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Bank Statement Reconciliation

About Bank Reconciliation

Bank Reconciliation lets you create bank accounts, edit or delete bank ac-
counts, and reconcile your bank accounts. With this program, you can quickly
and easily mark cleared and outstanding checks and deposits to balance
against your bank statements. When reconciling, you can also make adjust-
ments, as needed.

The Bank Reconciliation program is built on our new EBS technology provid-
ing flexibility in a user-friendly environment. You can sort data by clicking a
column. You can arrange columns as you prefer.

After reconciliation, you can view the reconciliation dates in General Ledger
History (detail).

Before using Bank Reconciliation, you must be authorized for G/L Drill
Downs. In addition, you must use G/L Drill Downs for at least two to three
months to build up sufficient general ledger data.

Note: G/L Drill Downs is an authorized feature. For more information, contact
ECi sales.

As always, don’t forget to refer to your DDMS online help for the most up-to-
date documentation.

Reconciling Your Account

There are seven basic steps to reconciling your account.
1 Import Users into your SQL database.
Create bank accounts.
Choose your bank account.
Enter the bank statement information.
Mark checks and deposits and make any adjustments needed.
The variance must be at zero to reconcile the account.

Print reports.
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View reconciliation dates in G/L History.

Importing Users into SQL

Before using Bank Reconciliation, you must import Users into your SQL data-
base.

1 To open the EBS SQL Import Control Panel, click Start then EBS SQL Im-
port Control Panel.

2 Click Import Data.
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3 The Import Data window opens, displaying the Full Import tab. In the
Full Import tab, scroll down to Users. Click the check box for Users.

4 Click Process. The system begins importing data and displays a green
progress bar as the files are imported into the selected SQL Tables.

5 Once the program finishes, the View Import Exceptions window opens,
displaying any files that were not imported. For more information in im-
porting SQL data, see the handout Using the EBS SQL Import Panel at
www.ddms.com

Creating a Bank Account

|
1 From the DDMS Master Menu, double-click General
Ledger
L===
e
2 From the General Ledger menu, double-click Bank

Reconciliation

3 If you have a password set in the (X) Program Security screen, the Enter
Password to Continue with this Operation message appears. Enter the
password and click OK. If you do not have a password, click OK.

4 First, you must create a bank account. See Figure 1. Under the Reconcili-
ation Tasks menu, click Create Bank Account.

5 In the Description box, enter a description of this bank account, First Na-
tional Bank, for example. Press Tab.

6 Inthe Account Number box, enter the bank account number and press
Tab.

7 In the Beginning Date box, enter the date to use when searching for G/L
data. When reconciling this account, the system uses this date as a limit
for retrieving items to reconcile. Press Tab.

Note:  The system searches the general ledger detail files (GLD-MASTER
and GLD-BATCH) and last year’s files specified in the (L]J1) Gen-
eral Ledger Archive Parameters screen.
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8 In the Fiscal Year box, you can enter the four-digit fiscal year.
9 Click Next.

10 In the GL Number box, enter the general ledger numbers associated
with this bank account. You can use seven-digit or fifteen-digit num-

bers. Or you can click J to query. After you've entered the number,

press Enter.

Note:  If you enter an invalid G/L number, you get the Invalid GL Num-
ber message.

11 Use the Book Balance box to enter the beginning book balance for this
account. This number is used instead of the carry forward amount as a
starting balance for the specified fiscal year. When performing year-end
procedures, the carry forward balance replaces this number. Press Enter.
(Once you've reconciled a bank account, the Book Balance is the ending
balance from the last reconciliation plus all the open transactions from
the beginning date of the account to the ending date of the current bank
statement.)

" Bank Reconciliation -0l x|
File  Help
J) Back - )~ Print Q_J Exit

\  Reconciiation Tasks () New Bank Account
Enker the account description and number
12 Reconcile
% Create Bank Account
- % Edit Bank Account Description: ||
Flgure 1: 3¢ Delete Bank Account
C t. B k Account Mumber: |
rea lng a ban Beginning Date: I Friday . March 31,2006 LI
Account

Fiscal Year: I

Current Options

Mest »» |
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Note: Remember, no information is saved until you click Save. To delete

a line, right-click the line and select Delete Selected Accounts. You
can also select Delete from the Current Options menu.

12 You can set up multiple G/L numbers for this account. When finished

setting up the account, make sure the top line of the grid is clear. Press
Enter. Then, click Save. Next, you can edit a bank account or reconcile
an account.

Editing a Bank Account

1
2

4

Under the Reconciliation Tasks menu, click Edit Bank Account.

Highlight the bank account to edit by clicking the line and then click
Next.

You can change the bank account description, account number, begin-
ning date and fiscal year. You can change or delete the G/L accounts as-
sociated with this bank account or change the book balance.

When you are finished making changes, click Save.

Deleting a Bank Account

You can delete a bank account in two ways.

1
2

3

Under the Reconciliation Tasks menu, click Delete Bank Account.
Highlight the bank account to delete by clicking the line.
Right-click and select Delete Selected Accounts.

Or highlight the line and click Delete Selected Accounts under Current
Options.

Click Save.

Reconciling a Bank Account

1
2
3

Under the Reconciliation Tasks menu, click Reconcile.
Select the bank account to reconcile by highlighting it. Click Next.

In the Ending Statement Balance box, enter the ending balance shown
on your statement. Press Enter. The amount now appears in the Vari-
ance and Bank Balance boxes at the bottom of the window. See Figure 2.
Press Tab to move to the next box or click the next box.

In the Ending Statement Date box, use the drop down arrow to select the
ending statement date on your statement and press Tab. This date is
used as a limit when retrieving checks, deposits, and adjustment in Gen-
eral Ledger History detail (G/L Drill Downs).



Figure 2:
Entering the
Statement
Balance

Bank Statement Reconciliation

5 In the Fiscal Year box, enter the four-digit fiscal year, if needed. The fis-
cal year entered here only applies if you make bank adjustments while
reconciling. Press Tab.

6 Enter the period in the Period box, if needed. The period entered here
only applies if you make bank adjustments while reconciling. Press Tab.

7 You can make bank adjustments, if needed, for bank fees or interest
amounts. You can enter the control number, reverse G/L, amount, and
journal entry number. To do this, click in the box and enter the informa-
tion. The Control box has a drop down arrow to make a selection. You

can query in the Reverse G/L box by clicking J When querying,

highlight the account to use and click Accept. See Figure 3. Press Enter
to record the line.

Note:  All manual adjustments are posted to G/L batch 9994.

8 When finished setting up the account, make sure the top line of the grid
is clear by pressing Enter. After you make the bank adjustments, click

Next.
i
File  Help
/_J' Back v ~ Prirt ::,.__J Exit

Bank Statement Information - FIRST NATIONAL BANK

Enter relevant bank statement information. Add needed adjustments to the (Bank Adjustrments) grid.

| Reconcile
% Create Bank Account

. Edit Bank Account
3¢ Delete Bank Account Ending Staternent Balance: $15.000.00

Beginning Balance: $0.00
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B ank Adjustments [to be posted) Period:
Current Opkions
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x Delete Selected Adjustments
4| |
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Book Balance
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Adjustments[0/5]
Bank Balance [$15.000.00]
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Figure 3:
Reconciling the
Bank Statement

9 In the Account Balancing window, you begin balancing your account. In
these tabs, you can re-sort by columns. Click the column by which to
sort. For example, in the Checks tab, click the Check column to sort by
check number.

You can also double-click a line to get more detail on the line. In the
Checks tab, double-click the check for which you want detailed infor-
mation. The Check Detail window opens, as shown in Figure 4. Click
the Back button to return to the Checks tab.

You can also select Current Options or right-click to select all, clear all,
or view detail.

° To mark off checks, click the Checks tab. Click the box in the Clr
column to mark off a check. To mark multiple lines, highlight the
tirst line, then press Shift and highlight the last line. You can also
highlight lines and press the Ctrl key to mark multiple lines.

. To mark off deposits, click the Deposits tab. Click the box in the
Clear column to mark off deposits. To mark multiple lines, high-
light the first line, then press Shift and highlight the last line. You
can also highlight lines and press the Ctrl key to mark multiple

B Bank Reconciliation o ]
File Help
\_/_’;I Back = - Prirt :;,._J Exit

=) Bank Statement Information - FIRST NATIONAL BANK

Enter relevant bank skatement information. Add needed adjustments to the (Bank Adjustments) grid.

Reconciliation Tasks

[ Reconcile
‘4 Create Bank Account o
@ Edit Bark Account Beginning B alance: $0.00
3¢ Delete Bark Account Ending Statement Balance: $15,000.00
Ending Skatement Date: Friday . March 31,2006 j
Fizzal Year 2006
Bank Adjustmentsz [to be posted] Period: a2
Current Cpkions
Control Reverse G/L Amount Remarks Journal Entry #
3¢ Delete Selected Adjustments (R R IViIN iRV C1-0000-101000-010

1 |
R econciliation Totals
Book B alance
Bank Adjustments(to be posted)
Checks(0/5)
Depozits(]/T]
Adjustraents(0/5]
Bank Balance [$15.000.00]
Yariance ($15.000.00)

Mext == Cancel




I
Figure 4: The

Check Detail
Window
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lines. When marking deposits, you can double-click the line to ex-
pand. This lets you mark off partial deposits. When marking par-
tial deposits, these amounts show in the In Transit and

Amount - (minus) In Transit columns.

. To mark adjustments, click the Adjustments tab. Click the box in
the Clear column to mark off bank adjustments. To mark multiple
lines, highlight the first line, then press Shift and highlight the last
line. You can also highlight lines and press the Ctrl key to mark
multiple lines.

10 In the Reconciliation Totals box at the bottom of the screen, you can see
the amounts changing as you mark off items. The amounts in this box
reflect the tab you are currently working in. For example, if you are in

the Checks tab, the amounts shown are the check amounts.

The Checks (O/S) box contains the outstanding checks amount.

The Deposits (I/T) box contains the deposit amounts in transit.

The Adjustments (O/S) box contains the outstanding adjustment

amounts.

B Bank Reconciliation o ] 4
Eile Help
() Back ~ -\_‘J'- - Print ©, | Exit

Reconciliation Tasks 6

I3 Reconcile

4 Create Bank Account
< Edit Bank Account
3¢ Delete Bank Account

Current Options

Check Detail - FIRST NATIONAL BANK

Detail For Check SHMI104 and Date 4/14/2005

Fazting U zer | Wendar | Invaice | Amaunt |;
1401 HHI 182158 $32.861.29
1401 HHI 182178 $3EER.E2
1401 HHI 182179 $1.291.48
1401 HHI 182180 $4,695.55
1401 HEl 182182 $8.728.78
1401 HEl 182183 $1.297.01
1401 HEl 182184 $2.174.33
1401 HEl 182185 $614.89
1401 HEdl 182186 $3.185.06
1401 Hedl 1821487 $6.044.78
1401 Hedl 182224 $61.291.61 —
1401 Hedl 182280 $1.826.36
1401 Hedl 182583 $308.11
1401 HHI 182584 $396.90
1401 HHI 182585 $396.90
1401 HHI 182612 $1.047.82
1401 HHI 182672 $792.80
1401 HHI 182707 $6.591.58
1401 HHI 182744 $3.832.82
1401 HEl 182928 $9.451.51
1401 HEl 183170 $11.624.96 LI



Bank Statement Reconciliation

I
Figure 5: The
Print Options

Dialoa Box

10

11

12

13

14

When you finish reconciling, the Bank Balance should reflect this equa-
tion: Book Balance amount minus Outstanding Items equals the Bank
Balance. The Variance amount should be zero.

When finished marking, click Next.

In the Finalization Summary window, you can view details of the recon-
ciliation. If your account did not balance, the message The Variance
Must Be Zero to Finalize the Process appears at the top of the window
and the Finalize button is grayed out. To make more adjustments, click
the Back button. When finished, click Finalize.

The Are You Sure that You Want to Finalize at This Time message ap-
pears. Click Yes to finish the reconciliation. If you don’t want to recon-
cile, click No (default).

If you click Yes, the reconciliation data is written to the GLD-MASTER
file. You can view this information in General Ledger History detail
(G/L Dirill Downs).

All manual adjustments are posted to G/L batch 9994.

The Print Options dialog box opens, shown in Figure 5. You can print
three reports or select which report to print. Select the report(s) and
click Print.

You can view or print the reports. If you selected all three reports, you
can print the report then close it. The next report is available. For more
information on printing, see the heading Printing and Exporting Data.

x
Select the report{s) that you want to print
The summary consists of bank statement information,
reconciliation totalz, and Bank aduztmentz. The

detail iz the bank statement information plus the
reconciled checks, deposits, and adjustrments.

¥ Summary
¥ Reconciliation D etail

¥ Clearing Detail

Erint Cancel
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Printing and Exporting Data

You can create reports for your bank reconciliation quickly and easily. You can
perform any of the following functions:

. Change headers

. Set up your page just like you would in any other program, such
as portrait or landscape

. Use the Find function to search for text
J Move through the pages using the arrow keys

. Print reconciliation data or export to a file.

1 Click @ Frint |

2 In the Print Preview window, you can change headers and print or you
can save to a file.

To change header information, enter the new information over the old.

If you make header changes, click @ | to apply the header changes.

To print, click ﬁ .

To export to a file, click E . You can save the file as a pdf, htm, rtf, xls,

or emf.

Once you save a report to one of these formats, you can manipulate data
and print as you want.

3 When finished, click the X in the upper right corner to close the win-
dow.
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