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Manually Reconciling Bank Side Transactions 1.0

Supplemental Job Aid

Date: 09/17/2014 

Target Audience:  Bank Statement Reconciliation Processor

Purpose: This Supplemental Job Aid provides Bank Statement Reconciliation Processors the instructions for manually reconciling Bank side transactions.  

Background: The Semi-Manual Reconciliation process does not take debits and credits into consideration when calculating the totals of the transactions on each side (Bank side and System side); instead it sums up the absolute values of all the transactions on each side in order to reconcile. The FI$Cal solution is to manually change the reconciliation status of Bank side transactions and Book side transactions that can’t be reconciled either automatically or on the Semi-Manual Reconciliation page. This job aid explains the process of manually reconciling Bank side transactions only.

NOTE: Refer to job aid FI$Cal.147 – Bank Reconciliation – Manual for instructions on reconciling System side transactions.

The two scenarios below explain when Bank Statement Reconciliation Processors would manually reconcile Bank side transactions: 

1) Reconciling a Bank side transaction to another Bank side transaction:
Example: The State Treasurer Office (STO) processed a $100 deposit to CTS account in error and then processed a $100 debit adjustment in order to correct the error. 

[image: ]



2) Reconciling multiple Bank side transaction(s) with one/multiple System side transaction(s):
Example: If STO pays a check for $505 instead of $500 and corrects this error at a later date by a credit adjustment of $5, two transactions will exist on the Bank side ($505 and $5) that has to be reconciled to one transaction on the System side ($500). In this case all three of the transactions need to have their reconciliation status manually changed.  The Bank side transactions will follow this job aid and the System side transactions will follow job aid FI$Cal.147 – Bank Reconciliation – Manual.
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Manually Reconciling Bank Side Transactions:           
The steps below demonstrate updating the reconciliation status of a bank transaction that is loaded into Bank Statement tables in FI$Cal or a transaction manually entered via the Enter Bank Statement page. The transaction needs to be manually flagged as reconciled so it doesn’t appear unreconciled on the Semi-Manual Reconciliation page and in the ‘BK’ section of Exception, and Outstanding/Aging reports.

Step 1: Navigate to the Enter Bank Statements page:

· Navigation: Main Menu -> Banking -> Bank Statements -> Enter Bank Statements
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Step 2: Click the Find and Existing Value tab and enter the following:

· External Bank ID: Click the look up icon to search
(In this example, enter 121113423)
· Bank Account #: Enter your CTS Account Number
· Statement ID: (Optional)
· As of Date: (Optional) – Enter statement date, if known
· Click Search.
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Step 3: Select a Bank Statement from Search Results displayed.
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NOTE: If no statements display, no statements exist in the System for the CTS account matching the search criteria.

Step 4: After selecting a Bank Statement, click the Bank Transaction Entry tab. 

[image: ]

Step 5: Click the Recon Information tab in the “Bank Transactions” section and locate the transaction to be reconciled.
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[bookmark: _GoBack]Step 6: Select Reconciled from the “Reconciliation Status” drop down menu and then click Save.
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NOTE: Manually changing the reconciliation status of a Bank side transaction is NOT reversible and should be considered only after thorough analysis and investigation. If a user changes the reconciliation status of the wrong Bank side transaction, they must contact the FI$Cal Service Center (FSC). The user must obtain an email from their manager or supervisor approving the reversal of the transaction reconciliation status and then email the FSC requesting a reversal of the transaction reconciliation status. The user should provide the FSC a detailed explanation of the process followed and include the manager’s email approving the reversal of the transaction reconciliation status as an attachment. 

You have successfully reconciled Bank side transactions manually in FI$Cal. 
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