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Bank Reconciliation - Manual Reconciliation1.0

Supplemental Job Aid

Date: 07/12/2014 

Target Audience: Bank Statement Reconciliation Processor

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

Manual Reconciliation is used to change the status of a System transaction (transactions in sub-modules that are pending reconciliation to a bank transaction) to set it to reconciled when the user cannot update the transaction using Automatic or Semi- Manual Reconciliation. 

Bank Reconciliation – Manual Reconciliation:
In this example, we need to update the reconciliation status of a check so that it will no longer appear on the Outstanding/Stop Payment File sent to STO. The item will need to be manually flagged as reconciled so it does not continue to appear on the Exception/Outstanding/Aging reports for all transaction types as well.



Part 1 – Using the Manual Reconciliation page to determine all the pending system-side transactions that are still not reconciled

Step 1: Navigate to the Manual Reconciliation page:
· Navigation: Main Menu  Banking  Reconcile Statements  Manual Reconciliation
Enter the following information: 
· Search By:
· From Date/Thru Date
OR
· From Ref ID/To Ref ID
· Bank ID: 121113423
· Account #: your CTS account number
· From Date: 01/01/2000
· Thru Date: to reflect the proper date range
· Status: Unreconciled

Click on the Search button.
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NOTE: Because the default reconciliation method for the CTS account is Automatic Reconciliation, the following warning message will appear. 

Click the OK button
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A list of all of the pending items that have not been reconciled will display. 


Step 2: Update the Reconciliation Date and Reconcile
· Select the appropriate transaction that needs to be flagged as reconciled
· Update the Reconciliation Date to the date the item was processed by STO/SCO (the date defaults to the current business date)

Click the Reconcile button.
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Part 2 – Using Manual Reconciliation to “Unreconcile” a system transaction

Step 1: Navigate to the Manual Reconciliation page:
· Navigation: Main Menu  Banking  Reconcile Statements  Manual Reconciliation
Enter the following:
· Bank ID: 121113423
· [bookmark: _GoBack]Account #: your CTS account number
· From date: 01/01/2000
· Thru date: reflect the proper date range
· Status: of Reconciled

Click the Search button
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NOTE: Because the default reconciliation method for CTS account is Automatic Reconciliation, the following warning message will appear. 

Click the OK button


Step 2: Flag the Transaction as “Unreconciled”
· Select the appropriate transaction that needs to be un- reconciled 
Click the Unreconcile button
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You have successfully used Manual Reconciliation to unreconcile a system transaction.
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