction Types
	Bank (Transaction) Type
	System Source

	G (General) used for ORF Replenishments
	Cash Accounting - ORF Replenishment

	U (Funding Source) used for eFITs type transactions
	Cash Accounting - Remittance

	CHK – Check 
	Converted Checks (AP)

	ACH – Transfer to another CTS Account
	Payables (AP)

	CHK – System Check
	Payables (AP)

	MAN – Manual Check
	Payables (AP)

	Deposit
	Receivables (AR)

	ACH – Transfer from another CTS Account
	Treasury (CM)



For each outstanding transaction, find the corresponding System Transaction by comparing the following fields to one another. The table below includes the criteria for all transaction types.
Table 2 Reconciliation Criteria
	Bank Transaction
	System Transaction

	Type
	Type – All Transactions (see Table 1 Transaction Types)

	Reference ID
	Checks – Check number is located in the Reference ID field
Deposits – Click on the Receivables link in the Source column and use the Bank Deposit Number (item displayed in Reference ID field on the system side is auto-numbered). See Step 3.
All other transactions – This field will not match. The system transaction is auto-numbered and the Bank Transaction is generated by STO/SCO.

	Date
	Checks – Current date minus 365 days (custom automatic reconciliation rule allows checks to reconcile up to 1 year from issue)
Deposits – Current date minus 30 days (custom automatic reconciliation rule allows a deposits to reconcile up to 1 month from system date)

	Amount
	Amount

	Location
(This can be seen on the Bank Statement Register)
	Deposits – Click on the Receivables link in Source column and use the IdentifieSee Step 3.
All other transactions will not use this field.





Step 3: Determine and select the bank transaction(s) you need to reconcile with system transaction(s)

Look for items on each side that may be matched together. Since the reference # on the system side is system generated, it will not usually match the bank side reference # on items except for checks.

The Exception Report and Bank Statement Register may be helpful for determining items that should be matched together.

In this example, we are going to reconcile a deposit and adjustment on the bank side with the deposit transaction on the system side

Deposit and Adjustment
· $233.00 deposit - bank side 
· $0.45 adjustment – bank side
· $233.45 deposit – system side

First find the System Transaction that matches the Bank Transaction. For System Transaction 34, when reviewing the associated Bank Deposit ID number, you can see that the number is 1599000004. Click on the Receivables link to view the deposit header information. [image: ] 
The amount for the deposit is $233.45. The corresponding Bank Statement Reference ID 1599000004 has a transaction amount of $233.00. Therefore, it looks as if a mistake was made either in the amount entered into AR or by the bank or STO/SCO in processing the deposit. In this instance, the error was not in AR and a correction has already been processed and is on the bank statement. Departments should reference the ATA/Journal documentation received from STO/SCO to help resolve these situations.
[image: ]

Step 4: Find the adjustment
The adjustment amount should be $0.45. The transaction associated with Reference ID 0038 (this will be a journal entry number) is for the exact amount of the difference. To determine if this is an adjustment or a deposit, click on the [image: ]icon for a description and statement code for the $0.45 transaction.

[image: ]
The user will also see Statement codes displayed on the page below. Statement codes tell the user the nature of the transaction reflected on the statement. The table below provides a listing of the statement codes for transactions found while reconciling items and the associated credit/debit and description.


Table 3 Statement Codes
	Statement Code
	CR / DB
	Short Description
	Additional Notes

	175
	CR
	CHECK DEPOSIT PACKAGE
	Deposit

	399
	CR
	MISCELLANEOUS CREDIT ADJUSTMENT
	

	475
	DB
	CHECK PAID
	Check Paid by STO

	191
	CR
	INDIVIDUAL INCOMING
	ORF Replenishment

	495
	DB
	OUTGOING MONEY TRANSFER
	eFITS

	699
	DB
	MISCELLANEOUS DEBIT ADJUSTMENT
	



Step 4: We can see the $0.45 transaction is a Miscellaneous Credit with a statement code of 399 (miscellaneous credit adjustment). The department would have received a copy of the Agency Trust Adjustment (ATA) notice from STO for the $0.45 transaction.
Click the OK button to return back to the Semi-Manual Reconciliation page
[image: ]
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Step 5: Select the items you want to match and click the Refresh button to calculate totals for both sides of the reconciliation
 [image: ]



Step 6: No difference found. Click the Reconcile button. 
[image: ]


Step 7: It is normal to receive this warning message. FI$Cal is comparing the bank statement dates (date STO/SCO processed the item) to the system deposit date and they do not match. Click the OK button.
[image: ]



Step 8: Transactions successfully reconciled. Click the OK button.
[image: ]
Part 3 – Unreconciling Offsetting Transactions: Deposit and Deposit Adjustment
Step 1:  Navigate to Semi Manual Reconciliation page.
· Navigation: Main Menu  Bank Statements  Reconcile Statements  Semi Manual Reconciliation
Enter the following information:
· System Transaction dates will be equal to or less than the Bank Transaction dates.  Enter 01/01/2000 to pick up all system transactions.
· Bank ID: 121113423
· Account #:  Enter or select your CTS account number.
· Statement ID: This is optional – can narrow down the bank side transactions. (leave % to retrieve all statements)
· From Date: 01/01/2000 (to capture all items)
· Thru Date: Current date (to capture all items)
· Reconciliation Status: Reconciled

Click the Search button.
[image: ]
Step 2: Select the check box associated with transaction number 15990000004 on the “Bank Transaction” side of the page. 
[image: ]
Step 3: Click the Select Matches button so that the related transactions are also selected. This will also balance the transactions for you. Click the Unreconcile button.
[image: ]


Step 4: The transactions are unreconciled and the following message is displayed. Click the OK button. 
[image: ]


You have successfully reconciled semi-manual bank reconciliations. 
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