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Bank Reconciliation - Bank Statement Register Report 1.0

Supplemental Job Aid

Date: 07/11/2014 

Target Audience: Bank Statement Reconciliation Processor

Purpose: This Supplemental Job Aid provides the Bank Statement Reconciliation Processor with the instructions to run the Bank Statement Register Report. This report shows the items which posted to the bank statement on a particular day for a defined time period. This report can be used to help you in reconciling your bank account. (See Job Aid: Bank Reconciliation - Semi-Manual Reconciliation.)

Title: Bank Reconciliation – Bank Statement Register Report:



Step 1: Navigation: Main Menu  Banking  Reports  Bank Statement Register
Click the Add A New Value tab.
Enter a Run Control ID: Create your own ID (this will allow you create a template you can use in the future to run this report).
Click the Add button.
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Step 2: Fill in the following fields:
NOTE: Clicking the magnifying glass will show you a table of available values.
· “Business Unit”: Enter your Business Unit or select it from the lookup table. 
· “Select Bank ID”: 121113423 (always use this number for accounts under ‘State Bank’).
· “Bank Account #”: Enter your CTS account number or select it from the lookup table.
· “Reconciliation Status”:
· %  = everything
· Recon = Reconciled
· Unrecon = Unreconciled

· “From Date”: Enter a date or select it from the calendar.
· “To Date”: Enter a date or select it from the calendar.

Click the Run button.
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Step 3: Ensure the checkbox next to Bank Statement Register report is checked.
Click OK.
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Step 4: Note the “Process Instance” number under the Run button.
Click the Process Monitor hyperlink.
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Step 5: If the Run Status does not indicate “Success”, click the Refresh button until the Run Status changes to Success and the Distribution Status changes to “Posted.”
Click the Go back to Bank Statement Register hyperlink. 
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Step 6: Click the Report Manager hyperlink.
[image: ]

Step 7: Look for the report with your “Process Instance” number. 
Click the hyperlink for the Report with the .pdf extension.
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[bookmark: _GoBack]Step 8: The Bank Statement Register will appear, so you can view it, print it, and/or save it. It contains the deposits and withdrawals that STO and SCO processed to your CTS account for the parameters you entered in step #2.
The report includes information such as:
· Beginning Balance
· Total Deposits
· Total Withdrawals (Disbursements)
· Ending Balance
· Deposit Section
· Disbursement Section
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Step 9: Scroll down to the last page to see the end of the report. In this example, it shows you the totals for the Disbursement section of this report. Notice that the Total Transaction Amount for Disbursements ($132,719.29) is the same as the Total Withdrawal on the first page.
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Step 10: The following section lists the various Bank Statement Codes that can appear on this report. This code uses a 3-digit number to represent the different types of transactions on a bank statement file and an explanation of how it is being used in FI$Cal. 
Bank Stmt Code Column:
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	Bank Statement Code (BAI)
	Credit (increase)
Debit (decrease)
	Explanation  (FI$Cal)

	175
	Credit
	Deposit

	191
	Credit
	ORF Replenishment 

	399
	Credit
	Miscellaneous Credit Adjustment (various deposit and check adjustments increasing the account balance) 

	475
	Debit
	Check

	495
	Debit
	eFITS (TC 47)

	699
	Debit
	Miscellaneous Debit Adjustment (various deposit and check adjustments decreasing the account balance)





Step 11: The following section lists the Reconciliation Statuses that can appear on this report. The status is based on the FI$Cal system logic in processing the custom and delivered reconciliation rules.
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	Recon Status
	Explanation

	Amounts Not Equal
	Bank transaction matches on some fields with a system transaction (such as check number and transaction type), but the amounts do not match

	Duplicate Input Transactions
	More than one transaction on this statement with the same properties (i.e., 2 checks for the same reference number and same dollar amount)

	Not Found in System
	No system transaction found

	Reconciled
	Reconciled 

	Requires Review
	Requires Review

	Tran Date<>Value Date
	Bank statement date and System Date of the transaction do not match (it usually will not) 

Example #1: The Bank (Statement) Date is the date the check was paid by STO, while the System Date of the check is the date the check was issued.

Example #2: The Bank (Statement) Date for a deposit is the date processed by STO, while the System Date is the date the deposit went to the bank. 

	 Unreconciled
	Unreconciled
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Report ID:RPTCMO007 FI$Cal Pageno :1
Bank Statement Register Run Date: 07/11/2014
Run Time: 18:36:37

Contains confidential information and unauthorized use or disclosure is prohibited by State law.

Business Unit: 0950 Recon Status: All

Bank Number: 121113423

Bank Account: 599

From Date: 05/06/2014 Through Date: 05/06/2014

Beginning Balance: $-130,251.17
Total Deposit: $0.00
Total Withdrawal: $132,719.29
Ending Balance: $-262,970.46

Disbursements

Bank Date Bank  Description Reference Location Transaction  Recon Trans Recon Status
Stmt Amount  Code
Code
05/06/2014 475 CHECK PAID 0000002 $200.00 Check Not Found In

m 05/06/2014 475 CHECK PAID $5,500.00 Check
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05/06/2014 475 CHECK PAID 0000029 7,500.00 Check Not Found In
System
05/06/2014 475 CHECK PAID 0000030 8,000.01 Check Not Found In
System
05/06/2014 475 CHECK PAID 0000031 8,586.85 Check Not Found In
System
05/06/2014 475 CHECK PAID 0000032 9,999.00 Check Not Found In
System
05/06/2014 475 CHECK PAID 0000033 $10,000.00 Check Not Found In
System
05/06/2014 475 CHECK PAID 0000034 4,500.00 Check Not Found In
System
05/06/2014 475 CHECK PAID 0000003 $350.00 Check Not Found In
System
Transaction Amount for Disbursements : $132,719.29 Transactions : 35
Total Transaction Amount in Statement : $-132,719.29
Total Transactions in Statement : 35

End of Report
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