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Reconciling By Bank Code 

 

1. Select the Reconcile by Bank Code option. 

 

2. Select the Bank Code you want to reconcile from the drop down.  The last month’s Bank 

Statement Ending Date should be displayed. 

 

3. Complete the following steps.  See document for additional info on each. 

 Enter the End Balance from the bank statement 

 Mark any cleared checks 

 Add any necessary ORIs 

 Clear any ORIs from previous months that are resolved 

 Post interest if needed 

 Remember to post any unposted A/P check batches and/or any in process journal entries 
that could affect the reconciliation. The transaction will warn you of any of these 
conditions.  

4. Click Save. 

 

5. Review the summary report by clicking on the Run Summary Report button.   

a. If the bank reconciliation is in balance the Recon button will become available.  Once 

the Recon button is clicked you will not be able to undo it. For that reason, it is 
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recommended that you do not press the reconcile button until you have printing all 

required reports for the month.  

b. If the bank reconciliation is out of balance see the Troubleshooting section of this 

document. 

 

Clearing Checks 
Put a check mark next to any check that has cleared the bank.  Make sure the amount of the check in 

the system matches up to the amount it cleared for on the bank statement.  If there is an 

uninterrupted range of checks that have cleared you can mark them all cleared by entering the first 

and last check number in the range and selecting the Mark Cleared button.  Once you are done click 

the Save button to save the changes you have made to the reconciliation. 

 

Other Reconcilable Items (ORIs) 
IMPORTANT!  - Never enter an ORI to force balance the bank reconciliation.   

The ORI is used to adjust the adjusted statement ending balance on the bank reconciliation.  When 

adding an ORI, choosing Receipt will make the adjusted statement ending balance increase, choosing 

Disburse will make the adjusted statement ending balance decrease.  An ORI can be deleted if it was 

entered in the month you are reconciling.  Once the recon button has been selected it is a permanent 

part of the recon and can be cleared but not deleted. 

Examples of ORIs  
• Deposits in Transit – This means a deposit was posted to your books, but did not show on the 

bank statement.  This problem can arise by the deposit being posted after the cut-off time on 

the last day of the bank statement period.  This amount should be entered as a Receipt to the 

Bank Statement balance. 

 

• Bank Errors – This means the bank has made a mistake on your account and was not corrected 
before the bank statement was printed.  It can include a check being cleared for the wrong 
amount, or a deposit incorrectly posted to your account.  This amount could be a Receipt or 
Disburse, so be careful to choose the correct Transaction type. 

 

• NSF Checks – Normally, NSF (returned) checks are posted to your books using Journal Entries.  
However, if you do not choose to follow this procedure, you must list all NSF checks as Other 
Reconcilable items.  NSF checks should be posted with the Receipt transaction type. 
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• Bank Statement Balances – The accounts used for these amounts.  If you have a money market 

account that is setup as an investment account with a 0121 function code, it cannot be 

reconciled in conjunction with the ‘cash’ bank code.  Do not include the ending balance of 

investment accounts in this figure. 

 

Adding an ORI 

 
1. Click on the Add button to create an Other Reconcilable item.   

• Reference Number – This is not a required field, the system will auto assign a number if 
left blank.  This is a 15 character alphanumeric field. 

• Transaction Date – Enter a date on or before the Bank Statement Ending Date. 

• Amount of Item – Enter the dollar amount of the other reconcilable item. 

• Transaction – Choose Disburse if dollars need to be Subtracted from the Bank 
Statement or Receipt if dollars need to be Added to the Bank Statement. 

• Description of Item – Enter a brief description of the other reconcilable item.  This is a 
100 character alphanumeric field. 
 

2. Click on the Save button.  If you have another ORI to enter you may enter the information and 
click Save again.  When you are done entering your ORIs click the Exit button. 
 

3. The ORIs will display on the check reconciliation in blue. 
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Deleting an ORI 
An ORI can be deleted but only if the recon button has not been selected.  Once the recon button 
has been selected it is a permanent part of the reconciliation and cannot be deleted.  To delete an 
ORI double-click on the line to pull it up.  Then click the Delete button.  Click the Save button to 
save the change to the reconciliation. 

Posting Interest 
You can post interest directly in the check reconciliation screen by clicking on the Post Interest button.  

This will create the journal entry and post it to the interest account defined on the bank code setup. 
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Reviewing Deposits and JE’s 
Click on this button to view manually entered journal entries, including debits to cash that were 

generated by the cash receipts journal entry transaction.  If the summary reconciliation data includes 

the message, “Statement and Books Out-of-Balance,” you can view journal entries to verify that:  

• All deposits have been entered. 

• All deposits have been entered for the correct amount. 

• Journal entries have been posted for NSF check amounts (if you are not entering them as 
ORIs). 

• Interest and any other manual journal entries have been posted. 

• Journal entries have not been posted incorrectly. 
 

The list view contains deposits and manual journal entries posted to the bank code’s cash accounts 

with a posting date equal to and up to 31 days prior to the statement ending date.  The records cannot 

be changed in this transaction.  If any of the journal entries are incorrect, use the “Create Journal 

Entry” transaction to enter correcting journal entries.  Click on the Close Deposits and JE’s button to 

return to the main Check Reconciliation transaction. 
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Running the Summary Report 

 

Bank statement ending balance minus outstanding checks plus or minus the other reconciling items 

equals the adjusted statement balance. 

The Beginning book balance plus debits (deposits, voided checks, J/Es) minus credits (checks) equals 

the ending book balance. 

You can print a Reconciliation Report by selecting the Print Report option and clicking on the Enter 

button.  Additionally, you can include journal entries on the Reconciliation Report by selecting the 

Print Journal Entries button.  
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Reconciling By Account Number 
Reconciling by Account Number is used when you are transitioning from one bank to another and 

need to reconcile them together.  Until all activity from the old bank has ceased you may reconcile 

both bank codes together by reconciling by account.  

Troubleshooting 
When trying to reconcile your bank statement(s) to your general ledger, there are steps to take if you 

can’t get your bank statement to balance. Listed below are procedures to follow when trying to find an 

out of balance condition.   

 

 Make sure that the statement ending date is correct. If your statement ending date is off by 

one day, this will adversely affect your ability to reconcile. 

 When entering a statement ending balance, verify this amount on the bank statement and 

double-check to ensure you have entered the correct amount. 

 

 Compare your cleared checks on your bank statement to the cleared checks showing in your 

check reconciliation report. Make sure you haven’t left off a check that is showing as cleared on 

your bank statement but is still showing as outstanding in your check reconciliation report. 

Verify the status of all checks in the check reconciliation report and make sure the status is 

correct whether it should be cleared, outstanding or voided.  Verify the amount of the cleared 

checks. 

 When entering other reconcilable items such as deposits in transit, non-sufficient checks, etc., 

make sure the dollar amount is correct and whether it is a receipt or disbursement is correct. 

If you enter interest earned through the Create Journal Entry process, make sure the amount 

entered is correct. 

 Make sure that all check batches have been posted to the general ledger. A check batch with a 

status of Paid indicates that the checks have been issued but have not been posted to the 

general ledger. A check batch must have a status of Paid Posted to actually post to the general 

ledger.  

 Verify General Ledger deposits and checks issued equal the Bank Statement deposits and 

checks issued. 

 In your reconciliation report, verify the journal entries are correct in that the dollar amount is 

accurate and whether it is a debit or credit is correct. 

 Make sure all manual (offline) checks have been recorded. 

 


